
 

 

 
 
 
 
 
 

Frequently Asked Questions Facilities Usage and Rental 
 
 
How do I apply to use facilities in Delaware City Schools? 
Compete the facility use form and submit it to the administrative assistant at the building where 
you wish to use the facilities. This should be done at least two weeks in advance of the expected 
use. We expect to have an online process for this soon. 
 
 
Do I need to have insurance for my activity? 
Yes. The group or organization must provide a certificate of liability insurance with the 
Delaware City Schools as a named insured along with the facility request form, unless a current 
certificate is on file. If your certificate is set to expire before the use and a new one has not yet 
been issued, a current certificate must be provided and the use will be conditionally approved 
until the new certificate is received.  
 
 
How do we know that our group has been approved to use the facility? 
Once a request has been made, processed and approved a copy of the approved facility request 
will be sent to the requestor. An estimate of the charges will be included on the form or attached 
to it. 
 
 
Can I submit a request the same day I would like to use the facility? 
Facilities requests require a minimum of 10 business days to process and approve your request. 
 
 
Can I submit a request to reserve a facility for next school year or for multiple years? 
Facilities use requests should not be submitted prior to August 1 for the current school year.  
This permits the district to schedule facilities for school events and activities. For events 
scheduled more than six months in advance, final approval may be delayed. 
 
 
How will our group be invoiced? 
Once the event has concluded and staff time sheets processed, the group will be invoiced based 
on the actual use of facilities, equipment and staff. 
 
 
When is payment due? 
The payment will be due as indicated on the invoice. This is typically within 15 days of receipt. 
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Who do I make check payable to, and where do we send it? 
Checks should be made payable to: Delaware City Schools and sent to: 
Delaware City Schools  
Treasurer’s Office 
74 W. William St 
Delaware OH 43015 
 
 
Why did our invoice increase after my activity? 
Activities involving prolonged set-ups, additional equipment, excessive clean up, damaged 
property and/or special services such as snow removal may require an additional fee. 
 
 
Where does the revenue collected from facilities usage fees go? 
Fees assessed are to cover district personnel, heat, light, and maintenance of the facilities and 
replacement of equipment used. 
 
 
How do I cancel an activity?  
Please call the building administrative assistant for the facility you requested. Note: Cancellation 
fees may apply. 
 
 
I called the school and got verbal approval for my rental. Is that all I need to do?  
Although you may discuss your event with a Delaware City Schools staff member, you still need 
to submit a facility use request. See “How do I apply” above. 
 
 
I am renting a field/facility and it rained/snowed earlier in the day. How do I determine if 
the field/facility is open? 
Check our school website for school closing information or call the administration office at 740-
833-1100 
   
 
The organization or group’s coach/advisor is a staff member at the school. Why do we have 
to have a custodian on weekends or when school is closed? 
A custodian must be on staff to handle any facility emergency that may take place during the 
event such as: fire alarms, plumbing issues, spill clean up, etc. that may need taken care of 
during the event.  They are also required for liability purposes. 
 
 
May I use the schools equipment? 
Equipment usage is subject to availability. Equipment must be requested at the time of the initial 
facility request. If district personnel are required to be present during use of equipment, 
personnel rates will also apply as well as a charge for specialized equipment in the auditorium, 
stadium, kitchen and other areas. 
 
 
I still have more questions. Who do I call for more information regarding use of facilities?  
Jerry Stewart, Executive Director of Human and Material Resources at 740-833-1100.  


