Committee Agenda 11-08-04
· Current enrollment 2005
· Enrollment Projections 2006
· Budget Enrollment Adjustment
	
	GRADE
	CURRENT 2004-2005
	PROJECTED 2005-2006
	BUDGET ADJUSTMENT

	 
	
	

	 
	 
	

	
	K
	243
	271
	

	
	
	
	
	

	
	1
	243
	266
	

	
	
	
	
	

	
	2
	234
	267
	

	 
	 
	 
	 
	

	
	
	720
	804
	During the year increase:  1 year trend has shown +30 The budget has been adjusted to 0 until multiple year trend is established

	 
	
	

	 
	 
	

	
	3
	222
	253
	High School beginning year enrollment versus Year End enrollment is adjusted -30 students due to various enrollment options that move students out of the building.

	
	
	
	
	

	
	4
	218
	245
	

	
	
	
	
	

	
	5
	219
	223
	K-6 Enrollment trend has been 10% and 12% the past two years respectively. The budget is calculated at 8.5% with summer budget adjustments possible if the actual registration proves the need.

	 
	 
	 
	 
	

	
	
	659
	721
	

	 
	
	

	 
	 
	

	
	6
	248
	238
	

	
	
	
	
	

	
	7
	232
	260
	

	
	
	
	
	

	
	8
	216
	240
	

	 
	 
	 
	 
	

	
	
	696
	738
	

	 
	
	

	 
	 
	

	
	9
	312
	276
	

	
	
	
	
	

	
	10
	257
	323
	

	
	
	
	
	

	
	11
	241
	253
	

	
	
	
	
	

	
	12
	229
	240
	

	
	
	
	
	

	
	
	
	
	

	 
	 
	 
	
	

	
	
	1039
	1092
	

	 
	 
	

	
	
	3114
	3355
	3295       Average Daily Membership

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· School Property Tax Trend 2000-2005
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- Historically, an increase occurs only in the 
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- Population growth decreases the school tax 

every year.
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 2002 legislative reduction plus population growth decreased taxes
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· Policy 902 – Use of School District Facilities and Equipment
Policy 902

USE OF SCHOOL DISTRICT FACILITIES AND EQUIPMENT

I.
PURPOSE
The purpose of this policy is to provide guidelines for community use of school facilities and equipment.

II.
GENERAL STATEMENT OF POLICY
The school board encourages maximum use of school facilities and equipment by community groups and individuals.

III.
SCHEDULED COMMUNITY EDUCATION CLASSES AND ACTIVITIES

A.
The school district administration shall be charged with the process of scheduling rooms and special areas for community education classes and activities planned to be offered during each session.


B.
Procedures for providing publicity, registration and collection of fees shall be the responsibility of the school district administration.


C.
Registration fees may be structured to include a pro-rata portion of costs for custodial services that may be needed.

IV.
GENERAL COMMUNITY USE OF SCHOOL FACILITIES

A.
The school board may authorize the use of school facilities by community groups or individuals.  It may impose reasonable regulations and conditions upon the use of school facilities as it deems appropriate.


B.
Requests for use of school facilities by community groups or individuals shall be made through the school district administrative office.  The administration will present recommended procedures for the processing and review of requests to the school board.  Upon approval by the school board, such procedures shall be an addendum to this policy.


C.
The school board may require a rental fee for the use of school facilities.  Such fee may include the cost of custodial and supervisory service if deemed necessary.  It may also require a deposit or surety bond for the proper use and repair of damage to school facilities.  A rental fee schedule, deposit or surety bond schedule and payment procedure shall be presented for review and approval by the school board.  


D.
When emergencies or unusual circumstances arise that necessitate rescheduling the use of school facilities, every effort will be made to find acceptable alternative meeting space.

V.
USE OF SCHOOL EQUIPMENT
A. School equipment is provided for the education use of students, staff and faculty.  Students and staff are responsible to ensure that they do not use school equipment for other purposes.  Use of school equipment for more than incidental, personal or private business, for product advertisement, political lobbying, or activities contrary to the law or district policy is forbidden.  Incidental is defined as not more than three times per piece of equipment in five years.  Employees will adhere to rental fees and procedures per the terms of this policy.  The rental fees shall be set by the Operations department by August 1st every year.  Any repair to damaged equipment will be recovered via payroll deduction.  Rental of technical or skilled machinery is at the discretion of the Operations Director.  Employee rental of school equipment is prohibited if the equipment is available through a local rental service.

B. School equipment may be rented for use by community groups in conjunction with the use of school facilities or for purposes of community benefit.  All such usage must follow the school facilities usage guidelines.  Appropriate rental rates shall be set by the Superintendent or designee.  

C. Rental of any equipment will be denied if the use negatively affects the normal operation of the school district.  New Prague Area Schools recognizes that is not in the “rental business”.  It further recognizes that the use of certain holdings of New Prague Area Schools is beneficial to the community that New Prague Area Schools serves.

	Video Projectors
	$10.00
	Per Day

	Piano

May require retuning rate of  $125.00
	$15.00
	Per Day



	Choir Risers
	$15.00
	Per Day

	Band Platforms
	$15.00
	Per Day


D. The Superintendent or designee is authorized to dispose of surplus equipment that may be in possession of the school district.  Surplus equipment may be disposed of by selling to the highest bidder in a public sale of which public notice is given or by donation to appropriate charitable organization, or by proper waste removal. Disposal of surplus equipment purchased with federal funds shall be disposed of in accordance with federal guidelines.  In any case, the Superintendent or designee will inform the board of the items disposed of, their approximate value, and the manner in which they were disposed.

VI.
RULES FOR USE OF FACILITIES AND EQUIPMENT
The school board expects members of the community who use facilities and equipment to do so with respect for school district property and an understanding of proper use.  Individuals and groups shall be responsible for damage to facilities and equipment.

Legal References:
Minn. Stat. § 123B.51(Schoolhouses and Sites; Access for Non-curricular Purposes)

Cross References:
MSBA/MASA Model Policy 801 (Equal Access to Facilities of Secondary Schools)

MSBA/MASA Model Policy 901 (Community Education)

Adopted:
01/07/91

Revised:
05/28/97

Revised:
05/22/00

Revised:
05/27/03

Revised:
12/09/04

· Facility Use Handbook 
FACILITY USE SCHEDULING 

HANDBOOK

· Purpose

· Responsibilities

· Rules

· Procedures for Processing a Facility Use Request Contract

· Fees

· Scheduler Procedures

October 2004

PURPOSE

New Prague Area Schools encourages maximum use of school facilities and equipment by community groups and individuals.

The following guidelines have been established to accomplish this goal while guaranteeing maximum usability by our students and staff, our extracurricular programs and community members.

RESPONSIBILITES

Community Services Director:

1. Communications to “heavy” gym users and a “coordination of requests” meeting in August.  A site scheduler should be present.

2. Schedule Community Services classes, meetings and recreation activities through a site scheduler.

Operations Director:

1. General information and updates to individual buildings regarding changes in laws, codes and/or other items of a general nature related to facility use.

2. Oversee facility scheduling process and procedure.

3. Coordinates the scheduling of event supervisors and custodian as needed.

4. Custodial overtime information to business office for billings.

5. Damages and/or repairs cost analysis and billing, when and if this occurs through a group or individual using a district facility.

Operations through the use of custodians guarantees each area of our facilities is “school ready”.  This allows community users to go undetected to our regular academic programming.

Site Scheduler:

1. Scheduling school activities and events in the individual building.

2. Scheduling school-sponsored sports, clubs, and organizations practices/events.

3. Scheduling of non-school and “independent” events and activities as requested by user groups for the individual building.

4. Follow-up and changes in schedules.

5. Inform Operations office of need for Custodial, Technician, and Food Services staff per each request.

6. Provide accurate information to the Operations office regarding billing statements for rent, Custodial, Technician and Food Service staff costs (as appropriate under the Facility Use Policy and Procedures).

7. Completing and tracking the require forms, communications between offices, Custodians, Technicians, Food Service staff and facility user groups.

8. Providing monthly calendars and updates to appropriate staff at the individual buildings for internal communications purposes.

Facility scheduling is meant to coordinate the use of District facilities both inside buildings and outside ball fields to avoid conflicts between groups wishing to use the facilities, to ensure custodial and other services, to protect district property, and to have records of who is using facilities in cases where questions may arise about damage, unauthorized use, and/or other problems.

Coordinated scheduling also provides for maximum use of these public facilities bringing many people into the schools and thus encouraging a positive attitude of “ownership” by our taxpayers.  In this sense a smooth system or providing facility use to groups can have a positive effect on school-community relations.

Event Supervisor

1. Provide assistance to all users of our facilities.

2. Provide security for those using our facilities

3. Minimize our exposure to theft and vandalism

4. Provide light cleaning and maintenance to ensure our facilities are “school ready”.

Event Supervisors provide supervision while an event is taking place.  This building supervision is to protect New Prague Area Schools assets and provide protection to all users by maintaining a secure facility.

Superintendent

1. Arbitrator in instances of conflicts and/or one group “bumping” another.

2. Authority to waive a fee and/or insurance requirement if unique circumstances warrant.

RULES

· Priority for reserving facility space is aligned with the user group categories.

· The district reserves the right to cancel events should the need arise.  This could result due to emergency conditions, an unexpected scheduling of a regular school sponsored curricular or extra curricular events, severe weather conditions or other unforeseen circumstances beyond the district’s control.

· Keys or security cards may only be in the possession of the registrant or the named responsible adults.  Unauthorized use of a key or security cards will result in the loss of building use for a period of time established by the Operations Director.

· The district will assess a $25.00 charge for security false alarms due to disregard for policies or procedures by an individual or group.

· A facility use registrant must be 18 years of age or older.

· An adult must be present during the times of facility use.

· Facility use may be denied if the use is deemed detrimental to the care and maintenance of our facilities.

DETAIL FOR CARD HOLDERS

When necessary a proximity cards will be issued to the registrant.  The use of this card is for registrant use and up to 4 other individuals that are indicated on the Facility Use Request Contract.  Any others using this card may result in limiting access for registrant and/or group.  The proximity cards woks as follows:

1. Know the designated doors on the building you plan to use.

2. Approach the door and hold card within 4” of brown Prox Reader (Prox In).

3. Listen for the beep and watch the LED change color to know that your card has been accepted.

4. Pull open door.

5. At this point the proximity counter has registered that you are in the building.

6. Conduct event.

7. Before you leave, insure space is left as you found it.

8. Lock all doors that you have opened.

9. Make sure all participants for your event are out of the building.

10. Prox Out.  This will take your name off the counter and verify that you are out of the building.  This also keeps the count accurate in order to guarantee that the last person out to of the building will activate our security system.

11. If you make a mistake, please do not rapidly leave the facility in order to forego the police department that will respond to the alarm.  This will cause us to do a full building check.

PROCEDURE FOR COMPLETING A FACILITY USE REQUEST CONTRACT

1. Obtain a facility use contract from building in which the event will be held and follow directions below to complete:

Line 1: 
 Clearly check which building will be utilized for the event

Line 2: 
 List the rooms(s)/area(s) that you wish to use

Line 3:  
Specify the days(s) and dates(s)

Line 4:  
Note times requested:  Cleaning after your event will be billed according to the time it takes to return the facility to “school ready” status


Note time to open room/building:  The building will be open one hour prior to your requested time unless you indicate more.  This is to ensure the facility is ready for your use.  The billing will include this preparatory time.

Line 5: 
Provide organization name

Line 6:  
Provide information requested.  Must include person responsible for billing.  This information is recorded along with the name of the person signing the form on the facility scheduling software.  If contacts need to be made by school staff about the request, this is the group/individual who is to be contacted.

Line 6A:
Responsible adult(s) who will be in attendance during the facility use.  This may be up to three, including the registrant.  It is the responsibility of these individuals to obtain a security card and key from each other.

Line 7:  
Provide description of event.  Give as much detail as possible to give the person processing the request and building principal information on which to approve (or deny) the request.

Line 8:
Check appropriate category for the User Group or Individual.

Level I:  School District

1. Regular school education programs, activities, sports and events

2. Community Educations, Early Childhood Family Education and other Community Service sponsored programs and events.

3. School sponsored and/or school related programs and events

Level II:  Community and School District Groups with Volunteer Coaches/Leaders:

Meeting and Practices

1. Youth leadership and development groups (ex: Scouts, 4-H, church groups

2. Youth recreational groups (ex: metro basketball, kid wrestling)

3. Other non-profit/civic organizations (churches, political/government units, civic clubs).

Level III:  Community and School District with Paid Coaches/Leaders; Non-Profit Groups:  Fundraising

1. This includes non-profit groups using district facilities for fund raising seminars, sport tournaments, sports camps, and other registration/fee/ticket-based events.

Level IV:  Community and School District for Profit Groups

1. This includes for profit groups in which wish to use district facilities for any events at which funds are raised through fees, raffles, ticket sales, participant and/or team registrations fees, and/or any other means and where the majority of funds received remains with the group.

Level V:  Non-Community or School District Groups and Individuals

1. Groups or individuals, whether profit making or non-profit, will be charged the appropriate fees unless their event/activity is co-sponsored directly thought a school organization noted under Level I.  Prior approval by the Superintendent, Direct of Community Services or Operations Director is required.

Line 9:
Check additional staff needed for the activity/event


Custodian

· The district reserves the right to require a custodian, which will be in addition to the Event Supervisor, if it is deemed that the Event Supervisor cannot accomplish “School ‘readiness” in a timely fashion
Food Service

· The use of a kitchen require that a cook must be present to supervise and ensure the safe operation of equipment

Technician

· For use of auditorium control room
· When your event requires use of technology (except for simple microphone usage).
Line 10: Note any special instructions, such as “200 chairs set up” or “baskets down”

Line 11: 
 Proof of liability insurance is required for all groups using district facilities.  This may be in the form of a “blanket” policy or of a certificate for one-time events (like a tournament.).   If there has already been a certificate of insurance filed with New Prague Area Schools check “a”; if no, either provide a copy of a certificate or check with the Superintendent for information and/or possible waiver.

Line 12:
Carefully read the statement regarding compliance.  If violations occur a warning will be issued.  If violations are extreme or repetitive, the district will refuse further use of facilities.

Line 13:
Date and sign.  By signing you are agreeing to the contents of this contract.

ESTIMATED ACTUAL COSTS

Event Supervisor Fee (required)

	Level I
	Charges designated during budget development process

	Level II
	$5.00 per day of facility use – maximum charge $10.00 per registrant each school year

	Level III
	$5.00 per day of facility use – maximum charge $75.00 per registrant each school year 

	Level IV
	$25.00 per day of facility use – maximum charge $10.00 per registrant each school year

	Level V
	$25.00 per day of facility use



The district reserves the right to require more than one Event Supervisor

Rental Fees as follows:

	Facility Type
	Level I
	Level II
	Level III
	Level IV
	Level V

	All buildings 

Classrooms
	N/A
	N/A
	$5.00
	$10.00
	$20.00



	Kitchens
	N/A
	N/A
	$20.00
	$20.00
	$30.00

	High School Gym
	N/A
	N/A
	$5.00
	$25.00
	$35.00

	Middle School Gym
	N/A
	N/A
	$5.00
	$25.00
	$35.00

	Intermediate School Gym
	N/A
	N/A
	$5.00
	$25.00
	$25.00

	Primary School Gym
	N/A
	N/A
	$5.00
	$20.00
	$20.00

	Auditoriums
	N/A
	N/A
	$5.00
	$15.00
	$50.00

	Rehearsals
	N/A
	N/A
	$5.00
	$15.00
	$40.00

	Performances
	N/A
	N/A
	$5.00
	$35.00
	$75.00



	Intermediate Cafe/

Primary Multipurpose
	N/A
	N/A
	$5.00
	$15.00
	$20.00


Auditorium Performance Fee:

For All groups/Individuals a $25.00 performance fee will be charged for auditorium use.  This covers maintenance/replacement costs for equipment.  For example, if there were six rehearsals and two evening performances a $50.00 fee plus the usual facility rental fees would apply

Equipment Rental:

Per School Board Policy schedule

BUILDING SCHEDULERS PROCEDURES

1. In most cases a verbal contact will be made first by someone wanting to use a facility.  Check the master calendar for conflicts.  If there is a conflict, suggest to requestor other dates/times that should work and/or refer them to the person who has already reserved a site and time to see if they can work out something ..  i.e. sharing a large gym space.  If this doesn’t work, deny contract and inform requestor.

2. If a request appears to work, inform the requestor that they should fully complete a Facility Use Contract form and send it to the appropriate building for processing

3. When you receive the form, check to make sure all information is complete.  Then check again for conflicts, sign the form approving it, and enter the information onto the SiteTrak( software.  Send the requestor of the contract a confirmation, with any appropriate notes as necessary.

4. Run additional copies of the form as needed.  Copies of the form goes to:

Your files

Operations Department (if rental fees and/or custodial, technician, cook or other costs)

Building Principal

Head Custodian

IMPORTANT NOTES AND INFORMATION

Each building will provide and process facility requests for that building, and enter the information on SBS, Inc. “Site Trak facility scheduling software form their own dedicated computer in each building.  If a group wants to use a different building (i.e. MS Choir director want to use the HS auditorium) they need to deal with the building in which they wish to hold the event/activity.
The software is “read and access” for every building, so what is entered at the HS for the building will show up on the overall district calendar for the HS which is accessible from every other building.  Do not enter facility use for another building from your site.  However, feel free to access the other buildings calendars to help requestors identify “open” time and room slots.

Weekend or holiday use of a building for practices is okay without custodian coverage if the total group is fewer than 50 people.  For games and/or events, a custodian is required.  Anything but regular practice will be considered an event.

Proof of insurance is required.  Each requestor needs to produce a current insurance statement.  You must keep these on file.  “Independent groups need insurance, which protects the coaches, leaders and the audience members.  Participants are not covered by insurance – that’s on their own personal/family policies if injuries occur.

Follow the hierarchy of requests found in the procedures and process section.  If and when one group is “bumped” due to a conflict, immediately contact the group and inform them.  Make arrangements for an alternate date/time.

In cases of irresolvable conflicts and/or questions of policy enforcement, waivers of fees, etc, contact the Operations Director.

For events where charges for staff and/or rent will be assessed send a copy of the Facility Use Request Contract to the Operations Department.  The Operations department will confirm the actual facility usage and bill the user.

Any problem damage, etc, reported to you should be referred to the Operations Director.

· Standing Committee Reports

· Campaign Update

· Dates to Note
	EVENT
	DATE
	LOCATION
	TIME

	School Board
	
	
	

	Board Meeting
	December 9,  2004

THURSDAY
	Middle School Board Rm
	7:00 pm

	Board Meeting
	December 16, 2004

THURSDAY
	Middle School Board Rm
	7:00 pm

	Standing Committee Meetings
	
	
	

	Strategic Leadership
	
	
	

	
	
	
	

	Policy & Philosophy
	 
	 
	 

	
	
	
	

	Review & Evaluation
	 
	 
	 

	  
	
	
	

	Executive
	
	
	

	
	
	
	

	Notables
	
	
	

	COMMUNITY MEETINGS
	
	 
	 

	Lonsdale City Hall
	Thursday, Nov. 11
	
	7:00 PM

	St. Patrick Social Hall
	Thursday, Nov. 18
	
	7:00 PM

	Inter. School Cafeteria
	Monday, Nov. 22
	
	7:00 PM

	New Market City Hall
	Thursday, Dec. 2
	
	7:00 PM

	
	
	
	

	American Education Week
	Nov. 14 - 20
	
	

	Bus Driver Appreciation Day
	Nov. 18
	
	

	Prep Day
	Nov. 24
	NO SCHOOL
	

	Thanksgiving Break 
	Nov. 25th-26th
	NO SCHOOL
	

	Winter Break
	Dec. 23rd - 31st 
	NO SCHOOL
	

	Core Meetings
	Every Thursday
	DO Conference Room
	6:30 pm

	Election
	Tues., Dec. 14, 2004
	4 polling locations
	7:00 am – 8:00 pm

	
	
	
	

	High School
	
	
	

	Veterans’ Day Program 
	Nov. 11
	Gym
	10-11 am

	All School Musical

“HONK”
	Nov. 19, 20, 27

Nov. 21, 28
	High School Auditorium
	7:30 pm

2:00 pm

	Band Concert
	Dec. 6
	High School Auditorium
	7:30 pm

	PAC
	Dec. 13
	Rm 242
	6:30 pm

	Choir Concert
	Dec. 20
	High School Auditorium
	7:00 pm

	Middle School
	
	
	

	PAC Meeting  
	November 9
	Middle School Media Center
	7-8:30 pm

	ITBS Testing, Grade
	Week of  Nov. 15th
	
	a.m

	Student led conferences
	 Nov. 23rd
	
	4-8 pm

	Student led conferences
	Nov. 24th
	
	8-noon

	Staff Development
	Nov. 24th
	
	12-3

	Choir Concert 
	November 29
	Middle School Audiorium
	Grade 6 - 6 pm

Grade 7 – 7 pm

Grade 8 – 8 pm

	Mid-term 2
	Dec. 10th 
	
	

	Band Concert
	December 13
	Auditorium
	7 pm

	7/8 Grade Dance
	December 17
	
	5:30 – 8 pm

	Intermediate School
	
	
	

	PAC 
	Nov. 11
	Media Center
	7:00 pm

	ITBS Testing – Grade 4
	Week of Nov. 15
	
	

	K-5 Holiday Store
	Dec. 4
	Primary Multipurpose room and Lounge
	9 – 1:00

	Primary School
	
	
	

	Family Fun Night 
	Nov. 9
	
	6:30 pm

	Veteran’s Day Program
	Nov. 11
	
	9:30 am

	ITBS Testing – Grade 2
	Week of Nov. 15
	
	

	Holiday Store
	Dec. 4
	Multipurpose room and lounge
	9-1 pm

	Special Services
	
	
	

	SEPAC  
	 November 18
	 D.O.Conference Room
	 6:00 – 7:30 PM

	Community Services
	
	
	

	
	
	
	

	
	
	
	


