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COMMUNITY RELATIONS     1000 
 
COMMUNITY USE OF SCHOOL FACILITIES  1200 
 
GENERAL POLICY      1201 
 
The North Andover School Committee shall encourage and permit as wide a use of school facilities 
for educational, recreational, social, civic, philanthropic and like purposes as the School Committee 
deems in the best interest of the community. Such use shall be in accordance with the requirement 
of the schools and Chapter 71, Section 71 of the Massachusetts General Laws as amended. 
 
GENERAL RULES       1202 
 
Rules for Building and Grounds use may be obtained from the office of the Superintendent.* Such 
rules will include, but not limited to: 
 
1. Regulations 
2. Rental Fee Schedule 
3. Classifications and fee Schedule 
4. Application for Use of Facilities 
5. Insurance (if applicable). 
6. Necessity for additional services (custodial, police, fire) 
7. Prohibition of tobacco use 
8. Space and Equipment Rental Policy Ð Performing Arts (Appendix R) 
 
 
 
*Use of Facilities Form attached (Exhibit A) 
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NORTH ANDOVER PUBLIC SCHOOLS 
NORTH ANDOVER, MASSACHUSETTS 

 
GUIDELINES FOR COMMUNITY USE OF SCHOOL FACILITIES 

 
 
Requests for Use 
 
All requests for the use of school facilities by non-public school organizations wishing to use the 
buildings after school hours shall be made in writing, on forms provided. (EXHIBIT A), at least two 
weeks prior to the date of intended use. 
 
Rules and Regulations 
 
The following rules and regulations shall govern the use of all school buildings and grounds. 
 
1. Groups receiving permission are restricted to dates and hours approved and to the building area 

and facilities specified, unless requested changes are approved. 
 
2. Smoking Ð In accordance with Section 37H of the Education Reform Act of 1993, the use of 

any tobacco products within the school buildings, the school facilities or on the school grounds 
by any individual, including school personnel is prohibited. 

 
3. Alcoholic beverages Ð There shall be no alcoholic beverages brought to and/or consumed in 

any school building or on any school grounds. 
 
4. Decorations, scenery, furniture Ð Putting up decorations or scenery, moving pianos or other 

furniture, is expressly prohibited unless special permission is granted. No scenery or other 
property belonging to the renting agency shall be stored on school property. 

 
5. Use of special equipment Ð The use of special school equipment, such as the public address 

system, risers, scenery, sound and lighting systems is not included in the rental of school 
facilities. Upon approval by the school authorities, the renter may be permitted to use such  
equipment at an additional charge. The fee is determined in each case on the amount of 
equipment to be used and the use to which it will be put. The amount will depend on the hours 
and days needed.  Individual groups are not permitted to supply their own technician.   

 
6. Preservation of order  Ð The applicant shall be responsible for the preservation of order within 

the building and on the grounds. Police and fire supervision as designated by the school 
authorities shall be provided at the expense of the applicant. All activities must be under 
competent adult supervision approved by the Business Administrator and the principal of the 
building involved. In all cases, an assigned school employee will be present. The group using 
the facilities will be responsible for any damage to the building or equipment. 

 
Rules and Regulations (continued) 
 
7. Anti-Hazing Statute Ð All organizations in which students participate must comply with the 

1988 law on hazing (Ch.269:17-19). A copy is available from the Business Administrator. 
 
8. Examination of premises Ð Any space or equipment used by the applicant shall be examined 

carefully by school personnel after use. The applicant agrees to pay promptly for any loss or 
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damage occurring during the applicantÕs use of the facilities. The School Committee or its 
representatives must have free access to all spaces at all times. 

 
9. Sale of mater ials and/or products Ð The School Committee does not consider it good practice 

to encourage the use of publicly owned school facilities for activities which might result in 
purely personal or corporate gain. Nothing shall be sold, given, exhibited or displayed without 
permission from the Business Administrator. 

 
10. Reservations Ð No reservations will be made for the use of any school facility until the 

application for such use is approved by the Business Administrator. Applications for use of any 
facility will not be accepted until after September 1st of the current school year. 

 
11. Payment of fees Ð Payment of fees in accordance with the schedule of costs is expected 

promptly WITHIN 5 BUSINESS DAYS OR IN ACCORDANCE WITH A LONG TERM 
CONTRACT. Kindly make check payable to ÒTown of North AndoverÓ. 

 
12.  Deposits Ð All Category 3 and 4 applicants shall make a 50% deposit of the total user fee 

amount due, within 5 business days after approval of said request. 
 
13. Revocation of permit Ð School authorities reserve the right to revoke a permit, for just cause, at 

any time. 
 
14. Insurance  - (A) School functions are covered by school liability insurance. (B) Other 

organizations are notified by these rules and regulations that the participants hold the School 
Department harmless with regard to injury or liability claims. (C) Profit-making organizations 
are required to submit evidence that they have their own liability insurance. Within ten (10) 
business days prior to the commencement of the scheduled activity, the applicant shall deposit 
with the Business Administrator, North Andover Public Schools, certificates from insurers 
clearly stating that insurance is in effect for the desired rental period. Further, liability policies 
shall name North Andover School Department, North Andover, Massachusetts as an additional 
insured. 

 
15. Cancellation of an event Ð If an outside (non-school) group cancels a function with less than 

eight (8) hours prior notice, it must pay the custodian a minimum of two (2) hours. Rate to be 
paid is normal overtime rate of time and one-half. 

 
16. Refreshments Ð Food and beverages are not allowed in the auditorium, Performing Arts Center, 

Gym, Library or classrooms. No refreshments of any kind may be served unless specifically 
approved. If approval is given, serving of refreshments shall be confined to designated areas. 
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NOTES 

 
1. Adequate janitorial service is mandatory whenever any school facilities are used. During the 

school week, the buildings are staffed by second shift custodians Monday through Friday until 
11:00 PM. If a small event is planned, without food or furniture set ups, the second shift takes 
care of making sure the groups are out by 10:00 PM and the room(s) are secured. 

 
All non-school groups and athletic organizations that apply for building use during a weekend 
will be responsible for all custodial charges.  
 
School authorities will indicate the number of custodians required dependent upon the size 
of the function, the day of the week, the number of spaces to be used; and, if food is to be served 
and/or furniture set-ups will be required.  
      
Non-school related activities shall be billed at the rate indicated on the rental application form.  
This fee covers the cost of custodial services and consumables.  An authorized representative of 
the group using the facility is responsible for signing the custodianÕs worksheet.  The school 
department will bill for all applicable services. Kindly make check payable to North Andover 
Public Schools.  
 

2. If any school cafeteria kitchen is used to prepare and/or serve food, an employee of the School 
Lunch Program must be employed for the occasion at the current rate.  An authorized 
representative of the group using the facility is responsible for signing the cafŽ workerÕs 
worksheet.  

 
3. School and school-related events get priority scheduling for the use of school buildings and 

school fields. However, the School Department will honor all approved use of facility 
applications wherein a deposit has been received.  The School Department reserves the right to 
cancel or reschedule an approved Category 2 event, if it is deemed to be in the best interest of 
our educational goals. 

 
4. No non-athletic event shall be held in the gymnasiums unless there is appropriate protection of 

the floor. 
 
5. The School Committee reserves the right to waive or adjust rental fees at its discretion to adjust 

to circumstances not covered by these rules. Adequate notice for request of waiver or 
adjustment to rental fees must be given to Chairman of School Committee 

 
Pr iorities of the Use of Facilities 

 
 
♦ Category 1:    

 Groups, programs and events controlled by the School Department. 
 Groups, programs and events operated through Community Schools (see 

attached Community SchoolsÕ Guidelines)  
 Groups, programs and events authorized by the School Committee 
 Town Government 

 
♦ Category 2:  
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Note: Within Categories 1 and 2, school age youth programs receive priority during prime time in 
all facilities 
Note:  Within Category 2 it is policy of the School Committee in recognition of benefits to the district 
of the activities and programs of Category 2 users, that additional fees beyond basic operating costs 
will not be assessed and School Administration will work with users to minimize operational 
overhead costs. 
 

 Formal Non-Profi t Youth Sports Groups and Programs made up exclusively of 
North Andover residents. 

 North Andover Based non-profi t Charity or Service organizations 
 North Andover Public School PTOÕs and PTAC Groups.  

 
♦ Category 3: All other non-profit, civic or religious groups, and other North Andover adult 

groups. 
 
♦ Category 4: All other groups not in categories 1, 2 or 3.  
 
♦ Category 5: Long term use of facilities by a College or University for graduate and adult 

baccalaureate degree programs will be negotiated on an individual basis. 
 
 
 
 
 
S.C. Approved 4/12/76 
        Amended 8/26/81, 10/24/88, 3/21/94, 3/14/00, 3/20/08 
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Schedule of Fees 

(For definition of Categories, see “Priority for the Use of Facilities”) 
 
♦ Category 1: No rental charges. 
 
♦ Category 2: 

No rental charges or fees will be charged. Custodial charges apply at a flat rate of $27 
per hour. 
 

 
♦ Category 3: High School and Middle School 
 

• Rates for NON-RESIDENT rental are DOUBLE all fees. 
• Total charges are calculated by one-hour increments with a one-hour minimum. 

 
 
 

High School Auditorium (capacity 800)   $50.00 per  hour  
Middle School Auditorium (capacity 590)   $40.00 per  hour  
Middle School Per formance Center  (capacity 250) $35.00 per  hour  
 

REHEARSALS: If a performance requires rehearsals, the renter will pay a rental fee equal 
to one-half the rate charged for the performance. The reduced fee is only applicable to the  
use of an auditorium or the Middle School Performance Center. 

 
 High School Gymnasium     $75.00 per  hour  
            Middle School Gymnasium     $50.00 per  hour  
            High School Cafeter ia     $50.00 per  hour  
 Middle School Cafeter ia A or B    $40.00 per  hour  
 Ar t Rooms at Middle School    $10.00 per  hour  
 Classrooms       $  8.00 per  hour  
 Technology Labs      $20.00 per  hour  
 High School Lecture Hall     $25.00 per  hour  
 
  Fees for the use of the Middle School Art Rooms shall be waived if used as dressing rooms 
  for performances. 
 

Elementary Schools 
 

♦ Rates for NON-RESIDENT rental are DOUBLE all fees. 
♦ Total charges are calculated by one-hour increments with  

a one hour minimum. 
 
 All Classrooms      $  8.00 per  hour  
 All Technology Labs      $20.00 per  hour  
 
 
     Gymnasiums:   Auditoriums: (cafŽ) 
 Atkinson School  $20.00 per  hour  $15.00 per  hour  
 Franklin School  $20.00 per  hour  $10.00 per  hour  
 Sargent School  $20.00 per  hour  $15.00 per  hour  
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 Schedule of Fees (continued) 

(For definition of Categories, see “Priority for the Use of Facilities”) 
 

K ittredge School  $15.00 per  hour  $10.00 per  hour  
 Thomson School  $15.00 per  hour  $10.00 per  hour  
 
 
♦ Category 4: High School and Middle School 
 

♦ Rates for NON-RESIDENT rental are DOUBLE all fees. 
♦ Total charges are calculated by one-hour increments with  

a one hour minimum. 
 

High School Auditorium (capacity 800)  $60.00 per  hour  
Middle School Auditorium (capacity 590)   $55.00 per  hour  
Middle School Per formance Center  (capacity 250) $45.00 per  hour  
 

REHEARSALS: If a performance requires rehearsals, the  
renter will pay a rental fee equal to one-half the rate charged  
for the performance. The reduced fee is only applicable to the  
use of an auditorium or the Middle School Performance Center. 

 
 High School Gymnasium     $100.00 per  hour  
            Middle School Gymnasium     $60.00 per  hour  
            High School Cafeter ia     $60.00 per  hour  
 Middle School Cafeter ia A or B    $45.00 per  hour  
 Ar t Rooms at Middle School    $15.00 per  hour  
 Classrooms       $10.00 per  hour  
 Technology Labs      $40.00 per  hour  
 High School Lecture Hall     $35.00 per  hour  
   

Fees for the use of the Middle School Art Rooms shall 
be waived if used as dressing rooms for performances. 

 
 

Elementary Schools 
 

♦ Rates for NON-RESIDENT rental are DOUBLE all fees. 
♦ Total charges are calculated by one-hour increments with  

a one hour minimum. 
 

All Classrooms      $10.00 per  hour  
 All Technology Labs      $40.00 per  hour  
 
 
 
 
     Gymnasiums:   Auditoriums: (cafŽ) 
 Atkinson School  $45.00 per  hour  $40.00 per  hour  
 Franklin School  $45.00 per  hour  $25.00 per  hour  
 Sargent School  $45.00 per  hour  $40.00 per  hour  
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 Schedule of Fees (continued) 

(For definition of Categories, see “Priority for the Use of Facilities”) 
 

K ittredge School  $30.00 per  hour  $25.00 per  hour  
 Thomson School  $30.00 per  hour  $25.00 per  hour  
 
Category 3, 4, 5         High School/Middle School Athletic Fields 

 
Rental fees shall be applicable to the use of any and all athletic fields located at the high school or 
middle school.  Fees will be determined at the time a use of facilities application is submitted. 
Custodians will be assigned as necessary. The number to be assigned will be determined upon a 
review of the intended use and duration. A flat fee, per custodian, will be at the rate indicated on the 
rental application form for a two hour minimum.   
 
Grass Field - $60 per  hour   
                       $85 per  hour  with lights (use of lights requires custodial assignment) 
 
Tur f Field - $125 per  hour  
                     $150 per  hour  with lights (use of lights requires custodial assignment) 
 
Use of the Clubhouse requires custodial assignment.  
All-day events will require more custodial coverage. 
  
 

NORTH ANDOVER PUBLIC SCHOOLS 
TOBACCO USE 

 
 

Effective from the date of this policy, smoking, chewing, or other use of tobacco products by 
staff, students, and members of the public shall be banned from all district buildings and district 
property. In addition, tobacco use in any form is prohibited on school buses and at all school-
sponsored events even through the event does not take place on school grounds. 
 
I have applied for use of school facilities. I understand the above policy and agree to abide by its 
restrictions. I understand that the use of tobacco by all members of the public will be prohibited. 
 
 
 
      _______________________________________ 
      Signed 
 
___________________   _______________________________________ 
Date     Name of Organization 

   
 

  
 
 
 
 

REGULATIONS GOVERNING COMMUNITY USE OF 
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PERFORMING ARTS RESOURCES 
 

 
1. No scenery shall be left set up on the stage during the week without the written permission 

of the school principal. 
 

2. Food and beverages are not allowed in the auditorium or Performing Arts Center. 
 

3. Serving of refreshments is limited to the cafeteria. 
 

4. Use of tobacco products is banned from all district buildings and district grounds  
(MGL c71s37H). 
 

5. Curtains shall not be altered or removed. 
 
6. Tape used to mark the stage must be gaffers tape. Masking and duct tapes are not to be used. 

All tape and other alterations must be removed at the completion of the rental term. The 
stage must be returned to its original condition. 
 

7. Any changes to the sound or lighting system can be made only by the Technical staff 
assigned by the school department.  

 
8. Any group or individual renting the Auditorium must sign a statement releasing and 

discharging the Town of North Andover, The North Andover School Committee, and all 
their officers, agents and employees from liability (see reverse side of application). 
 

 
 


