
 

 

 
PORTAGE LA PRAIRIE SCHOOL DIVISION 

AGREEMENT RESPECTING THE USE OF SCHOOL FACILITIES 

TO BE COMPLETED BY THE APPLICANT 

Name of Organization:    Phone:  
 

Name (please 
print):    Phone:  
 

Complete Mailing 
Address:  
 

E-mail Address:  
 

Billing Address (if different than 
above):  
 

I/We hereby covenant with the School Division for the use of the following facilities: 
 

Date(s):    Time:    Location:  
 

Facilities required (specify room(s), equipment, other 
facilities):  
 

Purpose of the 
event:  
 

DAILY FEES CHARGED BY THE DIVISION: Facility 
$    Equipment $ 

   Other $ 
 

 

HOURLY FEES 
Estimated Custodial and Administration:  hour(s) @ $35.00/hr = $    

Staff and administrative costs will be charged to all users for facility bookings on weekends and statutory holidays for 
the complete duration of their use, plus an additional 30 minutes prior to and after the booking for opening and clean-
up. Additional charges for set-up and take down will be charged if applicable. 
 

Applicants will be invoiced for fees and charges after the function has taken place. All payments shall be made directly 
to the Portage la Prairie School Division, 535 3rd St. N.W., Portage la Prairie, Manitoba, R1N 2C4. 
Access to school facilities is based on availability of staff and facility. 
 

I hereby make application for the above indicated accommodation (and/or grounds) and equipment and certify that the 
above information is correct. I further certify that I have read the regulations and conditions and other information on 
the reverse side of this form and I agree to conform thereto and to be strictly bound thereby and by any other applicable 
Policies and Regulations of the School and Division. 
 

I agree with the fees and I understand that these amounts may be revised if necessary and that I may be required to 
pay some portion of the fees and charges in advance. 

PORTAGE LA PRAIRIE SCHOOL DIVISION 
Section K:  School – Community Relations 
 

 

KD-E 
 



I understand that this permit or eligibility for future permits may be cancelled for failure to comply with terms and 
condition of this permit. 
 

The applicant hereby indemnifies and saves harmless the Portage la Prairie School Division from all actions, causes of 
action, claims, demands, losses, costs, damages and expenses which the School Division may pay or incur as a result of 
the use of the facilities by the applicant. 
 

Signature of 
Representative:    Date:  
 

TO BE COMPLETED BY THE PRINCIPAL/SUPERVISOR: 

The use of the facilities outlined above is:  Approved  Not Approved 
 
Additional requirements 
applicable:  

 
Signature of Principal/Supervisor:    Date:  

 
Copies sent/date: Operations Dept.    Custodian    Organization  

 
 
 

CONDITIONS APPLICABLE TO USE OF FACILITIES 
 

On each and every occasion upon which an outside organization is granted the use of a school building, a responsible 
representative of the said organization shall sign a form provided by the Portage la Prairie School Division guaranteeing 
observances of the following conditions, and failure to observe any one or more of the said conditions shall render the 
organization ineligible for further use of any school building:  
 
a) For activities where an admission fee is charged by the group using the facilities, there shall be a rental fee plus 

an hourly rate sufficient to cover staff and administration costs. 
 
b) Where rental charge is "nil" as in the case of all non-profit community groups, there shall likewise be no hourly 

rate except where the use of the school extends into custodial overtime e.g. (after 12:00 midnight or on 
Saturdays, Sundays and statutory holidays), where Custodians must leave their own work to provide services 
e.g. (setting up chairs), or during spring term break, Christmas break, summer recess, or other school holidays.  
On such occasions the Division will invoice the organization an hourly rate for staff and administration costs. 

 
c) There shall be adequate supervision by responsible persons and at any mixed gathering there shall be proper  

chaperones. 
 
d) The user shall be liable for loss or damage of any kind or nature whatsoever occurring during or by reason of 

the use of the building. 
 
e) The user accepts responsibility for payment of any public performance licensing fees that would be due and 

payable to SOCAN (Society of Composers, Authors & Music Publishers of Canada). 
 
f) No alcoholic beverages are allowed in the building or on the property 
g) There shall be no use made of, or loitering in, any classroom or hallway or other portion of the building other 

than that portion covered by this agreement. 
 
h) Cancellation of the use of facilities is to be directed to the Principal at least 24 hours prior to the scheduled 

event.  Failure to advise of cancellation will result in all fees and charges being payable in full.  



 
Please note:  It is the responsibility of the person signing this form on behalf of a group to ensure that all persons 
admitted to the building are aware of the conditions under which this privilege was granted. 
 
  
If liability insurance premium is not indicated above, the permit holder (user group), agrees to obtain his/their own 
liability for this event. 
 
If insurance is applied for above submit this form to Jonathan Hyman, Business and Finance Manger, PLPSD. Once 
approved the form will be forwarded to HUB International. 
 
 
 
 
 
 

OUTSIDE USER LIABILITY INSURANCE RATES - $2,000,000 COMMERCIAL GENERAL LIABILITY 

        Number of    Premium   

SPORTS       Participants One Day Two Days Seasonal 

Badminton, Dance Lessons, 
Horseshoes, 1 - 25 $25 $50 $75 

Tennis     26 - 100 $50 $100 $150 

      101 - 250 $75 $150 $225 

        Over 250 Refer Refer Refer 

Baseball, Basketball, Field Hockey, 
Floor 1 - 25 $50 $75 $150 
Hockey, Handball, Racquetball, Soccer, 
Squash, 26 - 100 $100 $150 $300 
Softball, Volleyball, Swimming with 
Lifeguard, 101 - 250 $150 $225 $450 
Non-Contact Touch/Flag Football, 
Track & Field Over 250 Refer Refer Refer 

Recreational Non-Contact Ball Hockey Pick-up Max 30 $50 $75 $100 

        Players League Refer Refer Refer 

            Premium   

MEETINGS & OTHER EVENTS   
Number of 

Participants Day 2-3 Days 
Over 3 days of 

Seasonal 

Example: Arts & Crafts, Bridge, Sewing 
Groups, 1 - 25 $25 $50 $75 
Church Meetings, Rummage Sales, 
Prenatal 26 - 100 $50 $100 $150 
Classes, Senior Group Meetings, 
Family 101 - 250 $100 $200 $300 
Reunions, teas, Homecomings, 
Birthday and 251-500 $150 $300 $500 

Anniversary Parties     Over 500 Refer Refer Refer 

 

 
 
Revised: November 2019 

 ** In accordance with the Province of Manitoba’s 2012 Budget 7% Retail Sales tax (RST) is applicable to insurance 
contracts as of July 15,2012, therefore 7% must be added to the premiums indicated below 


