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PURPOSE

This document establishes forms, procedures, and fees for the use of College facilities by outside organizations pursuant to Board Rule 6H7-6.3, Use of Facilities.

All use of College equipment, facilities and grounds by outside organizations not part of the College shall be governed by the provisions of this document, and unauthorized use or approval shall be grounds for disciplinary action against those authorizing such use.

The College reserves the right to deny requests for the use of College equipment, facilities, and grounds when the proposed use conflicts with the day-to-day operations of the College or the proposed usage is deemed not to be in the best interest of the College.

The use of College equipment, facilities or grounds is a privilege which may be rescinded when there is abuse, damage or destruction of College property or when there is abuse of College staff who are discharging their lawful responsibilities or whenever the College so deems such rescission to be appropriate.

AGREEMENT

An agreement shall be executed by the College and the lessee prior to the use of the facilities.   The College reserves the right to refuse rental of space to any organization or group under the provisions of Board Rule 6Hx7-6.3.  The use of College facilities except for the College’s instructional programs or College-sponsored activities shall be covered by an executed agreement even if the facilities are to be used without charge.  A standard Facility Use Agreement shall be used.  The standard Facility Use Agreement shall be maintained in a desktop procedure by the College’s General Counsel.  Each Campus President and the Executive Vice President of Instruction and Student Services is authorized to execute the agreement on behalf of the College.  Campus Presidents may delegate signature authority in writing.  Delegation in writing shall be made using the Delegation of Authority letter maintained in a desktop procedure by the General Counsel, and the completed letters will be filed with the Director of Risk Management.  Campus Presidents may modify the Delegation of Authority letter to more specifically restrict the designated signature authority for an individual Designee.

INSURANCE REQUIREMENTS

All organizations and groups desiring to use College facilities and grounds must provide the Campus President or Designee with proof of general liability insurance (“ACORD” certificate or copy of policy with necessary endorsement) in the amount of one million dollars or more per occurrence, and that includes a minimum of $50,000 for damages to rented premises.  When events involve children under 18 without the continual presence of each child’s parent or legal guardian, sexual molestation/misconduct coverage with a minimum coverage of $50,000 per occurrence shall be provided.  The insurance certificate must be issued by a licensed agent of the underwriting insurance company, and shall specify that Florida State College at Jacksonville and its District Board of Trustees are “Additional Insured” on a primary and non-contributory basis.  Certificates must list the “certificate holder” as Florida State College at Jacksonville and its District Board of Trustees, and must also specify the date(s) of use and coverage.  The outside organization shall provide certified copies of the required policies upon request by a College official.  Requests for long-term use, large assembly events, or use of facilities for other than low-risk events require submission of a legal request form to the General Counsel office for approval of use of the standard facility use agreement, additional requirements, or development of a lease.  If the group or organization will use commercial vehicles in connection with its facility use, it shall provide evidence of auto or fleet liability insurance.  These requirements may be lowered or exempted by the College’s Director of Risk Management only for events held by governmental agencies, their political subdivisions, and their duly elected legislators for conducting official governmental business.  All other waivers must be in writing by the College President.  

PROHIBITED USE

The use of any illegal drug(s), or gambling devices or gambling activities on College property is strictly prohibited.  Firearms are also prohibited on College property with the exception of those being carried by federal or state certified law enforcement officers in the line of duty or performing a security function on

campus.  The possession or consumption of alcoholic beverages is prohibited unless such consumption is covered by Board Rules.  The simple possession of any such prohibited materials/substances on College property by member(s) of an outside group or organization shall be grounds for the College to rescind 

approval for the use of College property unless such possession, use or consumption is allowed under the provisions set forth above.

The use of College property for any acts directed towards disruptive or violent activity, or for any events containing lewd or lascivious material is strictly prohibited.  Such acts or actions, which could incite such acts, shall be grounds for the College to rescind approval for the use of College facilities.

PROCEDURE

College-owned facilities and equipment are intended primarily for educational purposes and for the benefit of Florida State College at Jacksonville students and the best interests of the College.  These facilities are made available to non-College organizations that do not offer services competitive with those offered by the College, at rates determined in accordance with this policy.
All requests to use campus facilities will be acted upon by the respective Campus President or Designee.  The Director of Athletics and Physical Education shall review activities involving athletic facilities regardless of the physical location of the facility; this requirement does not extend to the running track or other multi-use facilities not normally used by the College’s Athletics department.  The client will send a written request (letter, e-mail, or campus-generated form) to use campus facilities to the appropriate campus; the request should include a description of the event, desired dates, times, number of attendees, equipment requirements, and other pertinent information.  This request will be forwarded to the appropriate Campus President or Designee.  The Campus President or Designee’s office may contact the client to review specific needs regarding labor, equipment, arrival and departure times and other pertinent information.  This information is used to complete a Facility Rental Fee Calculation form, which is available in a desktop procedure maintained by the General Counsel.  The Campus President or Designee shall ensure compliance with the insurance requirements described in this APM; the Director of Risk Management, Environmental, and Fire Safety shall review proof of insurance documents upon request by the Campus President or Designee.  After approval and receipt of proof of insurance, a standard Facility Use Agreement will be completed.  The standard Facility Use Agreement is maintained in a desktop procedure by the General Counsel.  The client shall sign the agreement and initial its attached use policy before it is executed by the College.  The contract is not valid until signed by the Campus President or Designee.  Once approval is given, the client will receive a Facilities Rental Permit form that will be used to identify the client to College personnel.  The Facilities Rental Permit form, maintained in a desktop procedure by the General Counsel, may be modified or replaced by each campus to meet their unique requirements.

Copies of the insurance certificates, signed agreement, and other documents required by this APM shall be filed with the campus Director of Administrative Services and subject to audit by the Director of Risk Management, Environmental, and Fire Safety.
FEES

A Facility Rental Fee Calculation Form shall be maintained in a desktop procedure by the General Counsel and used to calculate the rent due.  Fees charged for the use of College facilities will be based upon four factors. 

Fees associated with any of the four factors are subject to change without notice or the re-publication of this procedural document.  Changes to fees will be approved by a Facility Rental subcommittee made up of the Vice President of Administrative Services, Associate Vice President of Financial Services, General Counsel, and the campus Directors of Administrative Services.  The Campus Presidents and the Executive Vice President of Instruction and Student Services may adjust normal fees to account for prevailing market conditions or otherwise as may be in the best interests of the College.
First Factor:

The first factor is the type/class of organization determined by the following four definitions:  

TYPE 1:  College and Florida State College Foundation, Inc. 

Fees may be reduced or waived for College-sponsored or co-sponsored events, or events sponsored by the Florida State College Foundation Inc.  Only if the words “Florida State College at Jacksonville”, or “Florida State College Foundation Inc”, are to be printed on event literature, shall the event be considered a College-sponsored or co-sponsored event.  The Campus President must approve such sponsorship on the Event Sponsorship Request form.  The Event Sponsorship form will be maintained by the General Counsel in a desktop procedure.  The fact that a College employee is a member or an officer of an organization does not make a meeting of that organization a College-sponsored event.  

TYPE 2:  State, Federal, and Local Agencies

Fees will normally be assessed to state, federal and local agencies.  These fees will be waived if the organization governs, funds, or otherwise directs the operation of the College.

TYPE 3:  Non-Profit Groups With Tax Exempt Status

This type includes non-profit organizations, such as business leagues, chambers of commerce, real estate boards, and boards of trade.  These groups must provide the College, on an annual basis, a certified copy of their state tax exemption certificate.  No facilities shall be utilized by outside organizations under this definition until a current tax exemption certificate is on file with the appropriate campus Director of Administrative Services for audit purposes. 

TYPE 4:  Non-Profit Groups Without Tax Exempt Status

This type generally includes clubs and other common interest groups. These groups are to be charged sales tax on the total rental charge.

Special Rules for Non-Profit Organizations Supporting Political Candidates in accordance with Florida Statute 106.15:  Florida Statute 106.15 provides that  (1) no political candidate may use College employees during normal working hours, unless it is in connection with the facility rental, and the candidate’s organization is assessed the College’s normal charges for these services and  (2) College property cannot be used for the accepting of political contributions on the premises, unless the space has been rented for a political purpose, and the appropriate fee has been charged.  

TYPE 5:  For-Profit Organizations:  

Any organization not covered under the first four definitions is considered "other."  These organizations are subject to Florida sales tax on the total rental amount.

Second Factor:

The second factor in the calculation of charges is the type of space being rented.  A table reflecting the different classifications of facilities and the rates for each shall be maintained as a desktop procedure by the General Counsel.

Type 2 organizations will be charged 50% of the set rates.

Type 3 organizations will be charged 60% of the set rates.

Type 4 organizations will be charged 70% of the set rates.

Third Factor:

In addition to paying the rental fees for the space, outside agencies must pay the approved hourly rate for assigned staff.  The respective Campus President or Designee will determine the need for campus personnel and/or off-duty police at an event.  

The approved hourly rates for personnel are maintained in a desktop procedure by the General Counsel.  
Fourth Factor:

When the rental agreement includes the use of special equipment and/or equipment not normally part of a given space or room, the set rental rates will be assessed on a per-unit basis for the use of such equipment.  The relocation of equipment shall be handled only by College staff or under the direction of College staff and such labor shall be included in the rental fees at the hourly rates established for custodial services.  A table reflecting the rental rates for special equipment shall be maintained in a desktop procedure by the General Counsel.  

A Security Deposit is required for outside groups utilizing the facilities.  The security deposit amount shall be dependent upon the type of facility being rented and the number or participants.  The Security Deposit will be returned within 30 days after the event if there are no damages or cleaning charges.  

The College shall not make or otherwise provide food or beverages to organizations except under separate agreement, wherein the College recovers its costs plus 15 percent overhead.

PAYMENT
The full rental rate shall be paid prior to the lessee being permitted to use the space.  Only credit card, money order, cashier’s check or certified check may be accepted for payment if payment is made seven or fewer days prior to the date the space is to be used, unless the outside organization has established credit with the College or has made prior arrangements.  Personal checks used for payment of fees must be deposited to College accounts seven working days prior to use of space.  Any exceptions to this payment procedure must be approved by the Bursar or Bursar’s designee, such approval to be based on a review of the prospective lessor's payment history with the College and other evidence of credit worthiness.  In the event an exception is granted, a pen and ink change describing the payment procedure shall be made to the “Payment” paragraph on page 2 of the standard Facility Use Agreement and initialed by both signatories of the Agreement.

CANCELLATION POLICY

The College reserves the right to cancel an event at any time, without penalty, if the event is not in the best interest of the College, as solely determined by the College, or the facilities are rendered inoperable.  The College shall be held harmless for any loss of revenue, or other damages that may result from said cancellation.  If the lessee cancels an event, no refunds or credits will be permitted unless authorized by the Campus President.

BUDGETING AND ACCOUNTING
All accounting for Facility Rental Revenue and Expenditures is to be done in Fund 1.  That portion of the rental revenue attributable to labor shall be deposited into 110000/46400.  The remaining revenue will be deposited as campus facility rental revenue.  During the first week of January, each campus contingency budget shall be increased by the amount of facility rental revenue recorded on December 31.  In May, each campus contingency budget shall be increased by the amount of facility rental revenue recorded in the preceding four month period from January 1 through April 30.


EFFECTIVE DATE

This APM shall become effective for all use scheduled on or after the date of approval by the College President.

Adopted Date:
  October 20, 1994

Revision Date:
  May 15, 1997, September 24, 1997, February 5, 2001, April 10, 2001, July 26, 2005, 

May 16, 2006, June 7, 2011
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