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     Buildings-Outside Use  
 
Administrative Procedure 4.020                                 
Board Governance Policy Cross Reference:  1, 2, 3, 6, 7, 16, 17, 20 

Legal Reference: Community Use of Schools and School Use of 

Community Facilities: A Handbook for Reviewing and Developing Facility-Use Policies, 

Procedures and Agreements for Schools, School Divisions, Municipalities and 

Recreation Commissions, Manitoba Education (2011) 

Date Adopted:  January, 1972   
Date Amended:  June, 1987; October, 1988; June, 2005; June 2012 
Date Reviewed: November 2017, October 2020 

 
Community groups, private groups and individuals must apply for a Building 
Permit for use of a school facility.  This use is known as "Outside Use of 
Buildings".  Building permits are available from the receptionist at the 
Administration Office during regular business hours. 
 
User fees have been established by the Board of Trustees and are reviewed 
periodically.  There is also a shared services arrangement with the City of 
Thompson, Recreation Department providing for programmed joint use of school 
facilities and Recreation Centre facilities with no charge to either party to the 
arrangement.  The following is a summary of regulations governing the use of 
school facilities by outside groups. 
 
1. The building will be available for use only upon presentation of a valid 

permit to the caretaker in charge. 
 
2. The building is to be used only on the date/dates, hours and for the 

purpose specified.  Permits are not transferable. 
 
3. Smoking is strictly prohibited in all school buildings. 
 
4. If a program requires the use of more than one area, the organization 

holding the permit must provide one adult supervisor for each area in use. 
 
5. The members of any group or organization and spectators, while in a 

school building, must be under the immediate supervision and control of a 
competent and trustworthy adult who will undertake to be personally 
responsible to the Janitor and/or Superintendent or Director of Business 
for the due observance of the requirements of the School District.  The 
name(s) of the supervising adult(s) must be entered upon the application 
for permit. 
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6. The building must be vacated by time shown on this permit which shall in 
no case be later than 11:00 p.m. 

 
7. Any entertainment is to be of high moral standard. 
 
8. Permission to use facilities in a school does not carry with it the right to 

use any moveable apparatus in the school.  Special application must be 
made for that privilege, which shall be shown on the permit. 

 
9. Improper use of school property, for the use of which a permit has been 
 granted, will result in cancellation of the permit. 
 
10. The permit holder will protect, indemnify and save harmless the School 

District, its servants or agents, of and from all claims for damages that 
may arise out of the use of buildings by the permit holder. Applicants shall 
provide proof of liability insurance in an amount not less than $2,000,000 
or make arrangements for liability insurance through the District.  

 
11. The permit holder shall be responsible for any loss or damage to the 

building or equipment resulting from use under the permit. A permit holder 
shall pay to the District, the amount of such loss or damage as determined 
by the Facilities Manager.  

 
12. All aisles and exits must be kept clear. 
 
13. Rubber soled shoes must be worn in gymnasiums or auditoriums for 

gymnastics or sports activities. 
 
14. Organizations granted continued use of schools, must give one (1) weeks’ 

notice in writing before the date of discontinuance.  Failure to notify the 
District of cancellation will be deemed as continued use until notified and 
user fees will continue to be charged.  The School District, however, 
reserves the right to discontinue any permit on a week's notice. 

 
15. This permit is subject to all By-Laws of the City of Thompson and 

regulations there under governing the use of public buildings in the said 
City. 

 
16. Operation of the sound and lighting equipment in the Letkemann Theatre 

of R. D. Parker Collegiate must be carried out by an authorized person. 
This service is provided if arrangements are made on the permit.  The cost 
of this extra service is payable by the permit holder at hourly rates 
established by the District. 
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17. School facilities will be made available to the public providing such use 
does not interfere with the normal operation of the school and providing 
the facilities are available at the requested time. 

 
18. In all instances, school activities will have precedence in the booking of 

facilities. School gyms, multi-purpose rooms, music rooms and hospitality 
rooms, where applicable, will be made available for the purpose of billeting 
student groups visiting the community providing they are school 
sponsored groups.  Requests  from other than school sponsored 
groups will be charged a user fee. 

 
19. A District employee must be on duty during the period in which the facility 

is being occupied and must instruct the supervisor of the group on the 
proper exiting procedure in the case of fire. 

 
20. Under normal circumstances, alcoholic beverages will not be permitted in 
 schools. 
 
21. School District facilities will not be available for use on statutory holidays 

and those other holidays as specified under the present collective 
agreement. 

 
 
OUTSIDE USE – USER FEE RATES  
 
General Conditions 
 

1. The establishment of a rate or rates for Sundays and holidays 
should not be construed or interpreted that the facility is available 
during those periods.  It could be available due to extenuating 
circumstances. 

 
2. The minimum charge on weekdays and Saturdays shall be one half 

hour. 
 

3. The minimum charge on Sundays and holidays shall be two hours. 
 

4. Seasonal groups shall pay twice annually (September and 
January).  Postdated cheques must be dated at least forty-eight 
(48) hours preceding the event or due date. 

 
5. Casual groups or individuals shall pay in advance. 

 
6. Equipment use is not included in any of the facility user fees.  

Equipment charges shall be over and above the facility fees. 
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7. Special charges will also be levied for use of the lighting crew and 
grand piano at the Letkemann Theatre.  Note:  Inquiries may be 
directed to the Facilities Supervisor and or Superintendent at the 
Administration Office. 

  
8. Damage deposits may be required in some instances and its 

determination and  amount shall be established at the discretion of 
the Facilities Supervisor and/or Superintendent. 

 
9. The categorizing of groups and the waiving and/or amending of 

fees shall be by application to the Facilities Manager.  
  

10. A group will be considered an "adult group" if the participants are 
aged eighteen (18) years or over.  Senior citizens will qualify for the 
youth rates. 

 
11. Hallway supervisors, not custodial staff, will be used to 

accommodate overnighting. 
 

12. Elementary schools will not be available on weekends or holidays 
for community use. 

 
13. A forty-eight (48) hour cancellation notice shall be in effect.  

Payment will not be refunded if cancellations are made during the 
48 hour period before the event.  

 
14. All activities to end at 11:00 p.m. Monday through Thursday and 

10:30 p.m. on Friday nights.  On weekends and holidays the rental 
slots will be based on an  approved request. 

  
15. User groups will be allowed to enter the school the ten (10) minutes 

prior to their scheduled activity time slot (i.e. 6:50 p.m. for a 7:00 
p.m. slot). 

 
16. User groups will be required to be out of the activity area precisely 

at the end of the time slot (i.e. 9:00 p.m., gym) and out of the school 
ten (10) minutes following the expiry of the time slot (i.e. 9:10 p.m. if 
the activity is scheduled to end at 9:00 p.m.). 

 
 
Note:  Non-compliance to rules and regulations may translate into permit         

cancellation, following investigation. 
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Non Profit Groups 

 
Nonprofit  groups will include incorporated organizations who by their charter, 
must state their objectives and organizations that are completely or partially 
volunteer and who may collect fees to offset overhead and operating cost such 
as payment to trainers, coaches, instructors or to maintain office staff.  This 
category will also cover educational institutions whether they be universities, 
agencies and/or departments of Government (Manitoba Association of School 
Trustees exempted).  Fees are as determined by the District administration from 
time to time. 
 
Note: 
 
• The time slot of 4:30 p.m. to 9:00 p.m. (weekdays) for the Burntwood track 

has been set aside for individuals' use only.  This time slot is not available 
to groups. 

• The lighting crew for the Theatre is charged out at the going rate per hour 
per person and is extra to the fixed event fee. 

Profit Making Groups 

 
Profit making groups will include individuals, groups and companies, etc. that 
expect to share in the profit.  The rates established under this category will also 
include non-educational agencies and departments of Government (City of 
Thompson exempted).Fees are as determined by the District administration from 
time to time. 
 
Note: 
 
• The time slot of 4:30 p.m. – 8:00 p.m. (weekdays) for the Burntwood track 

has been set aside for individuals' use only.  This time slot is not available 
to groups. 

 
• The lighting crew for the Theatre is charged out at the going rate per hour 

per person and is extra to the fixed event fee. 
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District Groups 

 

District groups will include school groups under the director of the school staff.  
This would cover concerts, bands and sports activities such as volleyball, 
basketball, etc.  This category will also cover M.A.S.T. and District related 
activities. 
 
 
Note: 
 
• Events falling under this category will normally be free of charge.  

Discretion would be left with the Facilities Manager/or Superintendent to 
levy a fee, if  so warranted.  i.e.  School groups when using school 
facilities on "off hours" for  fund raising purposes may be levied a fee to 
offset labour charges incurred. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


