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FACILITIES UTILIZATION REQUEST AND CONFIRMATION 
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Policy Statement 

Eastern Shore Community College makes its facilities available to recognized, responsible state, national, and 
ity groups, industry, business, government and professional organizations. commun

 
Instructions 

This form must be completed by all organizations requesting the use of college facilities.  W
should be returned to the Program Coordinator for Continuing and Community Education.  It will con
of the request when signed by the Dean of Workforce Development and Continuing Educat

Unless other arrangements are made, requested technical and/or audio-visual equipme

hen completed it 
stitute a confirmation 

ion. 
nt (indicate below)  must 

asses are in session.  
 must be 

acco servation form. 

1. OR

be picked up in the LRC during normal operating hours:  M-Th, 9 a.m.-8 p.m.; F, 9 a.m.-2 p.m. when cl
Summer hours and hours when classes are not in session may vary.  Requests for computer services

mpanied by a “Request for Temporary Access” form that must be submitted with this facilities re
 

GANIZATION NAME                       
      

2. TY cific      
                                                                           

PE OF ACTIVITY (Please be spe )                 
            
3. 

                                                   
a) DAY AND DATE REQUESTED:  Mo.        Day        Year        Day of Week                  

                             (if more than one, please list on separate sheet) 
b) HOURS:  From:                  am / pm     To:                  am / pm 

 
4. a) TYPE OF FACILITY NEEDED (check one):      Classroom (desk seating for up to 35 people);   

      Classroom (chair and table seating for up to 35 people);           Seminar/Conference Room (chair 
and table seating for up to 20 people);               Lecture Hall (cushioned seating for up to 100 people); 
        College Grounds;          Ot                      her, specify type ( computer lab*, shop, etc.)          . 

 e ap roved e Network Administrator. *Computer lab requests must b p  by both the Coordinator of RPA and th
b) NUMBER OF PEOPLE EXPECTED                  
c)  ADMISSION E O N               FE OR D NATIO   (prior approval required) 

 
5. SPECIAL SERVICES YOU WISH THE COLLEGE TO PROVIDE 

tor (35 mm - carousel) 
 System 

________Cassette Tape Recorder                       ________Slide Projec
________Reel to Reel Tape Recorder            ________Public Address
________Film Projector (16 mm)             ________Record Player
________Opaque Projector             ________Filmstrip Proj
________Overhead Projector   

 
ector 

          ________VCR (VHS) & Television 
________Special Set-up (describe separately)           ________Computers 

ni on ha verning the Use of 
College Facilities as stated on the back of this form.  The Applicant hereby represents himself as an authorized agent of named 

, as ch, mak s applic tion to  facilities.  The Applicant 
ve all regulatio  of Eas  agreed fee, exercise 
ge pro erty, an make g emises and property.  It is 

e old t  college harmless for any ss, da , expense, claim or 
demand that may arise or be caused in any w y by such use of college facilities. 

      

 
AGREEMENT: The above named orga zati s received and agrees to comply with the Regulations Go

organization and su e a Eastern Shore Community college for the use of college
warrants that the Group will obser
the utmost care in the use of colle p

ns tern Shore Community College, promptly pay any
d ood any damages from Group's use of said pr

further agreed that non-colleg  groups will agree to h he  lo mage, liability
a

 

        Name (Print)      Signature      

Address (mailing)                                      Date:       

                                    Phone                                                   (hm) 

                                                                                                                             (wk) 

                                                           (e-mail address)          (Fax) 

6. Please contact the Program Coordinator for Continuing and Community Education at (757) 789-1751 
 to verify final arrangements no more than 72 hours and no less than 48 hours (excluding 
weekends/holidays) before your event begins. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
   Office Use Only 
 

Your request to use college facilities is hereby approved.  Your organization has been assigned                 

 

. 
 A management fee of $                         will be billed to the organization for the services provided. 
 
 
SIGNATURE & DATE            
                                              Eddie Swain, CWDP, Dean of Workforce Development & Continuing Education 
 



REGULATIONS GOVERNING THE USE OF ESCC FACILITIES 
ties for meetings and other events.  The 

e of Workforce 
ior to the date of the 

ed by the Dean of Workforce Development and Continuing Education.  Any 
demic Affairs and ultimately the ESCC 

ondition as before the event; 
e with normal operations 

 

Organizations within the community may make use of college facili
following policies shall be observed in requesting the use of facilities on campus: 
1. Applications for use of facilities by non-college groups shall be submitted to the Offic

Development and Continuing Education.  Requests must be made at least 30 days pr
program or event. 

2. Applications must be approv
disapproval may be appealed to the Vice President for Aca
President.  The applicant must agree: 
a) to provide adequate safety precautions for participants and property; 
b) that college facilities will be returned to the same c
c) that the  program or event will not unduly tax the college facilities or interfer

of the college.  Noise in hallways must be controlled; 
d) that furniture, equipment, etc., will not be removed from rooms.  

3 ave the college 
mand that may arise or be caused in any 

4 ogram or event. 
5. se of college facilities; 

ership agreements 

s including state 

6 nts.  Agreements 
dules and are subject 

rities warrant. 
itted on college 

ed by the college. 
d/or be required to 

d permission to 
gain. 

ng the tax-free 

1 ves the right to impose reasonable conditions upon the applicant to assure compliance 

ment as well as any 
k-down, cleaning and/or equipment usage.  All charges will 

ts that would either 
citly college approval, support, endorsement, or co-sponsorship of any activity unless 

d without specific 

1 ctivities. 
15. ade it will not be canceled by the college, unless conditions or priority 

16. ding. 
 have been prevented 

e college, the following 

pervision of their parents or 
 for injury due to lack of 

b) Minors of less than high school freshman status must be under the direc ion of a parent or 
another adult 18 years of age or older. 

c) Any unattended minor on campus will be asked to leave the campus immediately and will not be 
permitted to return without direct parental supervision. 

18. College

. A statement is required from the applicant agreeing to indemnify and to hold and s
harmless from any loss, damage, liability, expense, claim or de
way by use of college facilities. 

. Damages to college property will be the responsibility of the group sponsoring the pr
Priorities for u
a) educational programs of the college including approved student services; 
b) college-sponsored non-credit events and/or activities; 
c) events and/or activities sponsored by organizations and/or agencies holding partn

with the College. 
d) events and/or activities sponsored by community, state, and national group

employee associations. 
e. Agreements shall not be issued by the college more than 120 days in advance of ev

are made on a semester by semester basis after completion of semester class sche
to change as prio

7. Possession or consumption of alcoholic beverages in any form shall not be perm
property.    

8. Promotional and advertising materials used or distributed on campus must be approv
9. Any group which violates these regulations will have their reservations cancelled an

leave college property immediately (without refund of any pre-paid fees) and will denie
use the facilities a

10. ESCC facilities shall not be used for any program or event inconsistent with maintaini
status of the college. 

1. The college reser
with these regulations. 

12. A management fee will be charged to cover personnel time for reservations manage
necessary security, maintenance, set-up, brea
be billed by the College. 

13. Community and college affiliated organizations shall refrain from any public statemen
explicitly of impli
specifically authorized to do so by the college.  No fee to participants shall be charge
approval of the college. 

4. College facilities may not be used for fund raising, profit-making or entrepreneurial a
Once a confirmation has been m
commitments warrant such cancellation as noted above. 

 Smoking is not permitted anywhere in the buil
17. ESCC disclaims any responsibility for injury to visiting minors, when the injury may

by appropriate parental supervision.  In order to protect both visitors and th
guidelines are in effect: 
a) High school students may use the Learning Resources Center without su

an accompanying adult.  However, the college will not accept responsibility
parental supervision. 

t supervis

 groups and departments wishing to schedule regular meetings must obtain approval from the 
Office of Workforce Development and Continuing Education but need not complete this form. 

19. Individual College faculty, staff or students who wish to schedule large or special events (including 
class projects, student events, etc.) must complete this form, but are required to reserve and secure A/V, 
and technical equipment and/or security, maintenance, cleaning through appropriate College 
departments on their own.  Fees may apply.  Upon request, project coordination services may be 
obtained through the Continuing Education department with appropriate fees applying. 

Rev. 08/06 


