Administrative
Procedure 708

Use of Division Facilities

August 2025

Background
The Division recognizes its obligation to the wise stewardship of all resources.

All schools must be physically capable of meeting the demands of the educational
programs being offered therein. In order to educate children and students the Division
supports the design and construction of free—standing schools on separate sites which
remain the standard for educational facilities in Alberta.

Consultation and cooperation with municipal, community and other educational
authorities are encouraged in order to achieve more effective use of all Division
facilities.

Joint development and joint ownership of school/park sites with the municipalities
served by the Division are favoured wherever such a plan is advantageous to the
Division.

Leasing and rentals must be congruent with the values of the Division.

The Division may permit the use of Division facilities by community groups provided
there is no conflict with the operation of any school and no unreasonable costs are
incurred.

The primary purpose of Division facilities is to further the education of the children and
students who reside in the Division.

Division facilities include schools, buildings other than school buildings, grounds,
equipment, furniture and materials.

Procedures

1. It is the mandate of the Division to ensure that all educational programs are being
offered in a strong educational environment. The following reflects this
understanding in the day—to—day operations of Division facilities, the development of
a Capital Plan for future facility needs and the consideration of multi—use facilities:

1.1 Fiscal Responsibility, the Division has a responsibility to use resources in a
reasonable and efficient manner, from a standpoint of effective and prudent
facilities management.

1.2 School Buildings, the Division will make every effort to maximize the use of
existing space. An emphasis will be placed on reasonable transportation rather

than adding relocatables to existing schools or building new schools in order to
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enhance space utilization.

1.3 School space utilization must reflect space needed rather than space wanted
for the delivery of the educational program. The Division will utilize surplus
space for leasing or alternative purposes.

1.4 The Division will continue to actively pursue the leasing or alternate use of
surplus space, as necessary. Preference will be given to leases that improve

the utilization rate. Leases and rentals must be congruent with the values of
the Division.

2. Procedures for making applications for use of facilities vary with the community
group.

2.1 Groups wishing to use the school buildings or grounds must apply in writing to
the Principal.

2.2 Applications are to be received at least two weeks prior to the date requested.

2.3 A single application may be made for a series of stated meetings of like
character.

3. Community groups using Division facilities must adhere to Division Procedures.

3.1 All members of a group using Division facilities must abide by Division
Administrative and Business Procedures.

3.2 Adequate supervision must be provided.

3.3 Groups may use only the areas of the school or Division buildings that are
specified on the permit.

3.4 In cases of any malfunctioning of equipment, or any other emergency, the
Custodian must be immediately contacted and his/her directions must be
followed.

3.5 No school or department equipment, except tables and chairs, may be used
unless the permission has been arranged at the time of application.

3.6 All functions must terminate at the time stated and the building vacated within
one hour of the stated termination time.

3.7 Public dances or receptions are prohibited in all Division buildings.
3.8 Established cancellation Procedures must be adhered to.

3.9 The violation of these Procedures or any improper conduct on the part of any
member of a group using school premises, may result in immediate
cancellation of the right to use the Division facilities.

4. The overnight use of a school for children, students and staff in the Division is not
permitted, except in exceptional circumstances such as major winter storms or
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events approved by the Superintendent. Overnight use that involves third party
groups of individuals may be considered.

4.1 The request must be made to the Superintendent.
4.2 The Principal will then be contacted for permission and arrangements.

5. Prairie Land Public School Division Central Office facilities may be made available
for small group (8 to 10 staff) in—service and other meetings of Division staff.

Reference: Sections 51, 52, 53, 54, 197 and 222 Education Act Occupational
Health and Safety Act
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