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COMMUNITY RELATIONS Policy 804.1-R 
(previously Policy 1004.1-R) 

 

Community Use of District Facilities 
 

Richmond School District facilities may be used by groups, organizations, and individuals 

within the community according to the following guidelines: 

Priority for the Use of District Facilities 

The following order of priority will be adhered to in the use of school facilities: 

1. District educational activities including early learning programs and extra-curricular 

programs 

2. Childcare programs (both operated privately, or Board operated) 

3. Richmond Continuing Education classes 

4. School community groups 

5. Groups booked through the City of Richmond 

6. Others 

Once a reservation is accepted through the Facility Rentals, cancellation will only occur if 

the facility reserved is required by the school, by Richmond Continuing Education, or for 

some special function such as an election. A minimum of seven (7) days' notice will 

normally be given in the event that cancellation is necessary. 

Priority for the Use of Neighbourhood Learning Centres 

In the case of a Neighbourhood Learning Centre (NLC), priority for usage will be given to 

community groups and/or organizations which: 

1. Serve the Richmond community 

2. Encompass the broad spectrum of literacy 

3. Are of mutual benefit to both the school and the community at large 

4. Are non-profit 

5. Provide an array of services, support and resources for individuals from infants to 

seniors 

Liability 

Persons using District property are responsible for carrying their own accident insurance 

protection and must provide the District with evidence of coverage. The Board carries 

liability insurance to indemnify it against its liability as the owner of the school and facility, 

and the negligence of its employees in carrying out their employment duties. Thus, the 

Board will only be liable when negligence on the part of the Board or an employee is 

proven by the person suffering the injury or damage. 

Equipment 

Any District equipment may be used only with the permission of the school principal. 
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Consumption of Alcoholic Beverages on District Property 

Groups requesting use of District facilities who may be consuming alcohol are required 

to provide a written request to the Superintendent of Schools. The Superintendent may 

impose such restrictions upon approved requests as may be considered necessary. 

A liquor license must be obtained by the group requesting use of the facility. The group 

must provide evidence that they have obtained a host liquor liability insurance policy for 

the benefit of the group and the Board. 

Damage, Loss or Theft 

Groups using school district facilities shall accept responsibility for the cost of repairing 

any damage occurring during community use, and/or of replacing any equipment lost or 

stolen during such use; and shall pay any resultant costs. Any group failing to pay charges 

associated with the use of the school will forfeit future privileges. In addition, the Board 

reserves the right to take appropriate action to recover such costs and charges. 

Reservation and Cancellation 

A minimum of one week's notice is required for a reservation and for cancellation. 

Rental Charges 

The Board shall, in accordance with District Policy 804.4 – Fees for Use of District 

Facilities, set and annually review a Schedule of Charges for the use of District facilities. 

The Schedule of Charges shall be available on the District website and from the Facility 

Rentals Office. 

Special requests for access to District facilities which are not covered by the normal 

regulations and the established schedule of charges may be submitted, in writing, to the 

Secretary-Treasurer for approval. Charges for such special rental situations shall be set 

on an individual basis by the Secretary-Treasurer. 

For a request to be considered for a no-cost rental of NLC space, all of the following 

criteria must be met: 

• All organizations must be non-profit community groups. 

The non-profit organization must provide evidence to the Richmond School District 

that it is operating on a non-profit basis, and its program must provide a definitive 

community service for residents of Richmond in one, or both, of the following areas: 

1. Promoting and enhancing the broad spectrum of literacy. 

2. Enhancing the provision of childcare programs that practice the shared principles 

of early learning, Indigenous reconciliation and inclusivity. 

3. Improving learning for those who are economically disadvantaged. 

In its request for the use of the NLC, the non-profit organization must submit an 

outline of their program to the District that includes: 

1. The objectives of the program. 

2. A profile of the clientele being served. 

3. A schedule of dates and times for the use of the NLC. 

4. The space, furniture and other infrastructural needs of the program. 
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5. The estimated number of clients and staff involved in the program. 

6. The processes involved in assessing the success of the program in meeting its 

objectives. 

• The rental should be for a short term period only. 

• The request, when considered in conjunction with other approved no-cost rentals of 

NLC space, must result in a mix of users, programs and agencies that represents the 

broad spectrum of Richmond community services. 

The intent of the criteria in this step is to ensure that the no-cost option is available to 

as broad a spectrum of non-profit user groups as possible, so that the many segments 

of the Richmond community that require support can benefit without any group 

dominating the use of the space at the expense of others. 

Capacity 

Occupancy/seating capacity of each facility will be limited, as determined by Fire Marshall 

regulations. 

Forfeiture of Use 

In the event of violation of any of the foregoing, the Board reserves the right to cancel 

the use of any school facility and/or equipment. 

Childcares 

Licensed childcare programs are permitted to license space that is not required for K-12 

educational programs, early learning programs or extra-curricular activities in school 

facilities or on school grounds and/or to locate a portable building on school grounds, 

provided that their program will not unfavourably impact student safety, affect District 

programs and meet requirements of local government. Use of any school facility by a 

childcare operator requires a written agreement through a “License to Occupy”. 

Applicants shall meet all District, municipal and childcare licensing requirements. 

Should a relocation of an existing licensed childcare operator or termination of an existing 

childcare license be necessitated, the Board must, without delay, provide the Minister of 

Education with written notification of the decision in a form and with the information 

specified by the Ministry. 
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