Facility Usage Reservation Request Form
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Name of Organizationff i & & %
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City/Zip CodeHRBZmi%

| am applying for:

reservation of BCIS facility as an External Group/Internal Group (please circle) 3 H i&51%
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Note: Maximum book-up period is 1 semester. Decision on renewal shall be made
by the HOS, Deputy HOS and Director of Operations.
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Please list the hours for which your organization is requesting:
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Set up Start time End time Takedown/Clean up
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Facility Requested (Please check one of the followings)
FE MR B (7R T 51 Bk )
GYM Soccer Black Theatr Sunken Multi Outdoor
V=] Field Box e Plaza Purpose Tennis Court
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Description of Event
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Equipment Requested (Additional fees may be applied) Please check all that apply
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Theatrical Equipment Others(Please specify)
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Please provide detailed information of all equipment requested:
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Application for fee reduction
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This submission is based upon the following criteria:
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Donation of services:
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This involves donating your time and expertise to promote BCIS students, staff or
community programs. If your submission is successful then the fee reduction will be
equivalent to your instructional fee x the amount of volunteer hours provided free to the
school. Providers will need to specify what their group rate is for their profession and the
number of volunteer hours they are willing to contribute. Donation of equipment that can
be utilized by both the External Providers and BCIS community can also be used to off-set
rental fee at an amount equivalent to cost of purchase of equipment. Successful
applicants are eligible to apply for facility rental fee according to Note 9.
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Provide Services to BCIS Community Mainly (>=50%):
If groups are classified as comprising at least 50% BCIS community members then they
are eligible to apply for facility rental fee according to Note 9.
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Provide Services to BCIS Community (<50%) and external members:
If groups are classified as comprising less than 50% BCIS community members then they
are eligible to apply for facility rental fee according to Note 10.
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Detail your submission below
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Release of Liabilities
Waiver of Claims, Assumption of Risks and Indemnification Agreement
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The purpose of this form is to make organizations aware that “... participating in cultural
activities could possibly involve risk of injury...” The organizations also acknowledge
that “...BCIS is not responsible or liable for injuries while using our facilities.
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Each organization must complete and sign the BCIS Release of Liability form before
using any of our facility. We request that all Facility Reservation Forms be submitted
10 days in advance.
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Please be aware that your organization is responsible for your own well-being while using
our facility. Your organization’s representative signature indicates that your organization
understands that BCIS is NEITHER responsible NOR liable for individual’s actions in your



organization or anything that happens to your organization’s participants because of the
actions of others.
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Your organization shall be held responsible should any safety or security loss occur to
BCIS or the third party during the course of the activity organized by your organization.
BCIS is not responsible for any injuries, fatal accidents or property losses should they
happen to any employees or members of your organization.
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Your signature on this form indicates that you have read and understand this form and
accept the conditions and risks to your organization. Your organization should accept
and understand the following guidelines and are willing to follow them:
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® Purpose of the lessor or user must be for an educational, civic or philanthropic use.
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® Use must not interfere with school activity or policy.
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® \When an admission fee is charged, the purpose must be to advance the public or
community welfare, and such meeting must be open to the general public
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® User should be responsible for own well-being while using BCIS facility.
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® User shall be held responsible for any damage (intentionally or unintentionally),
safety or security loss occur to BCIS or third party involved in the activity organized
the user. The compensation for the amount of damage or loss shall be equivalent to
the replacement or repair cost.
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® [f useris collecting a fee from members of participants of activities organized by the
user, the user is wholly responsible for the fee collection even in circumstances
where the School facilitates the collection of fee on behalf of the user. BCIS has no
obligation to collect any fees on behalf of the user and shall not be liable for any loss
arising from the fee collection.
an Ak AR N 2335 IF BUSCIS IniE 3 1 03 2 T 844 T ANAE D9 AR A s S U 5%
W
BCIS A AR AU T, X TAE 9% FH £ 2%, BCIS A KT 514E:.

® User should be aware of the language used and actions.
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Visitors must obey the rules laid down by the School while using BCIS facility.
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Running is NOT allowed in the hallways.
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Food or drinks are NOT allowed inside the Black Box, theatre and gym, unless
approved by the School.
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BCIS reserves the right to permit the use of the school facilities (include gym, soccer
field, Black Box, theatre, Sunken Plaza and etc.) which has not been previously
reserved, and to reschedule or cancel existing reservations due to extraordinary
causes (force majeure).
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Members are advised NOT to leave money or valuables in/around the school. The
School and their employees will not be liable in any way for the loss or damage to the
property of the members, personal injury, or death of any visitor.
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BCIS school personnel reserve the right to check identification and equipment in
order to ensure order and security.
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Smoking is NOT permitted anywhere on the school premises
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Alcohol may NOT be consumed on the school premises, unless as part of an official
function sanctioned by the School.
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Visitors are required to wear appropriate clothing and footwear in the gym, as
determined by the School.
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Children under 15 years of age must be accompanied and supervised at all times by
an adult member.
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Visitors are allowed to use ONLY the facility for which their organization was
approved.
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No facilities will be used outside the normal school hours, including Saturday and
Sundays, unless written permission is granted by the Head of School or principal
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School authorities are not responsible for loss or damage of articles brought into the
building
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Special permission must be obtained for the use of AV equipment, decorating,
installing scenery, and moving furniture and equipment or tuning pianos.
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Cancellation of facility reservation or change reservation dates/times must be
informed to school 7 days prior to the reservation date.
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Organizations must provide a complete membership name list and a copy of photo ID
of the organization contact person to school in advance for security purpose.
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The School Board reserves the right to make any changes in these rules they deem
desirable from time to time and to reflect any and all applications; also to cancel any
permission when in its direction such cancellations seem advisable.
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The School Board or its representatives shall at all times have free access to all parts
of the facilities and shall reserve the right to revoke any permit should such action be
termed necessary or desirable and in the best interests of the school system and the
public in general.
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Name of Organization
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Signature of Organization’s
Representative
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Date
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