Facilities Use Process

Stakeholder requests facility use

l

Complete Facility Lease form and submit to

school Principal (or designee)

l

School Principal identifies
area/category and
approves/disapproves

-

Principal Approves:

Submit form, insurance
documents and payment to
robin.shoe@rss.k12.nc.us
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Stakeholder cannot use facility

Principal Disapproves:

l

l

Operations Office will
confirm compliance, approve
and return copy to Principal

Stakeholder can appeal to
Superintendent (or designee)

l

!

Superintendent (or designee) will
consult with School Principal

Principal (or designee)
submits a work ticket for
HVAC
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If Approved:

Confirm lease
compliance

If Disapproved:

Stakeholder cannot
use facility
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