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Purpose and Scope
The Board of Education of the Manteca Unified School District (“District”) recognizes that the
physical facilities under its jurisdiction are among the community’s most valuable resources. The
District is, therefore, committed to the concept of encouraging the use of those facilities by
community groups during those hours in which the regular school programs are not in session.
For purposes of adequate administration and control, the Manteca Unified School District
Superintendent or his/her designee are authorized by provision of the Education Code and Civic
Center Act to determine the availability of school property under his/her jurisdiction and to enforce
the laws, rules and policies governing each use.
This Facility Use Handbook (“Handbook”) will provide you with the information that is vital to your
successful use of the District’s available facilities. Please familiarize yourself and your group with
the contents of this Handbook. In any circumstance where the guidelines contained herein conflicts
with the California or Federal law, in particular the California Education Code and the Civic Center
Act, those respective laws shall prevail.
Throughout this Handbook, any potential facilities use applicant or facilities user of any kind, type,
or organizational composition will be referred to as “User”.
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District Authority
1. The Superintendent or the Superintendent’s designee is authorized to encourage, approve, and
arrange for scheduling the use of school facilities by applicants satisfying the above purposes
and limitations.
2. The Board shall require that all users of school facilities comply with policies of this Board and
the rules and regulations of this District.
3. The Board and/or its agents reserve the right to suspend or prohibit any use of facilities
regardless of prior approval.
4. The Board or board designee may require any additional information and/or documentation to
be disclosed and submitted from the persons/organization applying to rent facilitates or in
current use of facilities.
5. Persons or organizations applying for facility rentals shall be required by the Governing Board
to submit a permit request online via Civic Permits. The online permit agreement assures the
Board that persons or organizations applying for the use of school facilities have read and
agreed to the rules and regulations for public use of school facilities posted on the Civic Permits
website. Buildings/fields will be opened (only when given evidence of approved permit and in
container housed on site), attended, and closed by an authorized employee of the District.
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Eligibility
The Governing Board shall make school facilities and grounds under its jurisdiction available as a
civic center to citizens and community groups for the following purposes and under the terms and
conditions set by the Board:
1. Public, literary, scientific, recreational, educational, or public agency meetings.
2. The discussion of matters of general or public interest.
3. The conduct of religious services for temporary periods by any church or religious organization
which has no suitable meeting place for the conduct of services. The Governing Board must
charge the church or religious organization a fee at least equal to the District’s direct costs.
Education Code Section 38131 (b) (3) provides that religious groups may use school facilities
on a temporary basis. It shall be the policy of the Governing Board that “temporary use” for this
purpose shall be defined as not to exceed one (1) year. Church or religious organizations must
apply for extension of facility usage at the expiration of the year.
4. Child care or day care programs for children of preschool and elementary school age provided
by other governmental entities or non-profit agencies.
5. Examinations for personnel selection or the instruction of precinct board members, by public
agencies.
6. Supervised recreational activities.
7. Mass care and welfare shelters implemented by governmental or public agencies (such as the
American Red Cross) during disasters or other emergencies affecting the public health and
welfare; and the provision of any services deemed necessary by the Governing Board to meet
the needs of the community.
8. Other purposes deemed appropriate by the Governing Board.
The Governing Board shall not grant facilities for any of the following activities:
1. Any use by an individual, society, group or organization for the commission of any act
prohibited by law, or which is inconsistent with their use for school purposes, or which
interferes with the regular conduct of school or school work.
2. Fund raising campaigns except as permitted by Governing Board policy or special action of the
Governing Board.
3. Activities which are discriminatory in legal sense.
4. Any activities which involve the possession, consumption or sale of alcoholic beverages or any
restricted substance on school property. To include tobacco products including electronic
cigarettes, electronic hookahs, and other vapor-emitting devices, with or without nicotine
content, that mimic the use of tobacco products.
5. Private social functions or for any purpose which is prohibited by law.
6. Ongoing usage by private profit organizations or one time usage by private profit organization
when other suitable facilities are available.
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Priority
While it is the intention of the Board to provide the community the widest possible access to school
facilities, practical economies dictate that the community use will not take place at the expense of
the regular school program. The regulations which follow have been established with the intention
that the facilities can be utilized most efficiently and in such a way as to encourage both the
development of personal character and civic welfare.
Priority to competing requests will be granted according to the following order of descending
priority except where pre-empted by contract.
1. Each school should have first call upon the use of all school grounds and facilities of that specific
school. P.T.A.’s, booster clubs, parent clubs, community clubs, etc., shall be construed as part of
the school.
2. As high school facilities are used by elementary schools, the elementary schools shall be second
in priority for the use of these facilities.
3. As the Manteca Adult School uses all facilities within the boundaries of the Manteca Unified
School District, Adult Education shall be third in priority on the use of school facilities.
4. Youth Organizations (team roster must be a minimum of 80% MUSD students) within MUSD
District (i.e., Boy Scouts, Girl Scouts, Brownies, Campfire Girls, 4-H, little leagues, youth
basketball, youth soccer, youth football) shall be next in priority for usage of all school grounds
and facilities.
a. Youth Organizations not within MUSD will be considered on a case by case basis and
may be granted the use of facilities upon the terms and/or conditions believed to be
appropriate. These organizations will not have regular approved use of MUSD
District facilities and will yield to the permit requests of other organizations. (see
line item 7)
5. The Manteca, Lathrop, and Stockton Parks and Recreation Department areas lying within
Manteca Unified School District boundaries shall be next in priority for usage of all school
grounds and facilities.
6. The conduct of religious services for temporary periods by any church or religious organization
which has no suitable meeting place for the conduct of services, shall be considered next in line
for priority only if the church or religious organization has a current board authorized letter of
approval for the current fiscal school year.
7. Requests from outside organizations shall be placed last in priority for the use of all school
grounds and facilities within the Manteca Unified School District. We realize that schools are
important to outside organizations; however, we feel that a priority must be established and
activities directly connected to the school must be given top priority.
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Facility Availability
As aligned with the MUSD Athletic Fields Handbook
Fields will be regularly closed to allow the fields to rest and rejuvenate and/or for regularly
scheduled maintenance/upkeep. Fields may also be closed due to unsafe/playable conditions by
the school site administration or District administration until areas of concern are mitigated.
The site administrator assigned to athletics is responsible for daily inspection of all District
supported fields and is authorized to close a field or partial field as appropriate to maintain safe
playable conditions. District Grounds/Operations is authorized to close any District supported
athletic field for regularly scheduled maintenance/repair or in an emergency situation.
Facility user’s need to be advised, when a permit is approved there is an understanding that a
specific field is open for use, however this permit could be revoked due to field closures.
User is also responsible for monitoring weather conditions and evaluating playing fields of
participants and spectators when the threat of lightening or dangerous conditions approaches.
User shall cancel events if field conditions could cause harm.
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Elementary Schools

Address

August Knodt

3939 EWS Woods Blvd. Stockton

Brock Elliott

110 Stonum Ln., Manteca

French Camp

241 E. 4th St., French Camp

George Komure

2121 Henry Long Blvd., Stockton

George McParland

1601 Northgate Dr. , Manteca
1370 London Ave. , Manteca

Annex

General Facilities Available

Golden West

1031 North Main St. , Manteca

Great Valley

4223 McDougal, Stockton
4550 Star Way, Stockton

Annex
Joseph Widmer

751 Stonebridge Ln., Lathrop

Joshua Cowell

740 Pestana Ave. , Manteca

Lathrop

15851 S. 5th St. , Lathrop

Lincoln

750 E. Yosemite Ave. , Manteca

Mossdale

455 Brookhurst Ave. , Lathrop

Neil Hafley

849 Northgate Dr. , Manteca

New Haven

14600 S. Austin Dr. , Manteca

Nile Garden

5700 East Nile Ave. , Manteca

Sequoia

710 Martha St. , Manteca

Shasta

751 East Edison Ave. , Manteca

Stella Brockman & Annex

763 Silverado Dr. , Manteca

Veritas

1600 Pagola Ave. , Manteca

Walter Woodward

575 Tannehill Dr. , Manteca

Calla High

130 S. Austin Rd. , Manteca

Manteca Day School

2271 W. Louise Ave. , Manteca
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Classroom
Cafeteria
Multi-Purpose Room
Practice Field
Baseball Diamond
Kitchen
Parking Lot
Restrooms
Library
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High Schools

Address

General Facilities Available

East Union High

1700 North Union Rd. , Manteca

•

Lathrop High

•
•
•

647 Spartan Way, Lathrop

•
•
•
•

Classroom
Cafeteria
Kitchen
Library
Parking Lot
Lighting
Sm/Lg. Gym
Tennis
Courts

•
•
•
•
•
•

Practice Field
Baseball
Diamond
Football
Stadium/Track
Dance Room
Swimming Pool
Auditorium/
Theater
Other
Restrooms

Manteca High

450 East Yosemite Ave. , Manteca

Sierra High

1700 Thomas St. , Manteca

Weston Ranch High

4606 McCuen Ave., Stockton

Other Locations

Address

General Facilities Available

be.tech

2271 W. Louse Ave., Manteca

Other

Manteca Vocational

2271 W. Louise Ave. , Manteca

Academy
Manteca Adult School

2271 W. Louise Ave. , Manteca

District Office

2271 W. Louise Ave. , Manteca

Conference Room
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Rules and Regulations
The rules and regulations governing the use of District facilities are provided on the Civic Permits
website, also described below, and available upon request. The applicant is required to select the
acceptance field that reads ‘I agree to the facility use terms and conditions’, before the permit is
able to be submitted. Failure to observe these provisions is sufficient cause to revoke permission to
use school facilities and to deny the group such use in the future.
Use of MUSD facilities by outside organizations will not take place at the expense of the regular
school programs.
Manteca Unified School District reserves the right to cancel all activities due to inclement weather
or other emergencies. The Board and/or its agents reserve the right to suspend or prohibit any use
of facilities at any time.

1. Responsibility

It is the Facility User’s responsibility to print (a hard copy) the approved permit. Buildings will
be opened only upon evidence of said approved permit, attended, and closed by an authorized
employee of the District. Permit MUST be placed in the designated location during the entire
time of facility use.
It is the applicant's responsibility to provide all required forms and information prior to the
event. Please allow a minimum of 20 working days for processing the application. All insurance
requirements must be met, and payments made at least 1 week prior to the event, before an
application can be approved.
School property must not be used for the commission of any act prohibited by law, or which is
inconsistent with their use for school purposes, or which interferes with the regular conduct of
school or school work. In addition, any use which involves the possession, consumption, or sale
of alcoholic beverages or any restricted substances on school property shall not be permitted.
Any individual who submits the agreement will be financially responsible.
Facility Users shall be responsible for the conduct and control of both patrons and participants,
and must comply with all applicable state and federal laws, city ordinances, District regulations,
by-laws, and policy conditions. The organization shall never leave a rented building or stadium
unattended and will be held financially responsible in the event of loss or damage to MUSD
property.

2. Custodial

Custodial fees apply outside of normal business hours, and during business hours at the
discretion of District personnel. A custodian must be present for the entire duration of activity
plus an additional 2 hours. MUSD will not refund custodial discrepancies within one hour of
time reserved vs. actual time used.
Custodial Services are provided only for access, chair/table setup, heating, lighting, ventilations,
and basic cleanup of a building and/or area. These services do not include the erecting or
dismantling of scenery, equipment or other apparatuses. Custodians are not required to
perform tasks or errands for the party using the facilities prior to, during, or following an event.
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The holder of the permit must furnish all the help necessary to arrange and run the programs,
including, but not limited to, such as stagehands, ushers, ticket collectors, booth operators, etc.

3. Payment

Payment for use of facilities will be collected upon approval from the District’s Community
Outreach Dept. Fees will be determined by classification and will include rental, staffing, and
energy costs. Full payment shall be received no later than one week prior to event; if payment
is not received the permit will be denied immediately.
Every Permit will include a $25.00 processing fee, with the exception of Class 1A.

4. Cancellations
All cancellations must be submitted in writing to the District’s Community Outreach Dept. at
facilityuse@musd.net no later than one week prior to the event in order to be eligible for a
refund. (The permit processing fee will be retained.)

5. Changes in Reservation

Any changes in reservations must be submitted in writing two weeks prior, in order to receive a
refund of the difference, otherwise the facility user will pay for each reservation reflected on the
permit.
If there are any discrepancies pertaining to the actual use of facilities, the Facility User must
submit the discrepancy within 48 hours post-use to the Community Outreach Dept. at
facilityuse@musd.net , in order to be eligible for a refund.

6. Liability Insurance

Users in all classes will provide a certificate of insurance that meet current Risk Management
requirements, and an endorsement letter naming MUSD as additionally insured including a
statement to hold the district harmless and under indemnification. This includes users that
operate with a Memorandum of Understanding.
When, in the opinion of the District, the requested use of facilities could present potential
additional risk, the District reserves the option to increase minimum insurance requirements
based upon the recommendation of the District’s insurance representatives.

7. Bond and/or Security Deposit

When, in the opinion of the District, the requested use of facilities could involve
unusual/abnormal wear and tear or damage to District property, the District reserves the
option to require a bond or security deposit.

8. Actions

The Facility User must give written notice to the District within 8 hours of any incident in which
emergency responders were required to respond to an: (see attached Injury/Incident Form on
page 25)
a. Injury that was life threatening, loss of limb incidents, or where a person’s safety was
severely compromised.
b. Any other incident occurring during a facility use activity where emergency responders
were called to respond to any incident.
11

Manteca Unified School District
Facility Use Handbook
Notice must be communicated to the Community Outreach Dept. at facilityuse@musd.net , who
will then notify the appropriate MUSD departments, including the school site administrator, of
the incident.

9. Damage to School Property

Groups or persons using school facilities under the provisions of this policy shall be liable for
any damages to property caused by the activity. The Board shall charge the amount necessary
to repair any damages. Further use of school facilities may be denied the responsible party.

10. Hold Harmless Agreement
The groups/persons/organization and its members shall be held responsible for any and all loss,
accident, neglect, injury or damage to person, life or property which may be the result of, or may
be caused by the organization's occupancy of the facilities or premises, and for which the District
might be held liable. The organization shall protect and indemnify Manteca Unified School
District, its Governing Board, its Officers, its agents, its employees and its volunteers and save
them harmless in every way from all suits or actions at law for damage or injury to persons, life
or property that may arise or be occasioned in any way because of the occupancy of the facilities
or premises, regardless of responsibility or negligence. The applicant agrees to furnish such
liability or other insurance for the protection of the public and the District as the District may
require.

11. Use of Facilities

Open & Close Timea. Arrive at time indicated on the permit.
b. Facility User must submit accurate opening and closing time. Events scheduled must
terminate with sufficient time to permit cleaning the facilities within the allotted time.
c. Custodian does not have authorization to open facilities earlier than permitted.
Special permission must be obtained for decorating, installing scenery, moving items/furniture
or installing any apparatus. All such material must be flameproof or fire-retardant and must be
removed from the building promptly after the performance so that there will be no interference
with school activities.
District owned equipment is not available to Facility Users. There must be a District employee
present to operate equipment for a facility use event, i.e. kitchen appliances, lighting.
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Rules of Conduct
School property must not be used for the commission of any act prohibited by law, or which is
inconsistent with their use for school purposes, or which interferes with the regular conduct of
school or school work. Unreasonable conduct of any participant shall be subject to immediate
cancellation of use. Any conduct at an activity that is deemed offensive, indecent, or contrary to the
best interest of the community is classified as unreasonable. Smoking, Tobacco Products, Alcohol,
Drugs, Firearms, or Explosives are prohibited on any school district property. Facility users must
be aware of the location of emergency exits at all times. Facility users are prohibited from applying
pesticides, chemicals, or cleaning products to district facilities or grounds. Facility Users are not
permitted to store any of their belongings on sites. The individual who submits the application will
be financially responsible.
The California Food and Agricultural Code, section 13186, and the California Code of
Regulations, limits the use of pesticides, chemicals, and cleaning products on school sites, and
mandates specific reporting responsibilities to any person who applies these types of products on
school premises. Therefore, facility users are prohibited from applying pesticides, chemicals, or
cleaning products to district facilities or grounds.
Tobacco use, including electronic cigarettes in any form is prohibited at all times, including
weekends and evenings, on all property owned or operated by the MUSD. This prohibition includes,
but is not limited to, all buildings, parking lots, vehicles parked in parking lots, athletic fields, and
patio areas.
It is the responsibility of the User to assure the facilities are left in suitable condition throughout
duration of activity and in full restoration when event is completed. If facilities are left disorderly
the User will be charged an additional $133.84 minimum, for 4 hours of custodial time.

1. Classrooms, Libraries and Multi-Purpose Rooms

All classrooms, libraries and multi-purpose rooms must be left in the condition they were
found. If custodial assistance is not part of a User’s facility use fee, the following must occur:
a) Take out all trash and replace bags
b) Take out all recycling and replace bags
c) Wipe down all tables and restore them to upright, previous position
d) Do not leave any items behind
e) Check for spills; mop, sweep, pick up trach as necessary
f) Check bathrooms for trash and pick up as necessary
g) Ensure all lights are off and all windows/doors are closed and locked.
If the above does not occur the District reserves the right to charge the User its direct costs for
the clean up after User’s activity or event.
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2. Stadiums and Fields (Track, Football/Soccer and Softball)
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)

No animals allowed on fields
No vehicles in the stadium (Emergency vehicles ONLY)
Responsible for supervising children- no child left unattended
Only game players inside the stadium/track areas
Do not use yard markers
Tobacco products including electronic cigarettes in any form prohibited at all times
No drinks are permitted on turf- plastic water bottles only
No chewing gum on turf
No sunflower seeds allowed on fields, turf, or inside stadium
Scoreboard and sound equipment are to be operated by adults only
Responsible for cleanup

No event will conflict with a District sports team or school program. Should a District program
go over time, the User will wait until said program is finished before entering the event location.
User is responsible for contacting District to address reservation modifications (see page 11,
item 5).
3. High School Pools
Clean up. Pool area is to be left in the condition it was entered. If there is reason that requires
additional clean up or repairs the District reserves the right to charge the User its direct costs
after User’s activity or event.
a) No food, colored drinks, or glass are allowed inside pool facility
b) Plastic water bottles only
Lifeguards. If use of a District pool is requested, the External Renters must provide a qualified
lifeguard to supervise the events. The lifeguard must be at least 15 years of age, and maintain
and possess a current certification in Lifeguard training and CPR for the Professional Rescuer
and First Aid. The lifeguard must provide proof he or she has passed a water skills test. One
lifeguard is required for every Twenty-Five (25) swimmers.
Lights. Pool External Renters will be charged for the use of lights for any use scheduled
between sunset and sunrise. District reserves the right to turn the lights on accordingly.
Water Testing. User is responsible for testing the water to ensure proper chemical balance if
event is taking place on a weekend, during summer and winter closures.
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Applicants Procedures for Use of Facilities
It is the applicant’s responsibility to provide the following forms and information. Please allow a
minimum of 20 working days to process the application, prior to the event date, or the request may
be denied.
1. Visit www.musd.civicpermits.com, Manteca Unified School District’s on-line permit process.
Register with Civic Permits and complete the email activation process to activate your account.
2. Apply for a facility use permit by selecting a school, the facility you wish to use at that school,
and the dates and times needed. Each permit is specific to a single school site, and permits must
contain no more than 30 calendar days. Only one designee per organization is the agent
authorized to submit a permit on behalf of the organization and is responsible for all fees
associated. Principal approval does not authorize usage approval.
3. Insurance documentation that meet current Risk Management requirements is needed from the
applicant before the District will approve the request. Facility users must not submit a
certificate of insurance within 30 days of expiration/renewal of said certificate.
4. Once the school site approves the availability of the site, and the required insurance
documentation has been submitted, the Civic permits system will transfer the permit request to
the Community Outreach Dept. where the permit will be further reviewed by the Director.
Upon approval, payment in full is required one week prior to use, before a permit may be
released. It is mandatory for a facility user to possess the permit before any facility access may
be honored.
5. No facility use is allowed until permit is final approved by MUSD.
6. No printing of location promoting activity in User flyer/publication/social media account until
permit has been final approved by MUSD.
7. The applicant will receive automated notification updates via email, through the Civic Permits
system, with the registered email address, when any activity occurs on the permit. This
includes but is not limited to: Site approvals, denials, invoicing, payment required, and release
of permit.

15

Manteca Unified School District
Facility Use Handbook

Insurance Requirements
Before the District Office will approve your request, two insurance documents are required. The
following describes the insurance documents:
A. Certificate of Liability Insurance (ACCORD 25) signed by the insurer’s representative.
1. List the "Certificate Holder" as follows:
Manteca Unified School District
Attn: Risk Management
P.O. Box 32
Manteca, CA 95336
2.

Comprehensive General Liability with limits of $1,000,000 combined single limit per
occurrence is required and $2,000,000 aggregate is required. (The District reserves the
right to increase the minimum insurance requirements upon the recommendation of the
District’s Risk Management Department).

3.

30-Day written Notice of Cancellation is required

4.

Proof of Workers’ Compensation (waiver of subrogation to be part of this coverage) – if
applicable.

5.

Proof of Professional Liability Insurance if applicable.

B. An Additional Insured Endorsement (Form Number CG 2026– Additional Insured – Owners,
Lessees or Contractors, Scheduled Person or Organization, or its direct equivalent) must
accompany the Certificate of Liability Insurance, referencing the policy number. Please note the
following:
1.

List the “Additional Insured” as follows:
Manteca Unified School District, its Governing Board, its Officers, its Agents, its Employees,
and its Volunteers are named as additional insured with the respects to Liability.

2.

The coverage shall be primary and non-contributory, with respect to general liability and
waiver of subrogation for workers’ compensation (if applicable).

3.

The additional insured endorsement should indicate the effective date, policy number, and
the name of the insurance carrier.

C. Facility users must not submit a certificate of insurance within 30 days of
renewal/expiration of said certificate.
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Fees
Fee Definitions
1.

“Direct Costs” to be charged for community use of each, or each type of , school facility or
grounds shall be calculated in accordance with 5 CCR 14038 and may reflect the
community’s proportionate share of the follow costs: (Education Code 38134; 5 CCR 1403814041) Capital direct costs, operational direct costs, direct cost fees.

2.

“Fair Rental Value” is defined by Education Code section 38134(g)(2) as, direct costs plus
the amortized costs of the school facilities in the adopted fee schedule. (5 CCR 1441)

3.

“Expending Funds Collected as Capital Direct Costs”. Any funds collected as capital direct
costs shall be deposited into a special fund to be used only for capital maintenance, repair,
restoration, and refurbishment of school facilities and grounds. (5 CCR 14042).

School Facilities Fees
Class I: Education of District Students
1A.

1B.

Extra-Curricular school events, school fundraisers, and District parent information meetings
where no money is charged and organizations charging admission, the net profit wherein is
forwarded to the District or a District affiliated organization (i.e., booster clubs,
parent/community clubs, student body) for the direct benefit of students of the District
shall have all fees waived during normal hours when custodian is on duty, with the
exception of 1B as noted. In the circumstance class 1A does not forward the net profit back
to the District or District affiliated organization, class 1A will be reclassified for the specific
event.
Organizations in direct support of District students where no money is charged (Camp Fire
USA, Girls Scouts, Boys Scouts, YMCA)
High school teams extended season through an outside agency. Outside sports agency for
MUSD high school students approved by the site specific Athletic Director and Principal.
Participants are limited to current MUSD 9-12 grade students. Organization must provide a
roster of participants meeting a minimum requirement of 90% associating high school
students.

These organizations will pay for the district-assigned lighting system technician, sound system
technician and custodian at the appropriate rate, if those and any other additional services are
utilized. Night usage also requires payment for use of lights. Classification 1B will be responsible
for all utility fees, a processing fee per semester, and custodial fees outside of normal custodial
hours.

Modified Class II: Indirect Support of District Students
Non-profit youth organizations charging either registrations or admissions, the net proceeds of
which are not forwarded to the District or a District affiliated organization for the direct benefit of
students of the District, will be charged Modified Class II fees.
17

Manteca Unified School District
Facility Use Handbook

Class II: Nonprofit Use of Facilities
All other non-profit organizations not charging admission fees and activities which are not directly
for the benefit of youth will be charged Direct Costs (i.e. adult recreation, religious organizations,
universities).

Class III: Fair Rental Value
Includes all other groups not specifically identified as Class I or Class II and not in conflict with
Board Policy. Fair rental value fees will be charged for profit organizations/groups or not for profit
organizations scheduling activities in which a participation admission, or entry fee is charged.
As per Education Code 38134 (e), entertainment, functions or meetings where admission fees are
charged, or contributions are solicited and where the net receipts are not expended for the welfare
of the pupils of the District, or for charitable purposes, a charge shall be levied for the use of school
facilities or grounds which shall be equal to fair rental value.
Fair rental value shall be reduced if 50% or more of the proceeds are specifically designated to
benefit Manteca Unified School District students. The reduction of the fair rental value charge shall
be equal to the amount contributed to the benefit of District students and deposited with the
District.

Use of School Facility Polling
The Board may authorize the use of school buildings as polling places on any election day, and may
also authorize the use of school buildings, without cost, for the storage of voting machines and other
vote-tabulating devices. However, if a city or county elections official specifically requests the use of
a school building as a polling place, the Board shall allow its use for such purpose. If school will be in
session, the Superintendent or designee shall identify to elections officials the specific areas of the
school buildings not occupied by school activities that will be allowed for use as polling places.
(Elections Code 12283)
When a school is used as a polling place, the Superintendent or designee shall provide the elections
official a site with an adequate amount of space that will allow the precinct board to perform its duties
in a manner that will not impede, interfere, or interrupt the normal process of voting and shall make
a telephone line for Internet access available for use by local elections officials if so requested. He/she
shall make a reasonable effort to ensure that the site is accessible to persons with disabilities.
(Elections Code 12283)
The Superintendent or designee shall establish procedures to ensure student safety and minimize
disruptions whenever school is in session while the facilities are being used as a polling place.
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Fee Sheet
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Invoice Example 1
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Invoice Example 2
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Custodial Task Sheet

22

Manteca Unified School District
Facility Use Handbook

Site Specific Instructions

Responsibilities for Field-Use Games

Site specific campus instructions:
East Union High1. Pick up score board control panels - supply room (snack bar closet)
2. Lock gates
a. Lock all gates that enter the stadium by 3:30
b. JV/Varsity football open North and South gates when ticket sellers arrive.
3. Open only South Gate (near the pool) when ticket seller arrives
4. Unlock doors to press box, unlock hatch for top of press box, unlock and open roll up windows
5. Secure and test out microphone (located in scoreboard control panel box)
6. Clean both Press Box and Ticket Booths for Tickets sellers (if needed)
7. Have enough trash receptacles near concessions and in bleachers.
8. Put up and take down U.S. Flag (located in supply room)
9. Put out yard markers, end zone pylons and goal post pads (football)
10. Put out corner flags for soccer and sandbags for soccer goals.
11. Open gates for ambulance - North end of the stadium (football only)
12. Tables for clubs fundraising (EU Football only)
13. Open gates
a. Gate between the baseball diamond and tennis courts for entry from Northgate Ave. (Football Only)
14. Turn lights on / off to:
a. Stadium lights
b. Parking lot lights ' Staff lot (switch located in metal shed behind port-o-let adjacent to small gym)
c. Student lot (switch located in admin break room, near breaker box)
d. Quad lights (if needed)
e. Outside gym lights (if needed)
15. Take out generator (supply room)
16. Stock, re-stock, clean snack bar restrooms
17. Empty ALL trash receptacles and replace liners
18. Secure and Alarm press box. (Ask head custodian for code)
19. Lock Red gate near small gym, Lock student parking lot gate off of Lancer Way. (Weekends or Friday games if no site
worker is there)
20. Upon sundown, parking lot and walkway lights turned to the ‘ON’ setting while patrons are on campus. Please set to
the ‘OFF’ setting upon your departure.
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Sierra High1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

Open stadium and set up football field.
Report to the person in charge for the day.
Make sure the bathrooms are clean and well stocked throughout the event.
Check and empty all trash receptacles throughout the event.
Make sure all trash in and around snack bar area is kept picked up.
Between games, pick up trash in bleacher areas.
Throughout the event be completely available to whoever is in charge that day.
You may ONLY leave campus during your lunch break.
Check the parking lot areas for trash and pick up during games.
Press box – dump garbage, spot mop (if needed), wipe down countertops.
Throw away all trash bags.
Provide help if needed to pick up trash in the stands at the end of the game.
Make sure at the end of the day all areas are clean and bleachers are blown down.
For Sierra home games, workers should wear either Sierra clothing or MUSD clothing only (not visiting team clothing).
Close and lock fields when games and events are over with.

Manteca HighFIRST SHIFT
1. Field Markers/Goal post
Pads
2. Liners in Trash cans
3. Lock gate on Mikesell at
4:00
4. Get Boosters ice
5. Take lap around and
lock all gates
6. Breaker on for
scoreboard
7. Open SP3 for visiting
team
8. Open Bathrooms (home
and visitor)
9. Open Press Box – turn
on speakers
10. Scoreboard controller
11. Put flag up

SECOND SHIFT
1. Check in with other
grounds worker for any
issues
2. Turn on Stadium Lights
3. Turn on Ag Lights
4. Turn on Swimming Pool
Lights
5. Turn on outside Gym
lights
6. Turn on Walkway lights
7. Check
Bathrooms/Restock
8. Stay near generator for
remainder of game
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AFTER THE GAME
1. Pick up field markers,
etc.
2. Check Visitors’ locker
room for problems and
lock up
3. Lock up bathrooms –
home/visitors
4. Visitors gate is locked
5. Press Box secured –
Scoreboard control put
in warehouse
6. Make sure snack bars
are secured
7. All gates are secured
and press box is
alarmed
8. Turn off All Lights
9. Make sure Fieldhouse is
secured
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Lathrop High –
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Open Stadium and set up field
Turn on scoreboard
Put up American Flag
Open Press Box, turn on sound system, and test sound
Report to Administrator/Person in Charge
Maintain the restrooms are in a clean and well stocked condition throughout the event
Check and empty trash receptacles throughout the event
Collect trash in bleacher areas between games
Be available to Administrator/Person in Charge throughout the event
Maintain parking lots in a litter free condition throughout the event
You may only leave campus during your lunch after notifying the Administrator/Person in Charge
Remove and store all field equipment after event
Obtain approval from the Administrator/Person in Charge of the event that all duties on the Responsibilities for
field use have been completed satisfactory. Obtain signature on your timecard and task sheet as verification.
14. Report all problems to Administrator/Person in Charge
15. Blow down bleachers after the event is over
16. Collect all trash from field area after event
17. Empty trash and sweep floors in press box
18. Clean restrooms and restock after event
19. Do Final walk through of bleachers, parking lots football field, and restrooms to ensure all trash has been picked up
20. Secure all areas… gates, press box, snack bar, restrooms, and any other areas used for event are secure and lights are
out when departing the event.
Weston Ranch High School
1. Put mesh sideline protector on sideline and crossing mat over track before teams arrive. At the end of the event put
equipment back in the snack bar storage room.
2. Open press box, turn scoreboard and microphone on.
3. Turn lights on if needed and turn off at the end of the event.
4. Have a radio on you at all times.
5. Empty trash cans in press box and snack bar before leaving.
6. Blow down bleachers.
7. Be visible at all times, if not on break. Do your best to let person in charge know when you’re taking your break.
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Statement Form

Facility Use Statement Form
Please fill out per organization, per incident

Organization Name: ________________________ Date of Incident: _________________
Employee Name: __________________________

Position/Title: _________________

Permit #: _____________
Dept./Site: ______________

Reason for writing a statement (brief description):

Formal Statement:

Follow up action taken (include dates):

Employee Signature: _____________________________

Date: _____________________

Athletic Director Signature: ________________________

Date: _____________________

Principal Signature: ______________________________

Date: _____________________
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Injury/Incident Form

FACILITY USE INJURY/INCIDENT FORM
(Please fill our per organization, per incident)

Organization Name: ____________________________________Date & Time of Injury: _______________________
Permit Number: _____________ Organization Representative present: ____________________________________
Name of Emergency Responders Called to Scene: ______________________ Hospital Name: _____________________
Officer(s) Name: ____________________________________________ Police Report no.: _____________________
Injured Persons Name (first & last): __________________________________ Age of Persons Injured: ______________
Contact Information of Injured Individual (if under 18yrs., name and contact info. of legal guardian)Parent(s) Name: __________________________________________________________________________________
Address: ________________________________________________________________________________________
Phone(s): _______________________________________________________________________________________
Formal Description of Incident: _____________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
_______________________________________________________________________________________________
________________________________________________________________________________________________
Print Name: ___________________________________
Signature: ____________________________________

Date: __________________________________

DO NOT FILL OUT- For MUSD official use only:
Date Received by C.O Dept. _______________________
Employee Signature:

Date: __________________________________________
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