
 HOPATCONG BOROUGH SCHOOLS 
SCHOOL FACILITY/FIELD UTILIZATION REQUEST FORM 

 
 
Requestor:____________________________________________________________________              
   [Organizational Name]                         
            
 Person in Charge (Must Be in Attendance):     Alternate Person in Charge 
 
_________________________________________________________________________________________ 
Name & Cell #     Name & Cell # 
 
Facility Requested:_________________________________________________________________________ 
 
Date/s Requested:_________________Time Requested_______________ 
 
# of Chaperones______________[Description of Function of Each Chaperone]_______________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
                            
Type of Activity:____________________________________________________________________________ 

[i.e.: Meeting, Volley Ball, Softball, Tricky Tray, etc.] 
 
Estimated                 Cost of      
Attendance:___________ Admission:_____________ 
 
Disposition of  Proceeds:____________________________________________________________________ 
 
 
Requests for Special Equipment: (ITEMS NOT REQUESTED WILL NOT BE PROVIDED) 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
 
Identify Accommodations Required for Spectator 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
 
Access for Participants and Spectators  is Requested Via: [To be completed by Neil Piro] 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
Sponsor signifies that he or she understands and will abide by the regulations of the Board of  
Education for use of school facilities and that any infraction may cause immediate cancellation of the use of 
the school facility.  The sponsor shall also assume full liability for any damage to property.  Board 
Policy/Regulations for use of school facilities [please read carefully].  All activities must be over and all 
persons out of the buildings by 9:00 p.m. on weekdays and 3:00 p.m. on Saturday unless extended by 
permission of the Board of Education. 
Custodial charges, if necessary, will be assessed at a per hour rate in accordance with Board 
Policy/Regulations  with the total number of hours needed determined by Facilities Supervisor.  Custodial 
fees will be charged for any times other than normal custodial working hours.   
Please initial after reading._________________  
 
**AS REQUIRED BY OUR INSURANCE CARRIER, A CURRENT CERTIFICATE OF LIABILITY INSURANCE MUST BE 
PROVIDED PRIOR TO BUILDING USAGE. 
 
**AS REQUIRED BY THE NJ UNIFORM FIRE CODE [N.J.A.C. 5:70-2.7 (a)], ALL APPLICANTS MUST OBTAIN AN 
APPROVED APPLICATION FOR PERMIT SIGNED BY THE HOPATCONG FIRE MARSHALL PRIOR TO BUILDING USAGE. 
 
**ANY EQUIPMENT OR SUPPLIES USED, WHICH ARE NOT REQUESTED OR IDENTIFIED ON THIS FORM WILL BE 
SUBJECT TO FEES 
 
** VERBAL AUTHORIZATIONS FOR USE OF SCHOOL FACILITIES ARE NOT VALID. ONLY FULLY EXECUTED COPIES OF 
THIS FORM SHALL BE HONORED 
 
 
 



_____________________________     ____________________________    _________________________  
Signature of Person in Charge       Mailing Address/Email                         Phone 
 
___________________________     ____________________________     ________________________ 
Alternate Person in Charge        Mailing Address/Email  Phone 
 
 
UPON COMPLETION, THIS FORM SHOULD BE RETURNED TO THOMAS VARA 
ATHLETIC DIRECTOR AT HOPATCONG HIGH SCHOOL  (973) 770-8970 OR THE 
SCHOOL PRINCIPAL OF THE BUILDING WHERE THE ACTIVITY WILL TAKE PLACE  
FOR PROCESSING & APPROVAL 
 
  
**************************************************Office Use Only********************************************************* 
 
___________________________________ Approved   Disapproved *Reassigned  ____________________ 
Principal/Athletic Director    [Circle One]                Date    
  
 
__________________________________  Approved    Disapproved *Reassigned   ____________________ 
Bus. Administrator/Facilities Supervisor   [Circle One]    Date 
 
*Reassignment:___________________________________________________________________________  
      
[If your approval has been granted with a reassignment indicated, please be advised that the reassignment 
was necessary to ensure that you would have an appropriate facility or field made available for your use.] 
 
FACILITY NOT AVAILABLE WHEN GROUND IS COVERED WITH SNOW,  
WHEN SCHOOL IS CLOSED OR WHEN NEEDED FOR SCHOOL FUNCTION. 
 
Additional Comments:______________________________________________________________________ 
 
__________________________________________________________________________________________
  
 
_________________________________________________________________________________________ 
 
Custodial Charges:  ___________________Other Charges________________________________________  
 
Total  ____________________       _________________________ __ _________ 
 
Applicant must confirm with Thomas Vara @ 973-770-8970 or Neil Piro @ 973-770-8840 no less than 3 days 
prior to event. 
 
 
Designated Custodial Staff Members to be Contacted: 
 
Name                                                                          Telephone 
 
__________________________________           _________________________ 
 
 
__________________________________            _____________________________        
 
 
 
ALL DOCUMENTATION MUST BE RECEIVED AT LEAST 10 DAYS PRIOR TO EVENT 
 
Copies to: [1] Applicant    [2] Building Principal or Designee [3] Facilities [4] School Custodian 
 
Documentation Received:     _____Application _____Insurance Cert. _____Fire Safety Permit 
 
 
 
 
 
Revised:   January 2011 













 


