From: Bertellotti, Linda

To: Harris, Joshua; Morello, Jr., Joseph

Cc: Bertellotti, Linda

Subject: New Contract Forms

Date: Wednesday, July 12, 2017 8:45:37 AM

Attachments: 0. SMCCCD Facilities Use Request Form v3 1-5-2017.pdf

1.Facilities Use Agreement FINAL 12-16-2016.pdf

2 APPENDIX AF - ATHLETIC FIELDS FINAL 12-16-2016.pdf

3. APPENDIX BG - AFFIDAVIT OF FINGERPRINTING AND BACKGROUND CHECK FINAL 12-16-2016.pdf
4 APPENDIX D release of liability for District Employee FINAL 12-16-2016.pdf

5. APPENDIX F - FILMING FINAL 12-16-2016.pdf

7. APPENDIX G - Use of Gymnsium FINAL 12-16-2016.pdf

8. APPENDIX I - INSURANCE FINAL 12-16-2016.pdf
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Hi Josh and Joe,

The district is asking us to begin using the new contract documents that they developed earlier this
year. They are fillable .pdfs and are easier to use than the older contract form that we have been
using. | am sending them to you because you produce contracts for both internal and external
events.

For internal events, we are asking people to only complete the first document, which is the Request
for Use of Facilities.

For external groups, | have been filling out the Facilities Use Request form for them once | have a
discussion with them on the equipment and other details. | then email the request and ask them to
review and sign (or make updates). External groups must also complete and sign a Facilities Use
Agreement, which contains contract and legal language as well as a checklist that we would pre-fill
stating what required appendices must be completed and returned. We would determine the
appendices that would be sent. For example, we have a Subaru film shoot in the auto buildings on
July 18 and they had to review and complete Appendix F (filming) and Appendix | (insurance). | have
attached each of the appendices that we are now using.

Eloisa or | will be sending an email announcement on these new contract forms to the Deans,
Division Assistants and Program Services Coordinators. We are also going to ask Sue Harrison at the
District Office to come to Skyline in August to train staff on the use of these forms.

We had corrections that we wanted to make to the Facilities Use Request Form, but Eloisa said we
may make those changes toward the end of the year once the Ad Astra reservation system is up and
running at Skyline College. Ad Astra will replace Banner for both instructional and event room
reservations. Canada and CSM are not implementing Ad Astra at this time so Eloisa feels Skyline will
have the ability to ask the district to modify the forms so we can have more control on how we want
the revised Facilities contracts to look.

Let me know if you have questions or want me to stop by and explain them further.

Linda Bertellotti

Facilities Rentals and Events Coordinator
Skyline College

3300 College Drive



San Bruno, CA 94066
Office (650) 738-7141
Fax (650) 738-4338

bertellottil@smccd.edu

www.skylinecollege.edu
Sky logo




Contract #

San Mateo County Community College District

Request for Use of Facilities

Canada College O College of San Mateo O Skyline College O District Office
4200 Farm Hill Blvd. 1700 West Hillsdale Blvd. 3300 College Dr. 3401 CSM Dr.
Redwood City, CA 94061 San Mateo, CA 94402 San Bruno, CA 94066 San Mateo, CA 94402
(650) 306-3100 (650)574-6161 (650) 738-4100 (650) 574-6550
Applicant Information
Application Date: O Profit O Non-Profit - Non-Profit ID/EIN:
Name of Applicant/ Organization:
Is this an internal college event? O No O Yes — If yes, requesting division/ department:
Authorized Representative: Office Phone: Cell Phone: Fax:
Day of Event Contact: Office Phone: Cell Phone:
Street Address: City: State: Zip:
E-Mail Address:
Facility Use/ Event Information
Name/ Nature of Event:
Event Date(s):
Arrival Time: Event Start Time: Event End Time: Departure Time: Total Hours:
Facility/ Room to Rent: Select One :
Additional Facility/ Room to Rent: Select One:
Additional Facility/ Room to Rent: Select One:
Adults (over 18) Minors (under 18) Total
Estimated Attendance : 0
Spectators : 0
Total Attendance : 0 0 0
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Contract #

San Mateo County Community College District

Check the box if you are:

Request for Use of Facilities

Collecting admission or sales — For what purpose are the funds used?

Serving food — Please describe:
Providing concessions — Please describe:
Serving alcohol

Needing parking information

Having live music

Media Equipment - Check the box and enter amount required.

DVD player
MP3 connector
Sound system

Microphone

Furniture — Check the box and enter amount required.
Chair
Podium/ Lectern
Stage

Round table

Special Arrangements:

Having minors in attendance

Multi-day event

Projector
Projection screen
Monitor/TV

Other:

6 foot table
8 foot table

Other:

The applicant understands and agrees this application is not a confirmation of facility use and that the date(s) for the
event will not be confirmed until the application has been reviewed and approved by College. Upon approval by College,
the applicant will be required to sign the District’s Facilities Use Agreement to finalize the application. This application is
not valid unless a Facilities Use Agreement, signed by both the Permittee and the District, is attached. Total estimated
fees are based on information provided by the applicant. Applicant is responsible for actual fees incurred. Any additional

fees will be invoiced and will be due upon receipt.

Applicant Signature:

Updated 1/5/2017

Date:
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Contract #

For SMCCCD Use Only

Account Number (FOAP):

1.
2.
3.

Facilities Assigned:

1.

ok N

Personnel Requirement (All staff charges will be at a two hour minimum):

San Mateo County Community College District

Request for Use of Facilities

Type # of | Estimated Type # of | Estimated Type # of | Estimated
Staff Fees Staff Fees Staff Fees
Security Technician Grounds
Custodial Special Tech. Other:
Total Estimated Fees:
Application Facilities Rental Personnel Equipment Other Total Est. Fees
$0.00 $0.00

College Supervisor Signature:

V.P. of Instruction/ V.P. of Student Services Signature:

V.P. of Administrative Services Signature:

Updated 1/5/2017

Date:

Date:

Date:
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Contract Number:

SAN MATEO COUNTY COMMUNITY COLLEGE DISTRICT
FACILITIES USE PERMIT AGREEMENT
WITH

This Agreement is entered into this __ day of , 2 by and between the San Mateo County
Community College District, a community college district formed and existing under the law of the State of
California, having its principal business address at 3401 CSM Drive, San Mateo, CA 94402 (hereinafter called
"District") and
(hereinafter Permittee).

APPLICATION: Permittee has completed an Application for use of Facilities (hereinafter “Application”), which
may include use of premises, facilities, property, furniture and equipment (collectively “Facilities) at the District
at the following location:

|:|Canada College
|:|College of San Mateo
[ ]Skyline College

|:| District Office

The Application describes the permitted Facilities and is attached hereto and by this reference made a part
hereof. Subject to the terms and conditions specified in this Agreement and any attachments incorporated by
reference into this Agreement, District grants Permittee use of the Facilities as described in the Application. In
consideration of the use of the Facilities, Permittee shall pay all fees in accordance with the Application and in
accordance with the terms and conditions set forth in this Agreement.

SCHEDULING: Application must be completed 45 days prior to the date of use.
COMMISSION: A 10% commission on fees collected by the Permittee will be paid to the institution
DEPOSIT: 100% of estimated fees required with return of contract.

CANCELLATION PENALTY; If event is cancelled by Permittee with less than 30 days notice, the following
penalties apply and are due to the district: 20-29 Prior business days notice: 60% of event total; 15-19 Prior
business days notice,75% of event total; 0-14 prior business days notice: 100% of event total. If event is
cancelled by Permitee 30 or more days prior to event, 10% of the deposit, with a minimum of $20, is non-
refundable.

INSURANCE. Permittee shall procure and maintain liability coverage and provide a Certificate of Insurance
and an Additional Insured Endorsement as specified in Appendix I. A certificate of insurance AND an additional
insured endorsement will be required.

INDEMNIFICATION. The Permittee using District Facilities agrees to indemnify, hold harmless, and defend in
accordance with Civil Code 82778, the District, its Board of Trustees, officers, agents, employees and
representatives from all claims, lawsuits or actions of every name, kind and description, brought for, or on
account of injuries to or death of any person, including user or any employee, agent, or invitee of Permittee, or
damage to property including intangible property and to whomsoever belonging, where such injuries, death or
damages occurred in, upon, or due to user's use of the District’'s Facilities, provided that this indemnity
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Contract Number:

obligation shall not apply to injuries for which District has been found in a court of competent jurisdiction to be
solely liable by reason of its own negligence.

DAMAGE TO FACILITIES. The Permittee is liable for the care and protection of District Facilities and will be
charged for any damages sustained to the Facilities because of the occupancy of District Facilites by Permittee.

AVAILABILITY OF FACILITIES. This agreement shall be considered as a reasonable guarantee from the
District to the Permittee that the Facilities will be available for use as specified. Should Facilities be needed on
an emergency basis for instruction or instruction-related purposes, the College reserves the right to reassign
space or to cancel the contract up to forty-eight hours preceding the scheduled event. (Alternative space will be
provided by College). District reserves the right cancel this agreement at its sole discretion in the event of a
local emergency or disaster where Facilities are needed for emergency operations activities.

PARKING. Event participants shall be responsible for compliance with and shall be subject to all District rules,
regulations and fees for parking during the event. Special parking requests must be made in writing and
approved by College President.

SPECIAL CONDITIONS FOR ORGANIZATIONS USING FACILITIES FOR SPORTS EVENTS,
TOURNAMENTS AND CAMPS

FINGERPRINTING AND BACKGROUND CHECK. All Permittee coaches, employees, volunteers or invitees
involved in permit activities offering organized sports tournaments, sports training camps or day camps for
minors (collectively “Camps for Minors”) must certify finger printing and background check requirements
specified in Appendix BG.

WRITTEN POLICIES REGARDING ACTIVITIES WITH MINORS. All Permittees utilizing the facilities for
Camps for Minors are required to have written policies and procedures regarding activities with minors
including: behavioral expectations for adults supervising minors, screening applicants for volunteer positions,
physical contact with minors, disciplining minors, transportation; supervision of bathroom use, supervision of
locker room use, release of minors at the conclusion of an activity and non-program contact with minors.

WRITTEN POLICIES REGARDING LIABILITY WAIVERS AND MEDICAL AUTHORIZATIONS. All permittees
using the facilities for sports camps, events, tournaments or any organized activity (collectively “Organized
Activity(ies)”) for any age group must maintain established policies and procedures regarding liability waivers
and medical authorizations for camp or event participants.

ATTENDEE ROSTERS. All permittees using the facilities for Organized Activity(ies) must maintain a full roster
of invitees for Organized Activity(ies) and have on premises with the manager of the camp.

FACILITY AND EVENT SPECIFIC RIDERS

This agreement includes terms and conditions specific to the particular facilities that are being permitted and the
events that are being held at the facilities. The appendices checked below are attached hereto and by this
reference made a part hereof.

[ ] Appendix AF: Athletic Fields [ ] Appendix D:  Non-sponsored District
Appendix AS: Auxiliary Spaces (lawn, Employee Organized Event
parking lot)
Appendix  BG: Fingerprinting  and [[] Appendix F: Filming
Background Check |:| Appendix FB: Food Trucks, catering, alcohol

2016-12-16 SMCCCD Facilities Use Agreement





Contract Number:

|:| Appendix G: Gymnasium |:| Appendix T: Theatre

|:| Appendix I: Insurance |:| Appendix O: Other Outdoor Spaces
EXECUTION. By their signatures below, each of the following represents that they have authority to execute
this Agreement and to bind the party on whose behalf their execution is made.

IN WITNESS WHEREOF, the parties hereto have executed this Agreement in duplicate.

DISTRICT/COLLEGE AUTHORIZED SIGNATURE PERMITTEE AUTHORIZED SIGNATURE

By: By:

Signature Signature
Printed Name: Printed Name:
Date: Date:

EIN 94-3084147

2016-12-16 SMCCCD Facilities Use Agreement
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Appendix AF:
Athletic Field, Court and Track Use

GENERAL TERMS. The use of athletic track and fields by community groups is limited to those times when the
fields are not needed for college activities.

Field and/or track use begins and ends at the times stated on the permit, including inspections, set-up and clean-
up. Groups are not allowed on the fields prior to the start time stated on the permit and are required to exit the
fields and have adjacent areas cleaned up at the ending time indicated on the permit.

Unauthorized use of any other facility not identified in the contract is strictly prohibited.

Only authorized participants are allowed on field of play (participants, coaches, officials). All others are to remain
in the stands. The use of the stadium playing surface will be limited to activity participants. Spectators will not be
permitted on the playing surface.

Motor vehicles are not allowed on any track or field surface except for maintenance or emergency.

Children are to be supervised and remain in the stands at all times. No playing on high jump/pole vault pits, sand
pits, or other practice areas.

Public toilets will be opened for scheduled games only.

PROHIBITED ACTIVITIES. The following activities or items are not allowed on any track, field, or court
area:

Bicycles, skate boards, roller blades, wagons or any
other wheeled vehicles

Formal practice or organized group without prior field
reservation

Alcoholic beverages

Unauthorized use of model planes or rockets

Fireworks or any open flame

Golf practice

The following activities or items are not allowed on the Synthetic Turf/track Fields:

Animals (except to assist persons with disabilities)

Chairs (must only be placed on concrete)

Food or drink on the field surface (water only)
Absolutely NO colored beverages

Glass containers

Sunflower seeds and gum

Tobacco products

Golfing, shot putting, javelin or discus throwing

Metal cleats and spikes (only formed rubber cleats are
allowed)

Painting, chalking, tape or other adhesive material
without prior approval

Stakes, spikes or other pointed objects

BASEBALL AND SOFTBALL FIELDS. The main diamonds may only be used for league or tournament games.
Practice sessions will be scheduled on other athletic playing fields.
Specialized facilities, such as batting cages, press box, and scoreboard are not available except for special

arrangement.

Users will be required to pay the labor costs for infield preparation.

All scheduled use must recognize the need to maintain and water the facility.

Only games using 90-foot base paths in baseball and 60 foot base paths in softball will be permitted.

2016-12-16 SMCCCD Facilities Use Appendix AF - Athletic Field, Court and Track Use
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Users may be required to supply their own bases.

Warming up/infield practice must be taken from the appropriate batting circles.

No hitting into the fences is allowed.

FOOTBALL STADIUM AND TRACK. Contracted use of the football stadium or the track is limited to those
facilities only. No other sport athletic field, including but not limited to the outfield of the baseball field or the

softball field may be used as warm-up areas.

The only shoes allowed on the running track are running flats or track shoes with spikes of a ¥4” length or less .
Track shoes with spikes longer than ¥4, baseball, football, and soccer shoes are not be allowed.

TENNIS COURTS. These facilities can be used for tennis only. Bicycle riding, skate-boarding, and roller skating
are expressly prohibited.

Drop-in use is permitted. Children under 16 years, however, must be accompanied by an adult.
Use of courts for organized tennis lessons, tournaments or other organized forms of tennis activities is expressly
forbidden without authorization from college facilities rentals office.

OTHER PLAYING FIELDS. These fields are for such activities as touch football, softball, soccer, and field
hockey and are primarily available for practice sessions or contests not involving spectators. Use will be limited
generally to these stated activities.

Failure to comply with these rules will result in users being asked to leave and/or immediate cancellation of
reservation. SMCCCD Staff reserves the right to refuse service to any participant and/or spectator who violates
any policy, procedure or engages in any verbal and/or physical abuse of the Sports Complex or district staff.
UNAUTHORIZED USERS WILL BE ASKED TO LEAVE.

FAILURE TO COMPLY IS SUBJECT TO ENFORCEMENT PER CALIFORNIA PENAL CODE 626.6.

Permitee Initials Date:
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EXHIBIT BG
AFFIDAVIT OF FINGERPRINTING AND BACKGROUND CHECK
FOR COACHES AND VOLUNTEERS

STATE OF CALIFORNIA COUNTY OF

L, ’
(Typed or Printed Name)

am the of , and the organizer of the
(TITLE) (ORGANIZATION NAME)

activities described in this Agreement. In connection with the activities in this agreement, the undersigned
declares, states and certifies that:

The activities described in the Agreement involve children under the age of 18. All coaches, volunteers
and others involved in delivering these activities have been fingerprinted and have completed background
checks and are cleared to be involved in the activities described herein.

Executed this day of , 20 at

(City, County and State)

| declare under penalty of perjury under the laws of the State of California that the foregoing is true and
correct.

By:

Title:

2016-12-16 SMCCCD Facilities Use Appendix BG Fingerprint and Background Check Affidavit
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		STATE OF CALIFORNIA COUNTY OF: 

		day of: 

		Print Name: 

		Text4: 

		Title: 

		organization: 

		Day: 

		City, county, State: 
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APPENDIX D
Conditions for Employee Use
of District Facilities for Non-Sponsored Event
and
Waiver of Liability for
Employee Activities not sponsored by District

I, , am an employee of the San Mateo County Community
College District (the “District”).

| plan to participate in or am organizing (name of activity) (“Activity”) at (enter College)

| understand that this Activity is not a District sponsored Activity and | am not acting as a District
Employee during my participation in this Activity.

| agree that | will not use any college equipment (including but not limited to sports equipment,
classroom equipment, or any other college owned equipment) in my performance of this
Activity.

| agree to save and hold harmless SAN MATEO COUNTY COMMUNITY COLLEGE DISTRICT,
its officers, agents, or employees from any and all costs, liability, damage or expenses
(including costs of suit and expense of legal services) or, by reason of any illness, or any injury
or death to myself or damage to my property of any kind whatsoever, arising as a result of the
activities involved in this non-district sponsored Activity

Signature Date

2016-12-15 SMCCCD Facilities Use Appendix D Waver for non-sponsored employee activity
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APPENDIX F

Filming at the San Mateo County Community College
District and its Colleges

1. Access: Itisimportant that the District and/or its College Communities (District) have access to all its
facilities. Permission to film on any District location is contingent upon the film crew allowing for
access to the location(s) where filming is taking place.

2. Finished product: Filming at the District will not be permitted if the finished product utilizes the
image of the District in situations reflecting drug usage, excessive violence, nudity, racism/sexism or

if deemed by the District to be obscene, overly sexually explicit or in any way derogatory toward
higher education, including anything that portrays students or faculty in a negative fashion.

3. Placement of Filming Equipment: Filming equipment (including but not limited to cameras, tracks,
props, generators, and electrical cords) shall be set up in a manner that does not create safety
hazards. In all cases, film crews must take steps to ensure that the placement of such equipment
includes: mats or other cable coverings when cables are laid out across a walkway; lay-out board in
all non-carpeted areas so that all filming equipment, whether mobile or stationary, does not directly
touch the flooring; and cones placed around any production vehicles or generators not in marked
parking spaces. Use of a Condor or other heavy crane on concrete or bricks requires prior approval
by District. If a Condor or other heavy crane is to be used on grass, plywood must be laid out under
the tires when driving and when parked. All cranes must be coned off with caution tape around
them.

4. Signage: All directional signs (including but not limited to signage for crew/truck parking or directions
to set) must be attached to stanchions and may not be hung on anything, including trees, poles, or
other District property. The company may supply their own stanchions or can rent them from the
District.

5. Modifications: Permittee may not drill, nail, glue or alter any campus property in any way without
permission from the District. If this permission is granted, Permittee understands that Permittee
must return property to its original state unless other arrangements have been made in writing with
the District.

6. Construction: Any type of construction, including temporary facades, must be approved in advance
by the District Public Safety and/or Facilities Operations and Maintenance and will only be approved
if it can be accomplished in a way that neither damages District property nor in any way endangers
faculty, staff, students, or visitors. All construction, equipment set-up, and other activities associated
with filming must be conducted safely and in accordance with OSHA and local Fire Department
standards and with any required Permits. Obtaining such permits is the sole responsibility of the
Permittee. Permittee must have documented safety policies procedures and employees associated
with the film project must utilize the safety procedures to ensure their safety as well as that of
District employees, students, and visitors.

7. Fire protection Equipment: The use of the fire hydrants and other fire protection equipment for
purposes of filming must be coordinated with District Public Safety and Facilities Operations and
Maintenance in advance of the project.

8. Refueling/Fuel Truck on Campus: Fuel trucks must be staged off campus until needed for refueling
only. The truck must be a fully and properly equipped refueling truck with any applicable state or
federal certifications. Drivers of fuel trucks must have the appropriate license(s) to operate the
truck. Generators MUST be shut down before refueling, absolutely no “hot pumping” is permitted.
District Public Safety shall be contacted by the Transportation coordinator of the production prior to
any refueling. An exclusions zone with a perimeter of a minimum fifty (50) foot radius shall be

1
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established prior to any refueling operation. Refueling will be a two person operation with one
person pumping and the other with a fire extinguisher IN HAND and at the ready. Persons refueling
will be Permittee agents or employees.

9. Cigarette Smoking: Smoking is prohibited in all enclosed buildings, facilities and District vehicles.
Smoking outside is permitted in specially designated parking lots only. Permittee will obey these
college-specific rules. No exceptions will be made to the Districts smoking policy.

10. Crew Behavior: Personnel in any way connected with the production can be ejected from District
property for engaging in any behavior that is deemed to be disruptive to the operation of the
District, or for being offensive in language or behavior to students, faculty, staff, administrators or
District guests.

11. Public Safety Officers: In addition to any Public Safety Officers required on actual film days, Public
Safety, in its sole discretion, may assign police personnel during additional non-filming days as it
deems necessary.

12. Pre-Approval from Public Safety and/or District Facilities Operations and Maintenance: A copy of
Permittee’s production plan, including types of vehicles to be used, any planned modifications to or
construction on campus property, must be submitted prior to filming. The plan is subject to approval
by District Public Safety and/or District Facilities Operations and Maintenance.

13. Pyrotechnic activity. Pyrotechnic activity is prohibited.

Permitee Initials Date:

2016-12-16 SMCCCD Facilities Use Agreement Appendix F, Filming





		Permitee Initials: 

		Date: 

		Contract Number: 






Contract Number

APPENDIX G
Terms and conditions for facilities rental of Gymnasium

a) Limited use of the gymnasium by outside organizations for other than College P.E. and athletic
programs during the academic year may be allowed.

b) Nothing shall be used on any floor which will mark the surface in anyway.

c) There is a minimum of 25 participants to qualify for community use of any part of the gymnasium.

Colleges may add additional college specific requirements here

Permitee Initials Date:
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APPENDIX |
Insurance Requirements for Facilities Use

Permittee shall procure and maintain liability coverage which shall not be less than the following
amounts (unless otherwise agreed to in writing by the Executive Vice Chancellor’s office):

Comprehensive General Liability and Property Damage insurance including:

a. Bodily Injury Liability insurance which provides for injuries including accidental death, per
any one occurrence in an amount not less than $1,000,000 per occurrence and $2,000,000
annual aggregate; and Property Damage insurance in an amount not less than $1,000,000
per occurrence.

b. Automobile Liability insurance in an amount not less than $1,000,000 including coverage for
owned, non-owned and hired vehicles;

c. Umbrella liability in an amount not less than:
|:| If checked, $2,000,000 per occurrence and annual aggregate; or
|:|If checked, $3,000,000 per occurrence and annual aggregate; and

d. [_]if checked, Permittee’s Liability insurance shall include sexual abuse coverage for its
operations under this permit.

e. |:|If checked, Permittee’s Liability insurance shall include an alcohol rider
Liability coverage must include both participants and spectators if event involves them.

If the Permittee maintains higher limits than the minimums shown above, the District requires
and shall be entitled to coverage for the higher limits maintained. Any available insurance
proceeds in excess of the specified minimum limits of insurance and coverage shall be available
to the District.

Required Rating. Insurance carriers must have a Best rating of A(-)X or better.)

Endorsements and Certificates of Insurance. San Mateo County Community College District, its
Officers, Agents and Employees must be named by endorsement on Permittee’s
Comprehensive General Liability and Property Damage Policies as co-insured or additional
insured. Certificates of Insurance and endorsements for coverages required herein shall be filed
with the College facilities rental office prior to the event or use of facility. The certificates shall
provide that if the policy or policies be canceled by the insurance company or Permittee during
the term of this Agreement, thirty (30) days written notice prior to the effective date of such
cancellation will be given to District's Executive Vice Chancellor. The certificates shall also show
the information that the San Mateo County Community College District is named on District's
Comprehensive General Liability and Property Damage policies as co-insured or additional
insured. Certificates shall clearly state that “The San Mateo County Community College District,
its Officers, Agents and Employees are named as additional insured per attached endorsement.

Permitee Initials Date:
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