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PURPOSE OF TODAY’S PRESENTATION

● Provide an Overview of the Process, Policies and Procedures 
Regarding the Use of District Facilities by Third Parties

● How to Apply 

● Important Things to Remember

● Provide Resources for Additional Information

● Answer Questions
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REAL ESTATE AND BUSINESS DEVELOPMENT DEPT.
The Real Estate and Business Development Department is Responsible for 
Negotiating, Preparing, Processing, Executing and Managing Agreements for Third-
Party Use of District Facilities and District Use of Non-District Sites, Including but not 
Limited to:

• Civic Center Permits
• License and Lease Agreements
• Film Permits
• Purchase and Sale Agreements
• Joint Use and Joint Powers 

Agreements

• Charter School Facility Use 
Agreements

• Public Private Partnerships and 
Relationship Agreements

• Beautification and Murals
• Access and Development 

Agreements
• Construction Easements
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PROCUREMENT HANDLES OTHER AGREEMENTS
Procurement Services Dept. Responsible for Contracting of Venues or 
Vendors for Special School / District Events, Such as:

● Graduations

● Proms 

● Bus Transportation

● Locations for Professional Development 
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THE USE OF DISTRICT FACILITIES

The Use of District Facilities is Governed by:
● Federal, State and Local Laws 
● CA Education Code
● Board of Education (Board) Rules and District Bulletins and Policies 

Requires: 
● A Written Agreement (Except for School Sponsored Events)
● Current and Appropriate Levels of Insurance for the Planned Use 
● Fees for Use to be Paid in Advance

● Agreements are Executed by District Staff Pursuant to Authority Delegated or 
Authorized by the Board

● Licenses for More Than 30 Days in a Fiscal Year are Subject to Public Bidding

● In Some Cases, Agreements Will Require Approval by the Board of Education
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MOST COMMON TYPES OF AGREEMENTS
CIVIC CENTER LICENSE AGREEMENT FILMING

APPLICATIONS
(PER YEAR) Approx. 3,000 Approx. 1,300           Approx. 600

LENGTH OF USE One Permit Period
(Maximum of 6 months)

Short Term: Up to 30 days of use 
in a fiscal year

Long Term: 30+ days of use in a fiscal year

Varies: 
Non-Instructional 

Hours 

HOURS OF USE Mon - Fri     6pm  to 10pm
Sat - Sun     8am to  10pm

Varies by request 
Exceptions based on facility and capacity Varies 

APPLICATION TURN 
AROUND TIME Up to 45 Business Days Up to 45 Business Days 4 Business 

days

FACILITY COST
Additional Cost May 

Apply
$38 per hour

Market, Direct or Reduced Direct
(Varies by Request)

Film LA Rate Sheet
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CIVIC CENTER VERSUS LICENSE AGREEMENTS

CIVIC CENTER SHORT TERM LICENSE LONG TERM LICENSE

Recreational Youth Sports 
Leagues and Events, 

Public Meetings, 
Boys/Girls Scouts, 

Neighborhood Councils

Beautification, 
Fundraising, 

PTA/PTO Booster Events, 
Access, Parking, 
Filming Permits, 

Summer/Winter Camps

Childcare, Enrichment, 
Joint Use, Wellness, 

Charter Schools, 
Religious Services, 
Open Air Markets
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CIVIC CENTER ACT

The Governing Board of a School District Shall Authorize the Use of School 
Facilities or Grounds Under Its Control by:
• A Nonprofit Organization, or 

• A Club or an Association Organized to Promote Youth and School 
Activities:
o Girl Scouts; Boy Scouts; Camp Fire USA; or YMCA
o A PTA / PTO
o A School-Community Advisory Council (i.e., Neighborhood Councils)

• A Recreational Youth Sports League That Charges Participants no More 
Than a Nominal Fee: Average of no More Than $60 per Month
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CIVIC CENTER PERMITS

• Civic Center Rate is Currently $38/hr. plus $5/day for Custodial 
Supplies

• School Facilities - Limited to Only Non-Classroom Space

• School Grounds Include, but are not Limited to - Playing Fields, 
Athletic Fields, Track and Field Venues, Tennis Courts, and Outdoor 
Basketball Courts

• Requires a License Agreement With Fees at Fair Market Value if an 
Admission Fee is Charged or Contributions are Solicited and Net 
Receipts are not Expended for the Welfare of the Pupils of the School 
District or for Charitable Purposes

9



SCHOOL SPONSORED EVENTS
• A “School/District-Sponsored Special Event” Must Have ALL of the Following:

o Authorized District Employees, District Officials, or the Associated Student 
Body (ASB):
 Initiate the Event,
 Plan the Event,
 Directly Control and Supervise the Event, and
 Are Responsible for all Expenses and Liability Associated with the Event

o The Host school, or ASB Receives all Proceeds, if any, Generated by the Event 

• Activity Must Meet the Requirements of Risk Management and Finance

• There is no Fee, and no Permit or License Agreement Will be Issued

• If 3rd Party Vendors on Site, Must Provide the Certificates of Insurance and any 
Additional Supporting Documentation for all Vendors.   

• Fundraising Events Require Application to the Fundraising Portal
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PTA / PTO / BOOSTER EVENTS
● If no Fundraising:

o Apply for a Request for Facilities Use Application at the Portal: 
Asset Management (laschools.org)

● If Fundraising:
o Apply for a Request for Facilities Use Application at the Portal, and 
o Make Application at the District’s Fundraising Portal: 

LAUSD School Fundraising Program

● PTA / PTO / Boosters Receive License Agreement for Their Use

● Charged no Direct Fee as District Currently Covers the Facility Use Cost
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https://www.laschools.org/new-site/facility-use/licenses-and-permits/
https://fundraising.lausd.net/Home/MultiSignIn


SHORT AND LONG TERM LICENSE AGREEMENTS

● Short Term Limited to 30 Days of Use in a Fiscal Year

● Long Term Agreements Require a Notice of Intent (NOI)

● 62% of the Net Income to the Host School / 38% to the District
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FILM PERMITS

● Film Permits are processed and issued through FilmLA

● FilmLA Website: https://my.filmla.com 

● 75% of the Net Income to the Host School / 25% to District

● Schools Cannot Request / Require a Film Company to Donate in 
Order to Secure School Site Approval
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REAL ESTATE RECEIPTS BY TYPE
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FACILITIES USE APPLICATION PROCESS

Go to the Facilities Licenses 
and Permits Page:

Asset Management 
(laschools.org)

CLICK HERE TO 
BEGIN THE 

APPLICATION 
PROCESS
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https://www.laschools.org/new-site/facility-use/licenses-and-permits/
https://www.laschools.org/new-site/facility-use/licenses-and-permits/


FACILITIES USE APPLICATION PROCESS

Create a User Name
and Password
Complete the 

Application

Attach COI’s

Submit Application
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LICENSE

CIVIC CENTER 
OPERATIONS

RECEIVE PAYMENT

ISSUE PERMIT OR 
LICENSE

AGENT ASSIGNED

EMAIL INVOICE
TO APPLICANT

REVIEW AND 
APPROVE COI

ASSIGNS 
STAFF

CONFIRMS 
AVALIABILITY

RISK
FINANCE

ASSIGNED TO RISK FINANCE 

PAYMENTS MAY BE MADE BY
Credit Card, Check or Money Order

ACH Coming 

FACILITIES USE APPLICATION PROCESS

ENJOY YOUR EVENT!

Civic Center 
Permit 

School 
Sponsored 
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OPPORTUNITIES

● Ability to pay for Permits and Licenses via Automated Clearing 
House (ACH)

● Improved Communication and Awareness of District Policies 
Associated with Facility Use
o Will Help Address the Use of Facilities Without an Agreement or 

Certificate of Insurance (COI)

● Updating the Fee Structure for Civic Center and Market Rate 
Agreements

● Review Board Rules and District Bulletins and Policies and Update 
Where Necessary
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RISK MANAGEMENT DIVISION
RISK FINANCE AND INSURANCE BRANCH
The Risk Management Division oversees the District’s insurance programs, 
including self-insurance.

The Risk Finance and Insurance Branch (Risk Finance) reviews the 
insurance coverage for the following Facilities Use agreements:

• Civic Center Permits
• License Agreements
• Access Agreements
• Film Permits
• Charter School Agreements
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CERTIFICATES OF INSURANCE (COI) REVIEW 
FLOW CHART

FACILITIES APPROVAL

NO PERMIT OR AGREEMENT 
NEEDED

APPROVAL LETTER SENT 
DIRECTLY TO APPLICANT

SCHOOL-SPONSORED 
EVENTS

LICENSE AGREEMENTS OR 
CIVIC CENTER PERMITS

RISK FINANCE RECEIVES COI 
FOR REVIEW AND APPROVAL

1. DESCRIPTION OF ACTIVITIES
2. PARTICIPATING VENDOR LIST

3. PARTICIPATING VENDOR COIS

20



INSURANCE REQUIREMENTS

● The required insurance coverages and limits vary by type of use and activity.

o Commercial General Liability
o Commercial Auto Policy
o Workers’ Compensation

● A comprehensive list of insurance requirements can be found at 
https://specialevents.lausd.net.

● The certificate holder and additional insured endorsement must be listed 
exactly as follows:

LOS ANGELES UNIFIED SCHOOL DISTRICT & THE BOARD OF EDUCATION 
OF THE CITY OF LOS ANGELES

333 S. Beaudry Ave., 28th Floor, Los Angeles, CA 90017
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https://specialevents.lausd.net/


REQUIREMENTS OF THE COI FORM

Additional Insured Must Say:
Los Angeles Unified School District 

and the Board of Education of the City 
of Los Angeles are included as 

additional insured with respects to 
General Liability and Auto Policy

Certificate Holder Must Say:
Los Angeles Unified School District and 

the Board of Education of the City of 
Los Angeles

333 S. Beaudry Ave., 28th Floor
Los Angeles, CA 90017

Ensure Required Coverages 
are Provided

Ensure Required Limits
are Provided

Additional Information
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CONTACT INFORMATION AND REFERENCES

Facilities Use Portal:  
Asset Management 

(laschools.org)

Real Estate & Business 
Development 

(213) 241-6900

Email:
facilities-use@lausd.net

Website Registration and Log In 
Guide:

FSD-Website-Registration-and-
Login-Guide

Risk Finance
Risk Finance and Insurance Services

riskfinance@lausd.net

Guide to Facility Use Application:
Guide to Online Facility User Request 

Form 
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https://www.laschools.org/new-site/facility-use/licenses-and-permits/
https://www.laschools.org/new-site/facility-use/licenses-and-permits/
mailto:facilities-use@lausd.net
https://www.lausd.org/cms/lib/CA01000043/Centricity/domain/261/licenses_and_permits/FSD-Website-Registration-and-Login-Guide.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/domain/261/licenses_and_permits/FSD-Website-Registration-and-Login-Guide.pdf
https://www.lausd.org/Page/2792
mailto:riskfinance@lausd.net
https://www.lausd.org/cms/lib/CA01000043/Centricity/domain/261/licenses_and_permits/Guide_to_Online_Facility_User_Request_Form.pdf
https://www.lausd.org/cms/lib/CA01000043/Centricity/domain/261/licenses_and_permits/Guide_to_Online_Facility_User_Request_Form.pdf


QUESTIONS?
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