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Use of Facility Guidelines
for Parent Volunteer Organizations 

Every year, Parent Volunteer Organizations, such as PTA/PTSA, Booster Club(s), Alumni and/or Foundations 
are required to enter a Blanket Use of Facility agreement. 

Your school is required to produce this for your principal’s annual audit. 

Blanket UoF agreements will be in effect for the duration of your COI (Certificate of Insurance). There is no 
charge for these agreements, once it has been approved by the district and will cover the following: 

 Permission to use the school's name
 Fundraising efforts on behalf of the school

Per annual agreement, Parent Volunteer Organizations will be required to enter a separate use of 
facility (UoF) agreement for: 

 ANY/ALL carnivals, fairs,
and/or festivals no matter

when they take place 

 Any after-school programs
sponsored by PTA/PTSA

or Booster Club(s) 

 All weekend, evening or
events scheduled on non- 

student days 

 Each reservation will serve as a separate UoF agreement for these events. Events must be submitted 30 days
prior to planned event to provide time for verification of documents/information and approval process.

Note: PTA & Booster Clubs are waived of paying rental fees. However, these organizations are still required to cover the indirect 
costs that our district incurs associated with reservations, so the school/district does not incur these fees itself. These costs can 
include personnel OT, utilities when not in normal use and custodial supplies such as hand soap, toilet paper, paper towels, and 
other cleaning supplies used during their events, if applicable. Organizations cannot provide outside custodial supplies. Every 
reservation is evaluated on a case-by-case basis.

What your organization is responsible for: 
� You will need to create an account in your organization’s name if you have not already done so 

o Note: PTA/PTSA name should match what they have registered with the FL PTA (example: B C Graham Elementary PTA)

� Parent Volunteer Organizations are required to enter their request a minimum of  30 days prior to first date of use 

 � Organizations must be in compliance with parent organization and/or the IRS

You will need to upload the following documents: 

 � Current/Valid Certificate of Insurance (COI)

 EIN and/or Tax exempt Certificate

This document will be uploaded to the insurance section of the organizations account and must be in compliance with HCPS policies: 

 The PTA/PTSA/Booster Club shall provide the school with proof of general liability insurance to cover all its
activities at the Property with an amount of $50,000 per accident and $300,000 per occurrence

 Name on COI must match account name in Facilitron (example: B C Graham Elementary PTA)

 Must have HCPS listed as “Additionally Insured” and should read exactly as follows:
 Hillsborough County Public Schools

901 E. Kennedy Blvd.
Tampa, FL. 33602 

� Valid Tax exempt certificate or EIN # associated your organization’s name 
This document will be uploaded to the “document” section and should be applied to “ALL” reservations. This document tells us that 
you are an active non-profit organization that is allowed to use the name of your parent organization PTA or School Booster Club.  
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1. You will need a digital copy of your certificate of insurance (COI) and ending date of the policy. 

 
2.  Log into your parent volunteer organization account. 

 
3. From your dashboard (a) or welcome screen (b) - type your school’s name in the enter facility 

box and select your school from the listings in your city.  
 

a.  
 
Welcome screen 
 

b.  
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4. Once on your school’s landing page, in the “search facility” box, type classroom and select 

Standard Classroom, then click Search. 

a.  
 

 
 
 
 

5. Select the standard classroom at your school. This should be the very 1st option listed. 

a.  
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6. Increase quantity of classrooms to 1, this will then allow you to choose the COI ending date on 

the calendar. 

a.  
 
 

7. Click on the month/year to scroll change the year and/or month, select the date your COI expires 
then select any 30 min window of time available. Then click continue. 

a.              
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8. Add 1 day to cart. 

a.  
 

9. Click “No Thanks” to additional facilities. 

a.  
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10. Click Check Out. 

a.  
 

11. Name event Blanket Use of Facility and complete facility use questionnaire as it is below, then 
click Continue. 

a.  
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12. Click continue (No need to add additional services). 

a.  
 

13. Agree to Terms & Agreements, then Submit. 

a.  
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14. Choose “pay by mail” to temporarily bypass the payment process, then select Submit 
a. Note: After the school accepts your request and your information is validated by 

Facilitron, fees will be removed when the permit is issued. 

 
 

15. Confirmation page ~ Almost Done!  
Take note of the “Request No.”  If you have questions that will be needed to find your specific request. 

a.  
 

Next up – Insurance requirements 
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COI Sample: Parent Volunteer groups policy requirements: Liability coverage at the Property with 
a minimum amount of $50,000 per accident and $300,000 per occurrence. 
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16. Upload your Insurance - You can upload your COI from this confirmation page (a), the request 

management page (b) or from your dashboard (c). 

a.  
 
Click Go to Request Management Page  

b.  
Navigate to insurance section (left column, 4th box down) click Upload… to choose file. 
 

 
c. Dashboard - Select Insurance tab from left menu pane – then in upper right corner 

Insurance: select Upload.  
Note: Terms lists policy requirements this will only appear if you have no policy uploaded, 
your policy was not able to be auto verified and needs to be viewed by a team member 
to manually verify or if it’s invalid. 

 
 

 
Next Up – COI auto verification and correction notifications 
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17. Once you upload your COI the system will attempt to auto verify the document. 

a.  
 

18. If your COI is valid, you will receive this pop-up message: 😊😊 

a.  
 

19. If you document was not able to be auto verified and must be reviewed by a team member to 
manually verify or it is invalid, you will receive this pop-up message: ☹ 

a.  
 

20. If your insurance was not able to be verified automatically and must be manually reviewed by a 
team member you will receive this email until they review and respond.  

a.  
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21. If your COI is invalid, you will receive an email listing the corrections that must be made. 

a.  

Possible Mistakes How to Fix 
Wrong Document Type – Usually when you 
upload your policy receipt containing your 
payment and the full policy details. If your policy 
you are uploading is more than 2 pages, it is most 
likely the incorrect document.  

Ask your insurance provider to supply you with 
your Certificate of Insurance with the additionally 
insured endorsement. 

Insured Name incorrect Have your insurance carrier change insured name 
in the upper section of the certificate to your 
organizations name 

Certificate Holder information missing or 
incorrect. This must be listed as our district’s 
name and home office address 

Have your insurance carrier change Certificate 
Holder’s name in the lower left section of the 
certificate to Hillsborough County Public Schools 
901 E. Kennedy Blvd. 
Tampa, FL. 33602 

Additional Insured Endorsement missing. 
Certificate must say “HCPS is additionally 
insured…) in the Description of Operation box or 
have a separate additionally insured 
endorsement page    
 

Have your insurance carried add Hillsborough 
County Public Schools as additionally insured to 
your policy 

Missing Signature Have your insurance carrier provide a signed (by 
the insurance agent) document back to you 

Insurance expires before event starts/ends Check your dates on your request and/or COI 
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22. Once corrects have all successfully made you will receive this email:  
 

a.   
 
 

23. Now the school must accept your request 
 

24. Once the school accepts, your request it will be moved to the next approval process where the 
following will be reviewed: 

 
a. Any documents uploaded, COI not auto verified, 501-C Tax exemptions etc. 
b. IRS and/or parent organization compliance 
c. Any notes in the comment section from school are addressed 
d. Your Blanket Use of Facility agreement will be made audit ready for your school 

 
25. A permit will be issued 😊😊 

a. Note: If at any time the district is notified that your unit/organization is out of compliance 
with your parent organization your permit will be suspended or revoked until all 
compliance has been satisfied. You will be notified via email from no-
reply@facilitron.com if this happens.  
 

26. You will be required to complete this process each year when you renew your COI. 
 

 
Thank you! 
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How to contact Hillsborough County Council PTA/PTSA for concerns of compliance or 
have other questions regarding by-laws, board officers, membership, 990’s, 501-C or 

other IRS questions? Reach out to Hillsborough County Council PTA/PTSA. 

 Below are the HCC PTA/PTSA Officer Emails 
president@hccptaptsa.org 
vptraining@hccptaptsa.org 

treasurer@hccptaptsa.org 

vpareas@hccptaptsa.org 
 

 
 HCC PTA/PTSA Homepage: https://www.hccptaptsa.org 
 
Compliance Checklist: https://www.hccptaptsa.org/compliance-checklist 
 
Training Resources: https://www.hccptaptsa.org/pta/ptsa%20training%20resources 
 
FL PTA Kit of Materials: https://www.hccptaptsa.org/kit-of-materials 
 
PTA Facilitron Instructions: https://www.hccptaptsa.org/facilitron 
 
New or Restarting Unit: https://www.hccptaptsa.org/new-or-restart-unit 
 
New/Returning Officers Form: https://www.floridapta.org/new-or-returning-officers-form/ 
 
PTA Meeting Rules: https://www.hccptaptsa.org/pta-meeting-rules 
 
Find Your PTA Unit’s Status: https://www.floridapta.org/find-your-local-pta/ 
 
HCC PTA/PTSA Calendar: https://www.hccptaptsa.org/events 
 
Membership: https://www.hccptaptsa.org/membership 
 
Principal Resources: https://www.hccptaptsa.org/principal-resources 
 
Contact Us: https://www.hccptaptsa.org/community-happenings 
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