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District Guidelines   
• Reservations must be put in 20 days prior to the event. This allows the school 

to approve and coordinate with other parties.
• Request timeline:

• Reservations open 30 min after the final bell until 9:30pm on school days.
• If using outside vendors to run afterschool activities, please list the name of 

the PTSA/Booster member who will be chaperoning the activity.
• If using any food trucks or inflatable companies, please contact support 

services for approval. 

Building and Stadium use request for 
Sept/Oct/Nov
Submitted by: June 1
Approval by: July 1
Building and Stadium use request for 
Dec/Jan/Feb
Submitted by: September 1
Approval by: October 1

Building and Stadium use request for 
Mar/Apr/May
Submitted by: January 1
Approval by: February 1
Building and Stadium use request for 
Jun/Jul/Aug
Submitted by: March 1
Approved by: April 1

Field use requests for Jan-Jun
Submitted by: November 15
Approved by: December 15
Field use requests for Jul-Dec
Submitted by: May 15
Approved by June 15
Performing Arts Center use requests for 
Sep-Aug
Submitted by: July 1
Approved by: August 1

FAQ - Lake Washington School District

https://www.lwsd.org/services/facilities/facility-use/faq
https://www.lwsd.org/services/facilities/facility-use/faq
https://www.lwsd.org/services/facilities/facility-use/faq


Managing and creating an account in Facilitron

If you are new to your school PTA/PTSA or Booster Club, you will need to be added to 
the account that the previous board was using. This gives you access to all prior 
reservations and will enable you to continue to build a historical background for your 
club.
There are three ways to be added to the PTA/PTSA or Booster Club that is currently 
set up. 
1. If there is a club email address, use that as your username and have the previous 
board member share the password. If the password is lost use the ‘forgot password’ 
link on the login page.
2. Call Facilitron and have yourself added to the renter organization. 800-272-2962
3. Assist new users by adding them when they are elected (see next page)



To Add Additional Users to Your Account

Adding Additional Users Support Document

5

• As officers change with your organization, simply add users to existing account so your activities stay within your group and no need to track down 
initial documentation making reserving future events and completing your annual Use of Facility agreements easy. 

• Have multiple accounts to coordinate various events within your organization
• To have back-up personnel  

To add a user:
• Log in to your Facilitron account and navigate to 

your organization's "Dashboard"
• Select "Users" from the Setup menu on the left-

hand side menu bar.
• Add new user Click "Add New User" and fill in the 

boxes with the requested information:
• Add user form
• The new user will be notified by email that they 

been added to your organization and will be 
prompted to create a password to access the 
account. (If they do not receive the email in their 
inbox, please have them check their junk/spam 
mailbox folder).

• NOTE: If the user already has an individual account, 
the user will receive an email that informs them 
that a new role has been created for them within 
your organization.

https://support.facilitron.com/support/solutions/articles/33000231109-adding-additional-users-to-your-organization
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015861611/original/RRAzC9WPQCXFFW2mMW64fH7pXPpSDm95fA.png?1536964813
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015861625/original/ZPKEzaKWbKBKY0US2LaO1MalPogqYY_TIg.png?1536964930


Create a New 
Reservation
https://www.facilitron.com/lwsd98052

Clicking on the school site or district 
from this dropdown will bring you 
directly to their storefront

1

2 A school site or district’s storefront will show a carousel of some of 
their featured schools or facilities. Clicking on a facility from the 
carousel will bring you directly to the to the facility details page for 
that facility, where you can view photos, a description of the 
facility, rental availability, amenities, starting rates, capacity, and a 
map for where the facility is located. 

If the facility you would like to reserve does not appear on the 
carousel, you may continue to search for it in the search bar on the 
school site.



3 Once you have chosen the facility 
you would like to submit a 
reservation for, clicking on it will 
bring you to the facility details 
page. Clicking on any of the photos 
here will open a pop up window 
that shows additional photos of the 
space.

Select the date(s) you would like to 
reserve the space. (Remember all 
reservations must be entered 20 
days before per district policy)

Select start and end times. Then 
click continue. Note: If the times 
you want are greyed out you can 
write detailed notes in the 
comment section at the end and an 
elevated approver will go in and 
change them for you if the times 
will work for the site.

4
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Finalizing your Reservation

Name your event - 
be specific

Select the event 
type from drop 

down

Enter the # of 
attendees 
expected

Answer the 
remaining 
questions 

according to your 
event

Select continue

7
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8 9

10

*Note: Appropriate fees will be waived once all needed 
documentation has been uploaded

❑ Select payment option “By Mail”
❑ Click Submit 

9

On the confirmation page you can:
• Leave a comment/instructions
• Upload any documents
• Upload insurance if needed.

❑ Accept the Terms & Conditions

❑ Click submit



*If your event is during school hours and you could not select the times needed, please leave detailed notes to change the 
dates and an elevated approver will change them for you once the school site has approved your requested dates

Click on the reservation 
number to view and/or make 
any changes or to cancel the 

reservation.

Leave detailed notes of any 
changes or request you have. Upload insurance

10

Leave your detailed notes here →

Upload your insurance here 

You are required to upload insurance from any vendors 
you’re planning to use in the documents section 

Be sure to label them with the name of the vendor and 
provide a list of vendors being used 

↓ Reservation Detail Page 
↓



 Teamwork Makes the Dream Work 
For 24/7 assistance contact Facilitron 1-800-272-2962

 For helpful videos & How-to’s visit: https://support.facilitron.com/support/home
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Use Facilitron to provide 
the history of PTA/PTSA 
and Booster events to 
upcoming classes!

Make notes in the 
comment section about 
what did and what didn’t 
work at your event!

Upload photos in the 
document section of the 
reservation to show the 
layout for recurring 
events.

Look back at previous 
reservations and learn 
from the past! Check out 
the comments to get the 
history.

https://support.facilitron.com/support/home


Certificate of 
Insurance 
Requirements

• All PTSA’s and Booster clubs must have a 
current Certificate of Insurance on file with 
the district

• Minimum Requirements
• Commercial General Liability Limits: $1M per 

occurrence/$2M aggregate
• Physical and Sexual Abuse coverage: $1M per 

occurrence/$3M aggregate
• Lake Washington School District must be named 

as an additional insured
• Waiver of Subrogation clause 

 
  
 
 Insurance Requirements:  
                

 
 
Coverage shall be maintained during the term of this Agreement and for a period of three (3) years 
thereafter.  Insurance is to be placed with insurers authorized to conduct business in the State of 
Washington and with an A.M. Best Co. rating of not less than A-. All policies must be occurrence-
based and cannot be claims-made based. Limits shall not be less than the following: 
 

• Commercial General Liability issued on form CG 00 01:   
o $1,000,000 Per occurrence for bodily injury and property damage. 
o $1,000,000 Personal injury  
o $2,000,000 Annual aggregate limit. 
o An endorsement shall be issued on the general liability policy naming Lake 

Washington School District, its directors, officers, representatives, employees and 
agents as additional insureds.   

o The policy shall include a waiver of subrogation clause and be primary and non-
contributory.  Lake Washington School District’s coverage shall be considered excess 
over any other available coverage. 

o There cannot be any sub-limits on any Commercial General Liability policies. 
 

• If services include professional services provided directly to students, then professional 
liability insurance with limits of not less than $1,000,000 per claim / $3,000,000 aggregate 
will be required. There cannot be any sub-limits on any professional services policies. 

 
• Physical and Sexual Abuse coverage $1,000,000 per claim/$3,000,000 aggregate.  

 
• When services are provided on District property: 

o Commercial Auto Liability of at least $1,000,000 providing owned, hired, and non-
owned auto liability. 

o If services are provided by an individual and not an LLC or corporation, then Vendor 
agrees to carry Personal Auto Liability coverage in an amount that meets or exceeds 
the Washington State law requirements. 

 
• A certificate of insurance and additional insured endorsement shall be submitted to Lake 

Washington School District, Risk & Safety Services Department prior to commencing work.  
 
o Certificate Holder: 

Lake Washington School District No. 414 
16250 NE 74th Street 
Redmond, WA  98052 
 
pnylin@lwsd.org |E-mail Address 

 
• Notification shall be submitted to the District as soon as possible of any cancellation or 

material changes in coverage.  
 

• Any deductibles or self-insured retentions in excess of $10,000 must be declared to and 
approved in advance by Lake Washington School District.  Vendor will be responsible for any 
deductible or self-insured retained limit.   
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Using Outside 
Vendors

• Vendors need to provide a COI naming the 
PTSA/Booster club as the additional insured. 

• Upload vendor COI to the documents section 
• PTSA/Booster member must be present while 

vendor is on site (please provide name of 
chaperone on reservation)



Questions?
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