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Online Facility Use Request Form
The Online Facility Use Request Form is a web-based system intended to facilitate the submittal of 

requests for facility use of a third party.  All uses of District facilities by third parties must be authorized 

through a written agreement or permit that is issued by the Facilities Services Division, Department of 

Real Estate and Asset Management.  

Submitted applications that do not qualify for Civic Center permits are further reviewed by the Leasing 

and Space Utilization Department.  Non-Civic Center applicants are subsequently contacted for issuance 

of written agreements that are not tracked through this online system.

The following pages provide guidance on how  to successfully submit a Facility Use Request Form online.   

It also summarizes system features that include application tracking, submitted documents, permit 

proposal acceptance, and payments received. 

For updates regarding this user’s  guide, application period  notices, and helpful links,  please refer to the 

Civic Center Permit Office website. 

URL:https://www.laschools.org/new-site/facility-use/civic-center-permit



Civic Center Permit Office Website
The “Apply Now!” button is the link to access the Request for Facility Use Form.



Registration:  In order to complete an online Request for Facility Use form, applicants must be registered 
through the Facilities Services Division (FSD) website:  www.laschools.org

● The “Register” link is located at the top, right-hand corner of the web page.  To create an account, fill in 
the form and submit the information.  

● When registration is complete, a confirmation email is sent to the account provided and email 
verification is required.  

● Please note that the email,  first and last names entered upon registration are to be  used for contact 
information by the Civic Center Permit Office.  All subsequent applications created using the same 
account are grouped and made available to the creation user only .

Login:  All registered users must log in to the FSD website in order to view their Request for Facility Use 
applications.  

● The “Login” link is located at the top, right-hand corner of the web page.  
● To ensure secure  access, the system redirects users to the login page until authentication is obtained.

Requirements for online application submittals:



www.laschools.org 



www.laschools.org 



Submitting a Facility Use Request Form Online



Facility Use Requests: Home >> My Applications
The initial system page, or Home page, contains two separate tabs for applications that are either In Progress 
(not submitted) or Submitted.  The “Create New Request” button generates a new application with a unique ID 
number that allows for progress tracking after the application is created.   



Overview of Application Sections
● A newly created application maintains an “In Progress” status until it can be submitted to the 

Permit Office for review.  These applications can also be deleted if they are created in error.  
● All applications are uniquely identified using their Application Number.



Overview of Application Sections (Continued)
● To expand a section, click the title bar.  Initially, the first section is expanded by default.
● After completing a section, click the ‘Save’ button.  The system expands the last saved section to 

encourage data entry review.  Move through the application by clicking the next section title bar.   



Section I:  LAUSD School or Office
● This section varies based on the selected description of organization/group.  An LAUSD School or Office must 

provide their school/office information based on a District’s list of pre-existing locations.
● All required data fields are marked in red, they must be completed for successful application submittal. 



Section I:  Non-LAUSD Organization/Group
● This section varies based on the selected description of organization/group.  A Non-LAUSD 

Organization/Group may be required to provide a 501(c)(3) or a description in some cases. 
● All required data fields are marked in red, they must be completed for successful application submittal. 



Section II: Activity Description
● The Event Title/Activity Name should be brief, not to exceed 200 characters. 
● All required data fields are marked in red, they must be completed for successful application submittal.



Section III:  Activity Details
● The activity description field must not exceed 800 characters; however, supporting documents may be 

uploaded in Section X of the application.
● All required data fields are marked in red, they must be completed for successful application submittal.



Section IV: School Site Selection
● The assigned Civic Center Agent seeks to accommodate requests within the list of preferred schools.  If a school 

member was contacted to approve your activity, please provide the school contact name and title. 
● All required data fields are marked in red, they must be completed for successful application submittal.



Section V:  Request Facility, Dates, Times, Days
● Example:  If a baseball field is needed from 6:00PM to 7:00PM Mondays and Wednesdays within a date range and 

then from 6:00PM to 8:00PM on Fridays within the same date range, create two ranges for the baseball field. 
● The dates and times corresponding to each facility date range will be displayed on Section VI.



Section VI:  Review Requested Dates
● The requested dates are listed chronologically.   Any unwanted date can be deleted from the list.
● Modifications to the facility date ranges in Section V will influence this list also.
● It is important to review these dates, facility reservations are permit costs based upon them.



Section VII: Attendance
● The Participant Age Range is a text field limited to fifty characters.
● All required data fields are marked in red, they must be completed for successful application 

submittal.



Section VIII: Parking/Parking Operations
● All required data fields are marked in red, they must be completed for successful application submittal.



Section IX:  District Equipment
● The description field is limited to 200 characters.  Additional information may be uploaded through Section X of the 

application. 
● The required data field is marked in red, it must be completed for successful application submittal.



Section X: Document Upload
● All applications require a certificate of Insurance to be uploaded.   Any additional documents should 

be of Document Type “Other”, the Document Note should be used to describe the Document Type. 



Terms & Conditions >> Form Submittal
● Scroll through the system Terms and Conditions or print them by clicking the ‘PDF View’ link on the top right.  
● Applicants must agree to the system Terms and Conditions to enable the ‘Submit Application’ button.
● Upon submittal, the system checks for completeness and indicates any missing or incorrectly entered data fields.



In Progress Applications
● Applicants may partially complete applications and revisit them by clicking the App ID on the left column.
● In Progress applications may be deleted by clicking the red ‘x’ on their ‘Delete column.  To avoid accidental 

deletion, an alert window prompts the user to either cancel or continue, deletions are final.  



Submitted Applications >> Non-Civic Center
● There are two list of Submitted Applications: Civic Center and Non-Civic Center.
● Non-Civic Center Applications are located below the list of Civic Center Applications.  
● The App ID link on the leftmost column allows applicants to view the submitted application in PDF format. 



Submitted Applications >> Civic Center
● Submitted Application lists allow a variety of searches. Data can be sorted, filtered, or downloaded. 
● The App ID column links to additional application screens that provide  permit processing data, application 

documents, and status history tracking.  The ‘Permit’ screens delineate further details.



Application Screens >> Permits, Documents, History Tabs

The Permits, Documents, and History tabs share the 
application summary block to the left of the screen.  
The application summary contains applicant mailing 
and contact data, the current application status and 
assigned agent; it also provides a brief overview of 
the requested school, facility and activity.   

The ‘View Application’ button links to the PDF version 
of the Request for Facility Use Form. The ‘Cancel 
Application’ button is available up to the Proposal 
Sent status on any permit resulting from the request.



Application Screen >> Permits

When a proposal is sent for applicant review, the permit 
is listed on the Permits Screen. Notice that the ‘Cancel 
Application’ button is not available and the Permit Fee 
column summarizes the amount of the proposal. For 
detailed information on the proposal, click the ‘View 
Proposal’ link on the rightmost column of the screen.  



Permits Screen >> View Proposal
● If proposal is agreed upon as-is, click the ‘Confirm Proposal’ button.
● The screen allows applicants to uncheck undesired dates and then ‘Recalculate’ the proposal amount.  If a 

recalculated amount is unsatisfactory,  ‘Reset’ proposal; otherwise, click ‘Confirm  Proposal’.  


