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Benefits of a Coordinated Facility 
Rental Program
 
Many school districts have a “facility rental program” 
of sorts.  They are willing to rent their space.  But far 
fewer have a coordinated facility rental program.  By 
that, we mean a program that involves things like a 
detailed, district-wide listing of rentable space, well-
defined procedures for securing a room, court or field, a 
documented process for managing space rentals, a plan 
for publicizing the program, etc.  

If you’re looking to initiate or accelerate a facility rental 
program, this brief, pointer-packed guide can help.  Use 
it to avoid mistakes and take advantage of the successes 
we’ve been a part of in our work with school districts 
throughout the U.S.

For those entities that have a successful program in place, 
there are multiple benefits:

• Process and Document Standardization - EMS is a 
flexible system that can easily mirror your existing 
processes (including different processes by facility, if 
appropriate). 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Increased Revenue -  This is the primary reason many 
districts implement a rental program.  From buying 
much-needed teaching materials to funding facility 
improvements, there are endless ways to spend extra 
income.  

• Greater Asset Awareness - A complete inventory 
of your district’s rental space and related assets 
is strongly recommended before you start your 
program.  Don’t be surprised if it turns up items you 
had forgotten you have.  Yours would be not be the 
first school system to “discover” resources that had 
fallen into disuse or been overlooked for years.  

• Stronger Community/District Bond - Ask anyone who 
has managed a successful rental program and they’ll 
tell you that community engagement with the district  
increases noticeably.  People who use your facilities 
for their own events see information on others.  This 
drives up interest, attendance and involvement all 
around.  
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“Our administrators like 
that the EMS for Outlook 
module streamlines the 
scheduling of meeting 
space at the district office.  
They also like that most 
of our schedulers use 
web-based Virtual EMS, 
allowing IT to update the 
system more easily.” 
Phyllis Johnsen, Facility 
Scheduling Supervisor, 
Blue Valley (Kansas) School 
District  



Three Keys to Making the Case 
for Facility Scheduling Software
 
As someone who is involved in the day-to-day 
operation of a facility scheduling program,  
you can see the need for software specifically  
designed for the task.  Administrators, who are 
more removed from the process, may need a 
little convincing!  In your discussions with them, 
keep in mind three keys to getting the green  
light for this project: Clarify, Identify and  
Quantify. 
 
There are many types of scheduling software 
used in a K-12 environment.  Be sure you are 
very clear about what EMS will be used to  
schedule (rooms, fields, etc. plus resources 
like equipment) and what it will not be used  
to schedule (a staff member’s personal 
appointments, for example).  It’s easy for a  
purchasing authority to jump to “we already 
have something for that” if you don’t give them 
specifics.   
 
Choose areas of improvement that you intend 
to address using the software and spell them  
out for administrators.  Increasing rental 
revenue, decreasing time spent answering  
room scheduling questions and improving user 
satisfaction are just a few of the things facility 
scheduling software can help you do.  

Having goals is important; having ways to measure 
progress toward those goals is just as important.  Let 
administrators know that you’ve got both objectives and 
a way to gauge your success.  They will find this very 
reassuring.  It’s likely that they will be asked (by higher 
level administrators or possibly the public) to justify the 
purchase at some point.  
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A survey on technology in event management by Frost 
& Sullivan concluded that schedulers who use event 
management software enjoy a 27% increase in 
productivity.  What’s more, the events they manage 
show a 20% increase in attendance!



Software Implementation 
Process Pointers 

Invite Input -  Meet with every group 
affected by the change - individually so 
they can voice concerns specific to the 
group. Then gather all of the groups 
to hash out any cross-department 
communication or procedural issues.  
Allow ample time for people to express 
any apprehension about the transition. 

Do your Homework - Strongly 
encourage users to review the product 
documentation even before the 
software is installed.  Doing this will 
leave them well-prepared and eager to 
dive in.   
 
Reach out for Reassurance - Put 
users in touch with others who have 
switched to the new system and have 
had positive experiences.  A little 
encouragement goes a long way. 

 
 
 
 

 

Timing is Everything - A great time for 
rolling out a facility scheduling system 
is late in the school year - March or 
April.  This ensures that all of your 
staff  (including those who are off 
over summer) are around to help with 
the installation and learn about the 
system.  Then, after the school year 
ends, employees who do not go on 
break typically have some distraction-
free time to focus on defining your 
data and prepping for the start of 
classes in the fall. 
 
Baby Steps - When deploying an 
application district-wide, consider a 
phased approach.  You want to have 
everyone using the new system as 
soon as possible.  However, trying to 
address each school’s unique needs 
all at once can spread your IT staff 
thin and leave everyone disappointed 
in the support - and ultimately the 
product.  Another benefit of this 
approach is that those groups that 
make the transition first can help in 
the training of later converts.   

 
 
 
 

Share your Struggles - While your goal 
may be to have a seamless transition 
to your new system, seamless doesn’t 
have to mean invisible.  Take some 
of the pressure off your staff by 
announcing to facility users that a 
software change is coming.  Let them 
know that some minor disruptions in 
your scheduling processes should be 
expected.  People are more accepting 
of service issues when they are aware 
of them in advance.
 
Proceed in Parallel - If you will be 
replacing an old system or manual 
process with new software, consider 
running the two in tandem at first.  
This will give reassurance to skeptical 
users.  After the brief ramp-up period, 
wean users from the old way of doing 
things as quickly as possible.  Then 
uninstall the software or lock up 
the scheduling books so there’s no 
lingering dependency.

Adult Education - Take advantage 
of consulting/training for your new 
software.  Minor misunderstandings 
about how a program works can, in 
some situations, fester into a full-
blown backlash.  Being well-versed in a 
new system up front can make a world 
of a difference. 

The Buck Stops Here - It’s possible that 
your organization will have to make 
some difficult decisions in the course 
of your software shift.  For example, 
you may want to choose between 
two scheduling processes that would 
be best if standardized.  While a 
consultant can give you advice, you 
must have one person or committee 
within your district that has the final 
say when groups reach an impasse.
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“EMS keeps the entire district going as far as scheduling is 
concerned.  Everyone relies on it to run their week and coordinate 
schedules and resources.  From a management perspective, we 
100% rely on EMS.  It keeps us looking organized and professional 
as well.  The reports look great and we can really get into the 
specifics on numbers and statistics of our facility usage and 
scheduling.”

 
- Kevin Brick, Community Ed Director, Brandon Valley School 
District 



 

 

Data Definition 
Considerations 

Time spent considering and discussing 
how to define your data (rooms, event 
types, etc.), is time well spent.  A few 
things to consider include:

Invest in an Inventory - As mentioned 
above, one of the benefits of using 
a facility scheduling system is that 
you get a better understanding of all 
the resources you have available.  To 
ensure that you have a comprehensive 
list, you have to invest the time and 
effort required to complete a thorough 
inventory.  

Standardize - Is an event that is 
slated to take place “Confirmed”? 
“Approved”? Should room codes be 
prefaced with a building indicator 
(RE100 for Ridgeview Elementary 
Room 100) or not?  Working through 
these kinds of questions with all 
stakeholders in advance can save 
many hours and much frustration later. 

 
Put it on “Paper” - Before actually 
defining your data, be sure to type up 
a list of the different items.  Having 
this list makes its easier for colleagues 
to review and comment.  The exercise 
also does one of two things: Confirms 
that you are on the right track or 
makes it clear that you are not.

Who’s on Point? - The configuration of 
the software should have input from 
stakeholders throughout your district.  
However, it is generally best to have 
one person designated to key in the 
information.  While it’s tempting to 
“divide and conquer,” having a single 
individual enter your data is the best 
way to ensure consistency.  
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“We use EMS throughout 
our entire district to help 
schedule computer labs 
and recently also carts.  It’s 
enabled teachers to more 
effectively use our computer 
labs and mobile device carts 
because they can see what 
is available on a daily basis.  
EMS allowed us to get rid of 
the sign-up clipboard and 
the piece of paper on the 
lab doors.  Teachers can now 
reserve a lab classroom for 
their students, or a cart on a 
Sunday night right from their 
home if they want to and have 
it ready for Monday.”

 
- Rob Carges, IT Director, 
Brockport Central School 
District



Best Practices for Managing a Facility Rental Program 
 
Once you’ve implemented a facility rental software system, there are a number of “best practices” to follow.  They will 
help ensure that your scheduling operations run smoothly and that your space is generating the highest possible revenue.
 
 
Market your Space - For many districts, 
implementing a space rental program requires  
a significant change of mindset.  Moving from 
“We have space if you need it” to “Let us tell  
you about our great meeting rooms, athletic 
fields and event space” takes some getting used 
to, but it is worth the effort.  Foremost in your  
marketing plan should be information on 
facility rentals that is highly visible on both 
school and district websites.  
 
Provide a Centralized Starting Point -  Allow  
users to get rental information on your spaces 
district-wide and then book their desired room  
or field all in one place.  This streamlines the  
process and makes it more likely that they will 
use your facilities again.  Even if you choose to 
have visitors initiate the booking process at the 
school level, letting users do all of their research in one place will provide for much happier customers.   
 
Capitalize on your Onsite Experts - Having noted the value of a centralized information source above, nobody knows a 
facility better than an onsite facility coordinator.  Use their familiarity with a facility to help visitors find the ideal spot and 
execute the perfect event. 

Manage more than Rooms - Coordinating the use of all your rooms district-wide in one system is a great first step.  
Managing catering, A/V equipment and other resources in that same system allows you to record all of your visitor’s 
requirements in one phone call.  It also makes it simple for your staff to get a complete picture of an event and all the 
tasks that need tending to.

Streamline your Multi-Step Approval Process - If your district requires multiple approvals (school and district levels, for 
example), that doesn’t have to mean it’s a complicated process.  Your facility scheduling software should have features 
(booking statuses and automated notifications, for example) that make it easy for space requests to be reviewed in a 
timely and orderly manner.  
 
Let Simplicity (Sometimes) Trump Standardization - Standardizing your facility rental process district-wide can be 
very helpful for your visitors.  But in some situations, clinging to a standard can actually result in confusion.  For 
example, forcing users to answer questions that aren’t really relevant to the facility in which they are renting space is 
counterproductive.  Having a system that allows for process standardization but is flexible enough to accommodate 
differences will give you the best of both worlds.  
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Generate Utilization Reports District-Wide - Producing additional revenue is just one of the benefits of a facility rental 
program.  The stats on room utilization that might be considered a “byproduct” of the program can be invaluable to decision 
makers.  They can use the numbers to forecast the district’s future real estate and resource needs.

Take Advantage of Communication Tools - When the date, time, location or other aspects of an event change, or when 
an event is canceled.  The communication tools in a facility scheduling system (automatic event change notifications, for 
example) can save everyone - attendees, your staff, third party vendors, etc. - valuable time and expense.   
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Success with EMS 
 
Some of the many K-12 entities finding facility scheduling 
success with an EMS solution include: 

• A large district on Florida’s east coast
• A renowned college prep school in Colorado
• One of the three largest school districts in Illinois
• A district of more than 50 schools north of Denver
• One of the oldest districts in New York 

 
 

 
 

 
 Where’s Your Program      
 Headed? 

With the right processes 
and the right software, your 
facility rental program can run 
smoothly and, in some cases, 
generate significant income 
for your district.  Where is 
your program headed?  Where 
ever it may be, let us help you 
get there:  www.dea.com/k12 

www.dea.com/contactus


