
AGENDA FOR BOARD OF EDUCATION MEETING - AMENDED
COMMUNITY HIGH SCHOOL DISTRICT #154

HELD AT THE COMMUNITY HIGH SCHOOL DISTRICT #154 AT 7:00 PM
MONDAY, JULY 28, 2025

A. Call to Order    
B. Introduction of Guests
C. Public Comments (3-5) minutes.
D. Consent Agenda

1. Read and approve the minutes of the regular and executive session of June 30, 2025.
2. Read and approve the financial obligations of the District and Treasurers report
3. Recommend acceptance of the John Swanson Trust, Kooi and Pingel Educational 

Loan Trust Summary Report, Union American Legion Scholarship and Franks 
Family Fine Arts Fund of June 30, 2025.

4. Recommend approval of the Quarterly Report of pupils no longer enrolled in school.
E. New Business

1. Recommend approval of a Resolution of Recognition for Exemplary Service.
2. Recommend Marengo Community High School enter into a Solar Power Purchase 

Agreement (PPA) with IGS Energy. 
3. Recommend a motion to amend agenda item E4.
4. Recommend a motion to allow Superintendent David Engelbrecht to make decisions 

regarding entering into a Community Solar Agreement on the Board's behalf.
Recommend Marengo Community High School enter into a Community Solar 
Agreement with ______________.

5. Recommend approval of the personnel report as presented.
• Resignations 

o Ashley Dye - Custodian
• Hires 

o Wyatt Bergbreiter, Part-Time Custodian - $17.53/hr
o Kristin Fritz, Part-Time Custodian - $17.53/hr
o Katie Bardoner, Part-Time Custodian - $18.88/hr

• Leaves
• Retirements 

o Scott Johnson - Custodian
6. Recommend approval of the Lead Custodian job description.
7. Recommend approval of changes to the District Treasurer job description.
8. Recommend approval of changes and updates to the Facility Use Agreement 

including the schedule of fees.



F. Executive Session to discuss Litigation. 5 ILCS 120/2(c)(11), Student disciplinary 
cases.  5 ILCS 120/2(c)(9), Personnel 5 ILCS 120/2(c)(1). The purchase or lease of real 
property. 5 ILCS 120/2(c)(5)The setting of price for sale or lease of property owned by a 
public body. 5 ILCS 120/2(c)(6). Safety and Security 5 ILCS 120/2(c)(8).

G. Returned from Executive Session at 
H. Recommend possible action as a result of executive session.
I. Superintendent Report

Communication:
Upcoming dates: 

August 4, 5, 6 New Teacher Workshop
August 11 Teacher Workday
August 11 Board Meeting
August 12 Freshman Orientation
August 13 First Day of School
August 20 NHS Induction Ceremony
August 25 Board Meeting

 
J. Adjournment



BOARD OF EDUCATION 

MEETING 

Monday, June 23, 2025 7:00 PM 

 Marengo Community High School District #154 

110 Franks Road 

Marengo, IL 60152  

   

Jodie Kanaly: Present, Anthony Martin: Present, Farrah Ranzino: Absent, Candice Samuelson: 

Present, David Schultz: Present, Shane Spring: Present, Todd Volkening: Present. Present: 6, 

Absent: 1.  

 

Staff attendance: David Engelbrecht, Superintendent; Susan McGuire, District Treasurer 

 

Guests in attendance: Michael Gieseke, Grant Heimsoth, Jackson Heimsoth, Deborah Kearney, 

Shannon Heimsoth, Chad Heimsoth 

 

A. Call to Order at 7:01 pm. 

B. Introduction of Guests 

C. Public Comments (3-5) minutes. 

Farrah Ranzino entered the meeting at 7:10 pm. 

D. Consent Agenda 

Motion to approve the consent agenda items as presented. This motion, made by David Schultz 

and seconded by Shane Spring, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, David 

Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

D.1. Read and approve the minutes of the regular and executive session of May 27, 2025. 

D.2. Read and approve the financial obligations of the District and Treasurers report 

D.3. Recommend acceptance of the John Swanson Trust, Kooi and Pingel Educational Loan 

Trust Summary Report, Union American Legion Scholarship and Franks Family Fine Arts 

Fund of May 30, 2025. 

D.4. Recommend approving David Engelbrecht as the District Authorized Agent for 

Investment Accounts, Building and Grounds, Bus Rentals, and all previously granted authority 

given the Superintendent according to District adopted Board of Education Policy and the 

School Code of Illinois for the fiscal year 2026. 

 

D.5. Recommend approval of the Illinois State Board of Education Consolidated District Plan 

for Marengo Community High School District 154. 

D.6. Recommend appointing Susan McGuire Marengo Community High School District #154 

Treasurer for the 2025-2026 school year. 

D.7. Recommend approval of SkillsUSA student to go to the National Competition in Atlanta, 

Georgia on June 23-27, 2025 



D.8. Recommend approval for the graduation ceremony for the Class of 2026 be held on May 

31, 2026. 

E. New Business 

E.1. Recognition of the 2025 IHSA State Track Meet athletes.   

E.2. ↵ Recommend a motion to adjourn to a Public Hearing to review the Amended FY 

2025 Marengo Community High School Budget at 7:25 pm. 

Motion adjourn to a Public Hearing to review the Amended FY 2025 Marengo Community 

High School Budget at 7:25 pm. This motion, made by Farrah Ranzino and seconded by Jodie 

Kanaly, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

E.2.a. Public Comments 

E.2.b. Motion to close the budget hearing and to reconvene to regular session at 7:40 pm. 

To close the budget hearing and to reconvene to regular session at 7:40 pm. This motion, 

made by David Schultz and seconded by Anthony Martin, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

E.3. Recommend adoption of the Amended FY 2025 Budget for Marengo Community High 

School District 154. 

Motion to adopt the Amended FY 2025 Budget for Marengo Community High School District 

154. This motion, made by David Schultz and seconded by Anthony Martin, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

E.4. Recommend approval of the personnel report as presented. 

Motion to approve the Personnel Report as presented. This motion, made by Shane Spring and 

seconded by Candice Samuelson, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

E.5. Recommend approval for an increase in hourly pay for year-round student workers (Colin 

Heinz, Luis Lievano, Steven Nepermann Zugay, and Riley Nowak) from $15.75 to $16/hour. 

Motion to approve an increase in hourly pay for year-round student workers (Colin Heinz, 

Luis Lievano, Steven Nepermann Zugay, and Riley Nowak) from $15.75 to $16/hour. This 

motion, made by Anthony Martin and seconded by David Schultz, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 



E.6. Recommend passing a Resolution of the Marengo Community High School District #154, 

McHenry County, Illinois asserting the Prevailing Wages of Laborers, Workmen, and 

Mechanics Employed on Public Works District #154. 

Motion to approve the Resolution of the Marengo Community High School District #154, 

McHenry County, Illinois asserting the Prevailing Wages of Laborers, Workmen, and 

Mechanics Employed on Public Works District #154. This motion, made by Shane Spring and 

seconded by Farrah Ranzino, Carried. 

David Schultz: Nay, Todd Volkening: Nay, Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah 

Ranzino: Yea, Candice Samuelson: Yea, Shane Spring: Yea  

Yea: 5, Nay: 2  

 

E.7. Recommend approval of the 2025-2026 Parent Student Handbook as presented. 

Motion to approve the 2025-2026 Parent Student Handbook as presented. This motion, made 

by Jodie Kanaly and seconded by David Schultz, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

E.8. Recommend approval of changes, additions, and deletions to school board policies. 

Motion to approve changes, additions, and deletions to school board policies. This motion, 

made by Jodie Kanaly and seconded by David Schultz, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

E.9. Recommend approval of all financial obligations of the District prior to passing the 

FY2026 Budget (July and August). 

Motion to approve all proposed bill payments prior to passing the FY2026 Budget. This 

motion, made by Farrah Ranzino and seconded by Shane Spring, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

E.10. Recommend approval to raise the cost of school meals as follows:  

• Lunch from $2.85 to $3.00 

• Breakfast from $1.50 to $1.65 

• Adult Lunch from $3.35 to $3.50 

Motion to approve raising the cost of school meals as follows: Lunch from $2.85 to $3.00 

Breakfast from $1.50 to $1.65 Adult Lunch from $3.35 to $3.50. This motion, made by 

Anthony Martin and seconded by David Schultz, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

E.11. Presentation on facility upgrades. 



F. Executive Session to discuss Litigation. 5 ILCS 120/2(c)(11), Student disciplinary cases.  5 

ILCS 120/2(c)(9), Personnel 5 ILCS 120/2(c)(1). The purchase or lease of real property. 5 ILCS 

120/2(c)(5)The setting of price for sale or lease of property owned by a public body. 5 ILCS 

120/2(c)(6). Safety and Security 5 ILCS 120/2(c)(8). 

Motion to go into Executive Session at 8:40 pm. This motion, made by David Schultz and 

seconded by Anthony Martin, Carried. 

Jodie Kanaly: Yea, Anthony Martin: Yea, Farrah Ranzino: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 7, Nay: 0 

G. Returned from Executive Session at 9:55 pm. 

H. Recommend approval of Assistant Superintendent Angela Fink's contract for FY26 through 

FY27.  

Motion to approve Assistant Superintendent Angela Finks contract for FY26 through FY27 with 

a salary of $162,421.51 for FY26 and $168,421.51 for FY27. 

I. Superintendent Report 

J. Adjournment at 9:56 pm. 

 

 

 

Signed: 

 

 

______________________________                        ______________________________ 

Todd Volkening, President                                          Jodie Kanaly, Secretary 











































































































3765 7/23/2025

MARENGO COMMUNITY HIGH SCHOOL DISTRICT 154 is hereby authorized to draw warrants
against MARENGO COMMUNITY HIGH SCHOOL DISTRICT 154 funds for the sum of xxx,xxx.xx on
account of obligations incurred for value received in services and for materials as shown below for the
period of July 2025 to be paid on July 28, 2025, not including the second payroll for July

Todd Volkening President

Jodie Kanaly Board Secretary

MARENGO COMMUNITY HIGH SCHOOL - District 154

Jul-25

District Bills Payroll 1 Payroll 2 * P-Cards EFT/ ACH Totals
Education Fund 296,041.04$     276,054.26$  -$                  12,186.45$    24,479.22$      608,760.97$      
Building Fund 32,853.65$       50,307.35$    -$                  3,474.63$      40,588.10$      127,223.73        
Transportation Fund 40,288.81$       6,187.12$      -$                  491.38$         720.00$           47,687.31          
Retirement Fund 11,072.24$    -$                  -$               -$                 11,072.24          
  Sub Total $369,183.50 $343,620.97 $ 0.00 $16,152.46 $65,787.32 $794,744.25
Tort Fund 127,848.00       127,848.00        
Bond Fund -                    
Capital Projects 2,039.00           -                 -                   2,039.00           
Totals 499,070.50       343,620.97    -                    16,152.46      65,787.32        924,631.25        

MARENGO COMMUNITY HIGH SCHOOL DISTRICT 154
28-Jul-25













MARENGO COMMUNITY HIGH SCHOOL DISTRICT 154 

RESOLUTION OF RECOGNITION FOR EXEMPLARY SERVICE 

 

 

WHEREAS, the current Board of Education hereby recognizes the actions of the Boards 

of Education since 1960, bestowing such honor by displaying a portrait in recognition of former 

administrators for their exemplary service and dedication to the district; and   

 

WHEREAS, the portraits of Mr. Nichols, Mr. Vogen, Mr. Seaver, and Mr. Poppe were 

displayed in the original Marengo Community High School foyer adjacent to the gymnasium; 

and  

 

WHEREAS, the previous sitting Board of Education of 2004 requested that the portraits 

of Mr. Nichols, Mr. Vogen, and Mr. Seaver be displayed in the new high school facilities located 

at 110 Franks Road, Marengo, Illinois, upon its opening in 2004; and 

 

WHEREAS, the previous sitting Boards of Education of 2005 and 2016 requested that 

the portraits of Mr. Trickett and Dr. Bertrand be displayed along with the above mentioned 

portraits upon their retirements; and 

 

WHEREAS, the current Board of Education shall honor and recognize the past actions 

of the existing Boards of Education since 1960 by continuing to respectfully display the past and 

future service of administration as determined by the sitting Board of Education; and 

 

WHEREAS, removal of such portraits shall be done only by the Board of Education's 

approval. 

 

BE IT FURTHER RESOLVED that a copy of this Resolution be retained as an official 

document by the district without exception. 

 

ADOPTED by the Board of Education of Marengo Community High School District 

154, Marengo, Illinois 60152, at the regular open public meeting thereof, held this 28th day of 

July, 2025. 

 

 

Attested by: _______________________________________ 

  Secretary, Board of Education 

 

  ________________________________________ 

  President, Board of Education    

 

   

Date:_________________ 

 

 

























































 
 
 
July 28, 2025 
 
 
Facility Operations Supervisor, Don Swanson, and I would like to recommend to 
the Marengo Community High School District #154 Board of Education and 
Superintendent Engelbrecht the hiring of Mr. Wyatt Bergbreiter and Ms. Kristin 
Fritz as part-time Custodians at a rate of $17.53/hour.  Wyatt will primarily work 
5:00 pm - 10:00 pm Sunday/Monday/Thursday/Friday and Kristin will primarily 
work 4:00 pm - 10:00 pm Tuesday/Wednesday/Friday/Saturday.  
 
I would also like to recommend Ms. Katie Bardoner beginning August 11, 2025, as 
part-time custodian to work Monday through Friday from 3:00 - 5:30 pm at 
$18.88/hour.  She will be supervising the after school student workers.  This 
position will be in addition to her assistant cook position (7:30 - 1:00 pm) thus 
making her a full-time employee. 
 
Sincerely,  
 

 
 
Dr. Angela M. Fink 
Assistant Superintendent  
 

“Where learning is valued and excellence is the standard” 
 





LEAD HEAD CUSTODIAN 
 
Primary Duties:                To maintain the physical school plant and grounds in a condition of 

operating excellence so that full educational use of them may be made 
at all times.  Supervises and participates in the general cleaning and 
maintenance of the school building and grounds.  Develops second 
shift work schedules. 

 
Supervises:                        Building Custodians 
                                          Assistant Groundskeeper 
                                          Part-time Maintenance Employees 
​ ​ Part-time Custodial Employees and Student Workers  
 
Reports to:                         Facility Operations Supervisor and the Assistant Superintendent 
 
Responsibilities: 
 
           1.  Examines school buildings on a regular basis for needed repairs and maintenance. 
 

2.​ Consults with Administrative Assistant regarding the establishment of regular 
preventive maintenance programs. 

 
3.​ Develops a system for dealing with emergency repair problems. 

 
4.​ Maintains an inventory of supplies, tools, and equipment. 

 
5.​ Helps the Administrative Assistant Facility Operations Supervisor develop a custodial 

and maintenance budget. 
 

6.​ Orders materials as needed, and makes recommendations of supplies and equipment 
for purchase. 

 
7.​ Helps in the selection and training of members of the custodial staff. 

 
8.​ Develops custodial and groundskeeper work schedule: 

 
a.​ hours to work 
b.​ room and work assignment 
c.​ evening, Saturday and Sunday work schedule 

 
9.​ Supervises contracted craftspeople for maintenance work such as replacing worn or 

defective wiring, switches, faucets, plumbing fixtures, and the like, and repairing 
fencing, asphalt, concrete, ceilings, and the like. 

 
10.​Monitors the time records of all custodial employees in the school and certifies them 

for salary payments. 



 
11.​Maintains such personnel and other records as are required. 

 
12.​Evaluates the performance of the custodial staff on a regular basis. 

 
13.​Cleans, maintains and operates the school’s heating system and major equipment. 

 
14.​Supervises and participates in necessary painting and general repairs to plumbing, 

electrical, carpentry, and general mechanical areas. 
 

15.​Complete snow removal in time for school schedule and/or school activities. 
 

16.​Supervises and participates in the general cleaning and maintenance of the school 
building and grounds. 

 
17.​Assumes responsibility for the general security and fire safety of the building. 

 
18.​Strives constantly to promote the safety, health, and comfort of the students and 

employees. 
 

19.​Performs such other duties and assumes responsibilities as the Administration may 
assign. 

 
Essential Duties and Responsibilities:​  
 

1.​ Assumes responsibility for the general supervision of second shift personnel 
2.​ Maintains a high standard of cleanliness, safety and efficiency in the school building 

and for the grounds in which s/he is assigned to work 
3.​ Performs a wide variety of general upkeep and repair tasks Performs minor repairs, 

including but not limited to:  replacing worn or defective wiring, switches, faucets, 
and plumbing fixtures, replacing ceiling tiles, light bulbs, fixing student lockers, and 
any necessary painting that may be required  servicing lock and hardware devices, 
roof and drain cleaning and repairs, locker repairs, and wall repairs including 
patching and painting  

4.​ Strives to promote the safety, health, and comfort of the students, employees, and the 
community  

5.​ Assumes responsibility for the general security and fire safety of the building 
6.​ Assumes responsibility for the general cleaning needs inside/outside the classroom 

and in the building, including but not limited to:  cleaning, vacuuming, shampooing, 
sweeping, mopping, scrubbing, sanitizing, and dusting.  Cleaning tasks include any 
and all surfaces, vents, furniture, walls, windows, stairwells, equipment, and lavatory 
areas including sinks, showers, urinals and toilets, mirrors, floors, and fixtures 

7.​ Performs a wide variety of general upkeep and repair tasks including but not limited 
to:  replacing light bulbs and ceiling tiles, servicing lock and hardware devices, roof 
and drain cleaning and repairs, locker repairs, and wall repairs including patching and 
painting  



​ 7.    Refills toilet paper, paper towel, hand soap in lavatories, break rooms, and kitchens 
 ​ 8.    Breaks down boxes and empties waste baskets, recycle bins, and other refuse  
                   containers; assists with the removal of garbage after the lunch service   
​ 9.    Operates refuse compactor for garbage and recycle, and removes litter and debris  
​        from the interior and exterior of the building 
​ 10.   Cleans and stores supplies and equipment after each use 
​ 11.   Sets up/takes down tables and chairs, stages, podium, flags, etc. needed for events,  
                    athletics, and activities   
​ 12.   Removes graffiti markings from walls and other surfaces, and reports them  
                    immediately to Supervisor and Administration   
​ 13.   Assists with maintenance and groundskeeping tasks, including but not limited to:   
                    routine maintenance, raising/lowering of the flag, snow removal such as shoveling  
​         and throwing of salt to keep walkways safe, pruning/hedge trimming/operating  
​         small power equipment such as trimmers, snow blowers, etc. 
​ 14.   Reports needed repairs to the Facility Operations Supervisor, prepares and  
                    maintains reports, and closes out work orders, as required 
​ 15.   Submits requests for tools, supplies, and equipment needed to the Facility  
​         Operations Supervisor and assists with the ordering, warehousing, and processing of  
​         the departmental needs 
            17.   Assists, and performs inspections on the following including but     

  not limited to:  ladder, eye wash / shower, exit lights, emergency lights, auto lifts,   
  boilers, air vessels, and the elevator, reporting any concerns  

​ 18.  Opens the building first thing in the morning, or secure the building before leaving if ​ 
​        assigned to P.M./weekend duty, including boiler checks, freezer/cooler checks,  
​        shutting off all lights, and locking and securing all exterior doors 
​ 19.  Loads, unloads, hauls, and transports packages, goods, supplies and materials, debris,  
                   and equipment as required such as moving a 5 gallon bucket of paint, or a case of  
​        fruits, vegetables, or milk for food services   
​ 20.  Attends all professional development and training activities  
​ 21.  Inspects, prioritizes, and performs corrective maintenance and custodial  
​        tasks as identified, and not necessarily assigned  
​ 23. Performs other duties and assumes responsibilities for other duties assigned by the  
​       Facility Operations Supervisor and/or Assistant Superintendent 
 
Necessary Knowledge, Skills, and Attributes: 

1.​ Must be able to demonstrate the ability to comply with District and State regulations as 
they pertain to occupational, building, and safety standards 

2.​ Must be able to read, understand, and follow multi-step written and verbal instructions 
3.​ Must be able to perform mathematical calculations to ensure the mixing of chemicals and 

cleaning solutions is completed according to instructions 
4.​ Must be able to demonstrate flexibility to changing work environments 
5.​ Must be able to perform repetitive motion for long periods of time, and maintain the 

physical stamina to perform heavy lifting, prolonged standing, bending, crawling, 
climbing, and working in various types of weather 

6.​ Must demonstrate the ability to adhere to safety practices and to comply with District 
procedures for the use of cleaning products, equipment, and/or other hazardous materials 



7.​ Must be able to demonstrate the ability to follow a set routine at a pace that meets District 
standards, meeting deadlines and schedules  

8.​ Must have a basic understanding of methods, materials, equipment, and tools used in the 
various trade areas 

9.​ Must demonstrate the ability to operate the equipment required of the job correctly and 
safely, and to solve problems related to equipment operations 

10.​Must be able to operate small lift equipment, and use power and hand tools, etc. required 
of the job  

11.​Must possess the ability to work from ladders and work at particular heights, to access 
and replace light bulbs or place heavy supplies and materials on shelving, for example 

12.​Must be able to drive vehicles and equipment required to perform the job including but 
not limited to: utility vehicles, trucks, vans, construction equipment, mowers, and 
industrial cleaning equipment    

 
Required Qualifications and Experiences 

1.​ Must possess a high school diploma or GED 
2.​ Must possess a valid Illinois state driver’s license  
3.​ Must demonstrate proficiency with the skills, knowledge, and attributes required of the 

job including basic reading and writing skills, active listening, and communication skills 
 
Working Conditions and Physical Effort 

1.​ Individuals appointed to these assignments must have adequate physical strength, 
physical agility, and visual and auditory acuity to perform the duties of this assignment, 
and be able to maintain these skill sets  

2.​ Successful candidates must submit a post-offer, pre-employment physical examination 
and medical history check 

3.​ Considerable physical activity.  Job requires heavy physical work; heavy lifting, pushing, 
or pulling required of objects up to 50 pounds, such as lifting boxes of supplies or 
materials, loading them onto a cart and pushing or pulling the cart to storage areas 

4.​ Ability to walk, stand, or sit more than 50% of a standard 8-hour shift 
5.​ Work environment involves following basic safety precautions, which includes the use of 

personal protective equipment to maintain a safe working environment   
 
Evaluation:  Performance of this job will be evaluated in accordance with Board Policy. 
Revised  11/1/99  07/28/2025 

 
 
 
 
 
 
 
 



DISTRICT TREASURER 
 

 

Primary duties: To assist and relieve the Superintendent of paperwork and impediments 

so that he may devote maximum attention to the central problems of 

education and educational administration. 

 

 Efficiently and expeditiously to relieve the Board of all unnecessary 

concern with the actual handling of district monies, enabling the board 

to devote maximum attention to the central problems of education and 

policy determination. 

 

Reports To:            Superintendent 

            President of the Board of Education 

 

Responsibilities: 

 

Treasurer Duties: 

 

1. Acts as custodian of all monies belonging to the district. 

 

2. Deposits district and activity monies received as directed by the superintendent, chief 

investment officer, and as designated by the Board. 

 

3. Signs all checks and orders which have been approved by the Board. 

 

4. Reconciles the district fund monthly balance with the district business manager. 

 

5. Gives detailed account of monies received and disbursed at least once a month prior to 

the regular meeting of the Board and at such other times as the Board may request. 

 

6. Assign student fees and coordinate their collection. 

 

7. Coordinate registration/lunch refunds. 

 

8. Develop and maintain a student financial obligation list (computer, book, athletic/activity 

fees). 

 

School Board Duties: 

 

1. Prepare School Board Agendas, setting forth all known items of business to be 

considered at School Board meetings. 

 

2. Publish all legal notices concerning district business. 

 

3. Develop School Board Meeting calendar. 

 



4. Assist with election and reorganization meeting process. 

 

5. Review School Board Policy changes and make recommendations for adoption. Serve as 

custodian and resource for all school and district policies. 

 

Human Resource Duties: 

 

1. Prepare new employee folders and assist in their onboarding process. 

 

2. Maintain the staff personnel and evaluation files. 

 

3. Maintain RIF Grouping Lists and Seniority Lists. 

 

4. Prepare and distribute yearly payroll statement of pays/salary statements/contracts to all 

employees. 

 

5. Track teacher coursework and transcripts to ensure accurate placement on salary 

schedule. 

 

6. Complete EIS and Teacher Course Assignment Reports. 

 

Administrative Assistant Duties: 

 

1. Performs the usual office routines and practices associated with a busy, yet productive 

and smoothly run office. 

 

2. Maintains a regular filing system, as well as a set of locked confidential files. 

 

3. Stays apprised of Superintendent’s calendar and schedule’s appointments as directed. 

 

4. Assists the Superintendent and other Administrators with the preparation of reports. 

 

5. Coordinate and distribute monthly newsletter; post announcements to Facebook; draft 

communications to parents and staff. 

 

6. Update website.  

 

7. Performs such other tasks as may from time to time be assigned. 

 

 

Evaluation:  Performance of this job will be evaluated in accordance with Board Policy. 

 

Revised: July 28, 2025 

        



 

MARENGO COMMUNITY HIGH SCHOOL 
DISTRICT #154 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

CONDITIONS FOR 
SCHOOL and NON-SCHOOL USE OF 

BUILDINGS AND GROUNDS 
 
 
 
 
 
 
 
 

 
ADOPTED BY BOARD OF EDUCATION 

July 28, 2025  

 



 
MARENGO COMMUNITY HIGH SCHOOL DISTRICT 154  

EAST CAMPUS FACILITIES USE 
RULES AND REGULATIONS 

 
 

PHILOSOPHY FOR FACILITIES USE: 
 
The building complex shall be made available to the public under conditions consistent with the 
Illinois School Code and the policies of the Board of Education.  The Marengo High School District 
#154 Board of Education will consistently maintain a policy that will encourage the use of physical 
facilities under their control by groups and organizations whose objectives are consistent with the 
best interest of the schools and community.  Buildings and facilities shall be available to the public as 
widely as the statutes and the regular school program will permit.  It is the District’s goal to ensure the 
high school continues to provide services to our families and the community through the use of our 
facility, however, in order to remain fiscally responsible, the District reserves the right to charge a fee 
for those services rendered.   
 
The rules and regulations set forth a priority schedule and rate schedule for the use of physical 
facilities.  The Board of Education must reserves the right to deny the use of buildings and grounds, 
for any purpose that is not consistent with the best interest of the schools and community.  In general, 
the buildings and grounds shall be made available to the public of the school district for all worthwhile 
activities that do not interfere with the regular school program. 

COMMUNITY USE OF SCHOOL FACILITIES: 

School facilities are available to community organizations during non-school hours when such use 
does not: (1) interfere with any school function or affect the safety of students or employees, or (2) 
affect the property or liability of the School District. The use of school facilities for school purposes 
has precedence over all other uses. The District reserves the right to cancel previously scheduled use 
of facilities by community organizations and other groups. The use of school facilities requires the 
prior approval of the Superintendent or his/her designee and is subject to applicable procedures. 

Persons on school premises must abide by the District’s conduct rules at all times. 

Student groups, school-related organizations, government agencies, and non-profit organizations are 
granted the use of school facilities at no costs during regularly staffed hours. Fees and costs shall 
apply during non-regularly staffed hours and to other organizations granted use of facilities at any 
time. A fee schedule and other terms of use shall be prepared by the Superintendent and be subject 
to annual approval by the School Board. 

LEGAL REF.:     ​ 20 U.S.C. §7905, Boy Scouts of America Equal Access Act. 
10 ILCS 5/11-4.1, Election Code. 
105 ILCS 5/10-20.41, 5/10-22.10, and 5/29-3.5. 
Good News Club v. Milford Central School, 533 U.S. 98 (2001). 
Lamb’s Chapel v. Center Moriches Union Free School District, 508 U.S. 384 
(1993). 
Rosenberger v. Rector and Visitors of Univ. of Va., 515 U.S. 819 (1995). 
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CROSS REF.:     ​ 7:330 (Student Use of Buildings - Equal Access), 8:25 (Advertising and 

Distributing Materials in Schools Provided by Non-School Related Entities), 8:30 
(Visitors to and Conduct on School Property) 

ADOPTED:        ​ JUNE 26, 2023 

 
MASTER LIBRARY SCHEDULES 
 
MCHS utilizes Master Library (ML) Schedules software to allow users to request our facilities, which 
provides a real-time snapshot of our school’s facility rental requests and tracks these to ensure 
double-booking does not occur.  Using this online system allows requests to be routed automatically 
to the appropriate staff member(s) of the facility request team at MCHS.  Using ML Schedules for 
facility requests helps streamline the process, improves communication, saves time, and reduces 
errors by automating tasks like scheduling, notifications, and conflict checks, ultimately leading to 
more efficient facility management.  As an outside community stakeholder you must first register and 
create an account with ML Schedules.  Once your account is created, you can start making facility 
requests using ML Schedules. 
 
 
Creating a New User Account through ML Schedules: 
 
1. ​ First, access MCHS ML Schedules login screen:  

 
2. ​ Select the ‘Create New Account’ command from the login screen. 
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3. ​ Select the Group Classification that most closely aligns with your Group.  District 
Administration will approve/decline (or change) your requested Group Classification. You will not be 
able to submit Facility Use Requests until your Group is approved, which includes the submission of 
your Group’s valid Certificate of Insurance (COI). 

Class A Internal Staff and school-related events 
Class B All external non-profit making events and community service 

groups  
Class C Private parties, commercial, businesses and for-profit making 

events 
 
4. ​ Enter all requested USER Information including: 

●​ First and Last Name 
●​ Email address including confirmation 
●​ Password with confirmation 

  
5. ​ Enter all basic GROUP Information regarding the Group you will be managing including: 

●​ Group Name 
●​ Phone number including Area Code 
●​ Street mailing address including ZIP Code 
●​ Reason for applying (only applicable if required by the district) 

 
6. ​ Non-MCHS Groups are required to provide information about your Group’s insurance:  all  
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groups and organizations that normally carry liability insurance must provide the district with 
a certificate of such insurance (this is to be uploaded into ML Schedules).  Groups and 
organizations that do not normally carry liability insurance may, at the discretion of the 
sSuperintendent or his/her designee, be required to purchase such insurance.  This 
certificate shall be required of all organizations in classification “C.”  The amount of 
insurance required is $100,000/300,000 bodily injury, $25,000 property damage and 
$1,000,000 single limit liability. 

●​ Select the Choose File button to display a file navigation window where you can select 
your Group’s current Certificate of Insurance (COI) in either a .pdf or .jpeg format. 

●​ Enter the Expiration Date from the COI. 
●​ You will not be able to continue until your COI is uploaded and approved.  
●​ There is an annual requirement to resubmit a current COI.  Facility requests cannot be 

submitted until such time that a valid COI is on file. 
 

7. ​ Group “B” classifications shall upload either a Tax Exemption Certificate or a 501(c)(3) 
form relating to your not-for-profit status in the ‘Additional Group Files’ section.  If Group B 
users fail to submit these additional forms, they may be reclassified to Group C and charged 
facility usage fees. 

  
8. ​ Select the Create User Account button at the bottom of the screen.  An email message 

confirming your registration will be sent to the email address utilized.  Keep this message for 
your records. 

 
9. ​ Formal approval of a facility use request by the sSuperintendent or his/her designee is 

necessary.  The completed request through ML Schedules must be submitted at least two 
weeks in advance of the requested date(s).  Rental of the facilities shall include only those 
areas and equipment specifically stated in the approved request, and no others. 

 
10. ​ To ensure a transparent and mutually agreeable rental experience for groups classified as B or 

C, there will be a requirement to have designee from that group meet for a pre- and 
post-walkthrough of the reserved space(s). This is designed to protect both the renter and the 
District by formally documenting the condition of the premises before and after the scheduled 
event.  Failure on the renter's part to participate in the mandatory post-event walkthrough will 
be interpreted as an acceptance of the District's assessment of damages and any associated 
charges.   

 
Uploading your Certificate of Insurance (COI): 
 

1.​ While logged into ML Schedules, select your name at the top right and select profile. 
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To add insurance information to an existing group: 

2.​ Select the  button next to the name of the Group you want to edit. The Group Profile 
screen will be displayed. 

3.​ In the ‘Insurance Information’ section of the screen, select the ‘Choose File’ button, navigate to 
the correct file, and select the ‘OK’ button.  (Note: You do not need to remove the existing file 
before uploading the new file. By uploading a new file, it will simply overwrite the existing file). 

 

4.​ Enter the ‘Insurance Expiration Date’ field. This expiration date will alert you and the district if 
the insurance file is no longer valid. (Note:  groups will not be allowed to request facilities in ML 
Schedules until a new COI is uploaded once one has expired).   

5.​ Select the ‘Save Group’ button to save your changes. 
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To add insurance information to a new group: 

1. Select the ‘Add New Group’ button to display a new Group Profile screen. 
2. Complete the necessary information for the new Group. 
3. Follow Steps 3-5, above, to complete the insurance information for the new Group. 

 
MANDATORY PRE-EVENT AND POST-EVENT WALKTHROUGH 

A.​ Pre-Event Walkthrough - mandatory, and must be conducted with a designated 
representative from your group and a staff member from MCHS. 

●​ Scheduling: the walkthrough will be scheduled no later than 24 hours prior to the 
start of the rental period for facility usage during the normal business hours for 
the District, and no later than 72 hours prior to the start of the rental period for 
facility usage on weekends, holidays, and periods of time outside of the regularly 
scheduled business hours for the District.  

●​ Purpose: 
○​ To inspect and document the existing condition of the facility, including 

floors, walls, furniture, equipment, and fixtures. 
○​ To review the client's setup requirements, including audio-visual needs, 

table and chair arrangement, and any other specified logistics. 
○​ To address any questions or concerns the client may have regarding the 

use of the facility. 
○​ To provide limited key card access to the facility based upon a restricted 

time frame and providing access to a limited set of doors, which shall 
include set-up needs, the event itself, and clean-up.  

○​ The ‘Facility Conditions Checklist’ will be completed and signed by both 
the client representative and the facility staff member. This document will 
serve as the official record of the facility's condition prior to the event. 

B.​ Post-Event Walkthrough - mandatory, and must be conducted immediately following the 
conclusion of the event, after all guests have departed and all personal items or vendor 
equipment have been removed. 

●​ Attendees: it is recommended that the representative who completed the 
pre-event walkthrough be present for the post-event walkthrough.  

●​ Purpose: 
○​ To compare the condition of the facility against the signed Facility 

Condition Checklist. 
○​ To identify any damages, breakages, or losses that may have occurred 

during the rental period. 
○​ To assess whether the facility has been returned to its original state of 

cleanliness and order, as outlined in the rental agreement. 
○​ The Facility Condition Checklist will be reviewed and signed by both 

parties to confirm the post-event state of the premises. 
C.​ Damage and Cleaning Assessment - should the post-event walkthrough reveal any 

damages beyond normal wear and tear, or if the facility requires cleaning beyond the 
standard scope, such issues will be documented on the checklist. The renter will be 
held responsible for all costs associated with repair, replacement, or supplementary 
cleaning services. These charges will be itemized and billed directly to the client, as per 
the terms of the rental agreement. 
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RESTRICTIONS ON THE USE OF SCHOOL BUILDINGS BY THE PUBLIC: 
 

1.​ Gambling or other games of chance are prohibited in the at Marengo Community High School. 

2.​ Alcoholic beverages are not permitted on school property at any time. 

3.​ Use of tobacco, and tobacco-based products including but not limited to chewing tobacco, 
e-cigarettes and vape pens, is not permitted on school property at any time, encompassing 
school buildings, grounds, and inside vehicles. 

4.​ No beverages are permitted, including water, in the gymnasium with the exception of water at 
each team bench for athletes during the contest. 

5.​ No program for a secret purpose or for teaching or promoting any theory or doctrine of 
subversive nature shall be held in any Marengo Community High School Building. 

6.​ Violation of these rules and regulations will prevent subsequent granting of the use of school 
facilities. 

 
REGULATIONS GOVERNING THE USE OF SCHOOL FACILITIES: 
 

1.​ Sponsoring organizations shall provide sufficient and competent, adult supervision including, if 
needed, police protection, parking supervision, etc., as determined by the sSuperintendent or 
his/her designee.  An adequate amount of supervision will be agreed upon at the time the 
contract is issued. 

2.​ Use of materials on floors, walls, or other parts of the building is prohibited without specific 
approval of the superintendent or his designee. 

3.​ Decorations and or special effects shall be fireproof and shall be erected in a manner that will 
not be destructive of school property.  Fire and safety regulations shall be followed at all times 
and decorations and or special effects shall meet the approval of the superintendent or his 
designee. (See section for auditorium use.) 

4.​ Decorations or special effects shall be taken down and removed by the group using the 
building facilities.  School equipment such as, but not limited to tables and chairs, overhead 
projectors, televisions, computers, printers, sports equipment, pianos or other musical 
equipment, kitchen equipment, sound systems, lighting systems, etc, may not be used without 
specific authorization of the superintendent or his designee. 

5.​ Arrangements for seating or any other special facilities or equipment shall be made at the time 
rental permit is issued.  Extra compensation may be charged for supervision, handling or 
setting up equipment already in the building. 

6.​ Facilities are usually available for from approximately 3:30 p.m. to 10:30 p.m., Monday through 
Friday and usually on Saturday and Sunday from 8:00 a.m. through 10:30 p.m. 

7.​ Permits are not If approved for the use of our facilities, the approved request is not transferable 
and are is the responsibility of the group who made the request through ML Schedules.  
contractor.  Rental fees and service charges shall be determined in advance but may be 
adjusted to reflect actual usage after the event.  Reservations shall be cancelled at least 48 
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hours in advance, or charges may be incurred.  For discrepancies in the actual usage or 
reservations that are within 48 hours of the event itself, you must contact the Athletic/Activities 
Director.    

8.​ All sales of merchandise, printed matter, or other materials on school premises in connection 
with any event must be approved in advance by the sSuperintendent or his/her designee. 

9.​ Food and or beverages at events must be approved in advance of the event by the 
Superintendent or their his/her designee. 

10.​No street shoes allowed on gym floors during gym events; tennis shoes only. 

11.​Advertising of the activity shall clearly indicate the sponsoring organization.  Marengo 
Community High School shall be listed only as the place of the activity. 

12.​All groups will be responsible for damages created during the time of their use of the facilities.  
The sSuperintendent or his/her designee will make a determination of damages.  During the 
mandatory pre- and post-walkthroughs we encourage outside groups who rent our facility to 
maintain their own documentation.     

13.​No school official, employee or agent or its Board of Education or any member, employee or 
agent thereof shall be held responsible for damage to property or other loss of material brought 
into the school buildings, nor shall any of them be held responsible for injuries to anyone which 
may occur on school property, as a result of, or in any way connected with, the subject activity.  
A valid Certificate of Insurance (COI) will be required for outside parties utilizing the faciltiies.   

14.​The School District shall not be responsible for propertyies left on the premises before, during, 
or after the scheduled activity. 

 
The Board of Education, through the sSuperintendent or his/her designee, reserves the right to grant 
or deny any application request for the use of school property, and at any time to review and revoke 
for reasonable cause and without prior notice, any permission previously granted.  The following 
priorities will govern the scheduling process for the auditorium all facilities: 
 

1.​ Events scheduled by the Marengo Community High School District #154 

2.​ Events scheduled by other Marengo School Districts 

3.​ Events sponsored by local non-profit organizations 

4.​ Events sponsored by for-profit groups comprised primarily of Marengo area youth 

5.​ Events sponsored by commercial users and for-profit groups and organizations 
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HOW TO APPLY FOR USE OF SCHOOL FACILITIES: 

 
1.​ Formal approval by the sSuperintendent or his/her designee is necessary.  The completed 

application and certificate of insurance must be submitted at least two weeks in advance of 
the requested date.  Tentative dates are subject to change until final documents are 
received and the event is approved. 

2.​ All groups and organizations that normally carry liability insurance must provide the 
district with a certificate of such insurance (this may be uploaded into ML Schedules).  
Groups and organizations that do not normally carry liability insurance may, at the 
discretion of the sSuperintendent or his/her designee, be required to purchase such 
insurance.  This certificate shall be required of all organizations in classification “C”.  The 
amount of insurance required is $100,000/300,000 bodily injury, $25,000 property damage 
and $1,000,000 single limit liability. 

3.​ The Board of Education, through the sSuperintendent or his/her designee, reserves the 
right to grant or deny any application for use of school property, and at any time to review 
and revoke for reasonable cause and without prior notice, any permission previously 
granted. 

4.​ Applications for the use of school facilities shall be available online or through the District 
Office. 

5.​ Rental of the facilities shall include only those areas and equipment specifically stated in 
the application, and no others. 

Hold Harmless Facilities Agreement 
 
That Marengo Community High School District #154 (hereafter referred to as “Party of the First Part”) 
does lease its environs to the group represented in this application (hereafter referred to as “Party of 
the Second Part”) for approximate dates listed in this application, and that the Party of the Second 
Part shall pay the Party of the First Part (School) $ for the lease and use of said property.  
 
The person, organization, group, team, agency or business requesting use of the facility will be 
referred to as the “Contractor” and shall indemnify, keep and save harmless the Board, its agents, 
officials and employees, against all injuries, deaths, losses, damages, claims, patent infringements of 
copyright infringement claims, suits, liabilities, judgments, costs and expenses, which may in any way 
accrue against the Board in consequence of the granting of this contract, or which may in any way 
result there from, whether or not it shall be alleged or determined that the act was caused through 
negligence or omission of the Contractor or his employees, or of any of the subcontractors or his 
employees, and the Contractor shall, at his own expense, appear, defend and pay all charges of 
attorneys and all costs and other expenses arising there from or incurred in connection therewith, 
and, if any judgment shall be rendered against the Board in any such action, the Contractor shall, at 
his own expense, satisfy and discharge the same. The Contractor expressly understands and agrees 
that any insurance protection required shall in no way limit the responsibility to indemnify, keep and 
save harmless and defend the Board as herein provided.  
 
The School shall coordinate its schedule with the other lessees.  
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The Party of the Second Part understands that in all situations Marengo Community High School 
programs and events will take precedence over any prior agreement. This simply means that the 
Party of the Second Part may have to surrender said facility for high school programs due to 
extenuating circumstances.  
 
Before and after facilities are utilized, an inspection of the requested area(s) will be made. All 
non-school related groups must agree to pay any damages to school facilities, furniture, or equipment 
arising out of its use, whether such damage was accidental or deliberate. The cost of damages will be 
based on the repair or replacement cost, the choice of which is at the Board’s discretion.  
 
All non-school related groups must agree to use appropriate emergency procedures including call 
9-1-1 for medical emergencies and whenever an AED is used. All non-school related groups must 
agree to follow the District’s Plan for Responding to a Medical Emergency at an Indoor Physical 
Fitness Facility, 4:170-AP6. Important: the District will not supervise the activity nor will it supply 
individuals to act as emergency responders. 
 

●​ If the request involves an indoor physical fitness facility, the non-school related group must:  
●​ Designate at least one adult who agrees to be an emergency responder. If possible, all 

emergency responders should be trained in CPR and AED users.  
●​ Give a copy of the District’s plan for responding to medical emergencies to each designated 

emergency responder.  
●​ Require that 9-1-1 be called for medical emergencies and whenever an AED is used.  
●​ Ensure that each designated emergency responder knows the location of first aid equipment 

and any AED.  
●​ Ensure that only trained AED users operate an AED, unless the circumstances do not allow 

time for a trained AED user to arrive.  
●​ Arrange for at least one emergency responder to have a tour of the facility before the activity.  
●​ Ensure that if an AED is used, all appropriate forms are completed (4:170-E6), Automatic 

External Defibrillator Incident Report).  
 
I agree to abide by the conditions stated in this application and agree to adhere to all Board policies 
and administrative procedures. 
 
HOLD HARMLESS AGREEMENT REQUIRED 
 
The person, organization, group, team, agency or business requesting use of the facility will be 
referred to as the “Contractor” and shall indemnify, keep and save hold harmless the Board, its 
agents, officials and employees, against all injuries, deaths, losses, damages, claims, patent 
infringements, or copyright infringement claims, suits, liabilities, judgments, costs and expenses, 
which may in any way accrue against the Board in consequence of the granting of this contract, or 
which may in any way result therefrom, whether or not it shall be alleged or determined that the act 
was caused through negligence or omission of the Contractor or his employees, or of any of the 
subcontractors or his employees, and the Contractor shall, at his own expense, appear, defend and 
pay all charges of attorneys and all costs and other expenses arising therefrom or incurred in 
connection therewith, and, if any judgment shall be rendered against the Board in any such action, 
the Contractor shall, at his own expense, satisfy and discharge the same.  The Contractor expressly 
understands and agrees that any insurance protection required shall in no way limit the responsibility 
to indemnify, keep and save hold harmless and defend the Board as herein provided. 
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Hold Harmless Agreement Required  
 
That Marengo Community High School District #154 (hereafter referred to as “Party of the First Part”) does lease its 
environs to the ___________________________________ (hereafter referred to as “Party of the Second Part”) for 
approximate dates listed below, and that the Party of the Second Part shall pay the Party of the First Part (School) $                
for the lease and use of said property. 
The person, organization, group, team, agency or business requesting use of the facility will be referred to as the 
“Contractor” and shall indemnify, keep and save harmless the Board, its agents, officials and employees, against all 
injuries, deaths, losses, damages, claims, patent infringements of copyright infringement claims, suits, liabilities, 
judgments, costs and expenses, which may in any way accrue against the Board in consequence of the granting of this 
contract, or which may in any way result there from, whether or not it shall be alleged or determined that the act was 
caused through negligence or omission of the Contractor or his employees, or of any of the subcontractors or his 
employees, and the Contractor shall, at his own expense, appear, defend and pay all charges of attorneys and all costs 
and other expenses arising there from or incurred in connection therewith, and, if any judgment shall be rendered against 
the Board in any such action, the Contractor shall, at his own expense, satisfy and discharge the same.  The Contractor 
expressly understands and agrees that any insurance protection required shall in no way limit the responsibility to 
indemnify, keep and save harmless and defend the Board as herein provided. 
 
The School shall coordinate its schedule with the other lessees. 
 
The Party of the Second Part understands that in all situations that Marengo Community High School Programs will take 
precedence over any prior agreement.  This simply means that the Party of the Second Part may have to surrender said 
facility for high school programs due to extenuating circumstances. 
 
Before and after facilities are utilized, an inspection of the requested area(s) will be made.  All non-school related groups 
must agree to pay any damages to school facilities, furniture, or equipment arising out of its use, whether such damage 
was accidental or deliberate.  The cost of damages will be based on the repair or replacement cost, the choice of which is 
at the Board’s discretion. 
  
All non-school related groups must agree to use appropriate emergency procedures including call 9-1-1 for medical 
emergencies and whenever an AED is used. 
 
All non-school related groups must agree to follow the District’s Plan for Responding to a Medical Emergency at an Indoor 
Physical Fitness Facility, 4:170-AP6.  Important: the District will not supervise the activity nor will it supply individuals to 
act as emergency responders. 

___ Activity being proposed is not in an indoor physical fitness facility. 
 
If the request involves an indoor physical fitness facility, the non-school related group must: 

●​ Designate at least one adult who agrees to be an emergency responder.  If possible, all emergency responders 
should be trained in CPR and AED users. 

●​ Give a copy of the District’s plan for responding to medical emergencies to each designated emergency 
responder. 

●​ Require that 9-1-1 be called for medical emergencies and whenever an AED is used. 
●​ Ensure that each designated emergency responder knows the location of first aid equipment and any AED. 
●​ Ensure that only trained AED users operate an AED, unless the circumstances do not allow time for a trained 

AED user to arrive. 
●​ Arrange for at least one emergency responder to have a tour of the facility before the activity.  
●​ Ensure that if an AED is used, all appropriate forms are completed (4:170-E6), Automatic External Defibrillator 

Incident Report. 
 
I agree to abide by the conditions stated in this application and agree to adhere to all Board policies and administrative 
procedures. 
 
 
_____________________________________________________            ​ ​ ______________________ 
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BILLING & INVOICING BASED UPON CLASSIFICATION OF EVENTS 
 

CLASS A – SCHOOL RELATED EVENTS​
 

1.​ Any MCHS event such as, but not limited to:  PTA, Co-curricular groups, Band, 
Orchestra, Music, Intramurals, Art, Drama, Booster Club, etc. 

 
CLASS B – COMMUNITY SERVICE EVENTS 

 
1.​ Events of groups or organizations that are tax exempt, or deemed to be a 

community service organization, such as, but not limited to:  civic organizations, 
charitable organizations, hospitals, churches, service organizations, recreation 
groups, tax supported organizations (Park District, City of Marengo, Townships, 
School Districts 18 & 165) that charge fees for entrance to events shall pay 100% 
of fees for Class B. 

2.​ Any Marengo Community High School related youth event such as, but not 
limited to: Park District Summer Camps, Boy Scouts, Girl Scouts, 4-H Clubs, etc. 
will pay one half (50%) of the rate in Class B per hour, custodial fees will be 
charged at rate per schedule. 

 
CLASS C – COMMERCIAL EVENTS 

 
1.​ Any event not covered under Class A or B 
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MARENGO COMMUNITY HIGH SCHOOL 
DISTRICT #154  

FACILITY RENTAL “HOURLY” FEES 
  
 CLASS A CLASS B CLASS C 

FACILITIES HOURLY HOURLY HOURLY 
COMMONS / CAFETERIA $   - $25.00 $70.00 
KITCHEN $   - $50.00 $80.00 
CLASSROOM $   - $20.00 $75.00 
ATRIUM / FOYER $   - $20.00 $50.00 
LIBRARY / MEDIA CENTER $   - $35.00 $70.00 
BAND OR CHOIR ROOM $   - $35.00 $80.00 
MAIN GYM $   - $50.00 $160.00 
AUXILIARY GYM $   - $40.00 $80.00 
INDOOR CONCESSION STAND $   - $25.00 $50.00 
OUTDOOR CONCESSION STAND $   - $25.00 $100.00 
OUTDOOR RESTROOMS $   - $20.00 $70.00 
WRESTLING ROOM / UPPER BALCONY $   - $25.00 $100.00 
WEIGHT ROOM $   - $50.00 $125.00 
LOCKER ROOM $   - $25.00 $50.00 
AUDITORIUM / THEATRE (Meetings, Etc.) $   - $40.00 $75.00 
AUDITORIUM / THEATRE (Rehearsal) $   - $20.00 $75.00 
AUDITORIUM / THEATRE (Production) $   - $40.00 $100.00 
SOUND / LIGHT BOOTH $   - $25.00 $75.00 
DRESSING ROOMS $   - $20.00 $75.00 
STAGECRAFT $   - $25.00 $75.00 
FOOTBALL FIELD $   - $50.00 $200.00 
PRACTICE FOOTBALL FIELD $   - $25.00 $100.00 
PRESS BOX (FOOTBALL, BASEBALL, SOFTBALL) $   - $15.00 $100.00 
TRACK $   - $25.00 $50.00 
BASEBALL FIELD $   - $20.00 $120.00 
SOFTBALL FIELD $   - $20.00 $120.00 
SOCCER FIELD $   - $20.00 $100.00 
TENNIS COURTS $   - $20.00 $100.00 
A custodian and / or maintenance person will be required in addition to the above fees.  If more than one person 
is needed, these rates will also apply to each additional employee.  The fees are as follows: 
MAINTENANCE, CUSTODIAN (per hour) $   - $50.00 $50.00 
Other fees: 
TABLES and/or CHAIRS (Flat Fee) $   - $50.00 $50.00 
TECHNOLOGY / LIGHTING / SOUND SETUP $   - $100.00 $100.00 
 
*** Cancellation Fee $100 
 
*** Sponsors of events where concessions are sold will require the group or team to thoroughly clean 
the area and remove all bags of waste.  If not done properly there will be a minimum charge of 
$100.00 
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*** Facilities usage fee will include the following: Paper Goods, Toiletry, General Supplies, etc.  This 
can also include charges for Custodial/Maintenance support such as unlocking doors, operating 
lights, providing heating and cooling, setting up tables and chairs, and normal cleanup.   
 
*** Local groups using the MCHS Auditorium should apply for the 50% discount on fees offered by 
the Franks Family endowment. 
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Community Relations 

Community Use of School Facilities 
School facilities are available to community organizations during non-school hours when such use does not: 
(1) interfere with any school function or affect the safety of students or employees, or (2) affect the property or 
liability of the School District. The use of school facilities for school purposes has precedence over all other 
uses. The District reserves the right to cancel previously scheduled use of facilities by community 
organizations and other groups. The use of school facilities requires the prior approval of the Superintendent or 
his/her designee, and is subject to applicable procedures. 
 
Persons on school premises must abide by the District’s conduct rules at all times.   
 
Student groups, school-related organizations, government agencies, and non-profit organizations are granted 
the use of school facilities at no cost during regularly staffed hours. Fees and costs shall apply during 
non-regularly staffed hours and to other organizations granted use of facilities at any time. A fee schedule and 
other terms of use shall be prepared by the Superintendent and be subject to annual approval by the School 
Board. 

LEGAL REF.:     ​ 20 U.S.C. §7905. 
10 ILCS 5/19-2.2. 
105 ILCS 5/10-20.40, 5/10-22.10, and 5/29-3.5. 
Good News Club v. Milford Central School, 121 S.Ct. 2093 (2001). 
Lamb’s Chapel v. Center Moriches Union Free School District, 113 S.Ct. 2141 1993). 
Rosenberger v. Rector and Visitors of Univ. of Va., 515 U.S. 819 (1995). 

 
CROSS REF.:     ​ 7:330 (Student Use of Building - Equal Access), 8:25 (Advertising and Distributing 

Materials in Schools Provided by Non-School Related Entities), 8:30 (Visitors to and 
Conduct on School Property) 

 
ADOPTED:        ​ MAY 13, 2013 (leave adopted but include revised JUNE 23, 2025) 
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BUILDING AND GROUNDS REQUEST & AGREEMENT FORM 

 
Date(s) requested ________________________________________​ ​ ​ Admission Charged:  Yes 

______No______ 
 
Time(s) requested (From – To) ex: 7PM – 10:30PM 
 
Building Access​
M___________Tu___________W___________Th___________Fr___________Sat___________Sun____________ 
 
Activity Time​
M___________Tu___________W___________Th___________Fr___________Sat___________Sun____________ 
 
Full Name of Organization ____________________________________________________________________ 
 
Mailing Address ____________________________________________________________________________ 
 
Representative __________________________________​ Telephone __________________________ 
 
Attendant Responsible ____________________________​ Telephone __________________________ 
 
Certificate of Insurance required:​ Yes____No____​ ​ ​ Fee Class of Organization (circle)​    
A      B      C 
 
District Staff Required:​ Custodian / Maintenance _______   ​ Technology / Lighting / Sound Setup ______   
 
FACILITY (Check)​ ​ ​ ​ ​ EQUIPMENT (Check) 
______ Main Gym _______ Aux Gym​ ​ ​ ______ Podium 

______Classroom(s) ______# of Rooms​ ​ ​ ______ # of Chairs 

______Kitchen​ ​ ​ ​ ​ ​ ______ # of Tables 

______Cafeteria​ ​ ​ ​ ​ ​ ______ Public Address System 

______Auditorium ​ ​ ​ ​ ​ ______ Lighting Equipment 

______Atrium Area​ ​ ​ ​ ​ ______ Press Box 

______Commons Area​ ​ ​ ​ ​ ______ Lights 

______Balcony ​​ ​ ​ ​ ​ ______ Water 

______Weight Room​ ​ ​ ​ ​ ______ Waste Removal 

______Concession* (Outdoor / Indoor)​ ​ ​ ______ # Projectors ______ # Screens 

______Athletic Field (Baseball– Softball – Soccer – Tennis – Track – Football) 

*MUST HAVE A HEALTH DEPARTMENT PERMIT & CERTIFIED FOOD MANAGER ON SITE 
 

Estimated Charges: ​ Facility (s)      ​ $___________​ ​ Notes: 

                    ​ ​ Personnel       ​ $___________​   

                     ​ ​ Other Costs    ​ $___________     

                     ​ ​ Total          ​ $___________ 

 
Renter ___________________________________      Date _________________________ 
Facility Use Agreement – Spring, 2025​ ​  
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Approved ______      Disapproved ______ 
 
Superintendent or Designee_________________________      Date ______________________________ 
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Hold Harmless Agreement Required  
 
That Marengo Community High School District #154 (hereafter referred to as “Party of the First Part”) does lease its 
environs to the ___________________________________ (hereafter referred to as “Party of the Second Part”) for 
approximate dates listed below, and that the Party of the Second Part shall pay the Party of the First Part (School) $                
for the lease and use of said property. 
The person, organization, group, team, agency or business requesting use of the facility will be referred to as the 
“Contractor” and shall indemnify, keep and save harmless the Board, its agents, officials and employees, against all 
injuries, deaths, losses, damages, claims, patent infringements of copyright infringement claims, suits, liabilities, 
judgments, costs and expenses, which may in any way accrue against the Board in consequence of the granting of this 
contract, or which may in any way result there from, whether or not it shall be alleged or determined that the act was 
caused through negligence or omission of the Contractor or his employees, or of any of the subcontractors or his 
employees, and the Contractor shall, at his own expense, appear, defend and pay all charges of attorneys and all costs 
and other expenses arising there from or incurred in connection therewith, and, if any judgment shall be rendered against 
the Board in any such action, the Contractor shall, at his own expense, satisfy and discharge the same.  The Contractor 
expressly understands and agrees that any insurance protection required shall in no way limit the responsibility to 
indemnify, keep and save harmless and defend the Board as herein provided. 
 
The School shall coordinate its schedule with the other lessees. 
 
The Party of the Second Part understands that in all situations that Marengo Community High School Programs will take 
precedence over any prior agreement.  This simply means that the Party of the Second Part may have to surrender said 
facility for high school programs due to extenuating circumstances. 
 
Before and after facilities are utilized, an inspection of the requested area(s) will be made.  All non-school related groups 
must agree to pay any damages to school facilities, furniture, or equipment arising out of its use, whether such damage 
was accidental or deliberate.  The cost of damages will be based on the repair or replacement cost, the choice of which is 
at the Board’s discretion. 
  
All non-school related groups must agree to use appropriate emergency procedures including call 9-1-1 for medical 
emergencies and whenever an AED is used. 
 
All non-school related groups must agree to follow the District’s Plan for Responding to a Medical Emergency at an Indoor 
Physical Fitness Facility, 4:170-AP6.  Important: the District will not supervise the activity nor will it supply individuals to 
act as emergency responders. 

___ Activity being proposed is not in an indoor physical fitness facility. 
 
If the request involves an indoor physical fitness facility, the non-school related group must: 

●​ Designate at least one adult who agrees to be an emergency responder.  If possible, all emergency responders 
should be trained in CPR and AED users. 

●​ Give a copy of the District’s plan for responding to medical emergencies to each designated emergency 
responder. 

●​ Require that 9-1-1 be called for medical emergencies and whenever an AED is used. 
●​ Ensure that each designated emergency responder knows the location of first aid equipment and any AED. 
●​ Ensure that only trained AED users operate an AED, unless the circumstances do not allow time for a trained 

AED user to arrive. 
●​ Arrange for at least one emergency responder to have a tour of the facility before the activity.  
●​ Ensure that if an AED is used, all appropriate forms are completed (4:170-E6), Automatic External Defibrillator 

Incident Report). 
 
I agree to abide by the conditions stated in this application and agree to adhere to all Board policies and administrative 
procedures. 
 
 
_____________________________________________________            ​ ​ ______________________ 
Signature of The Party of the Second Part (Group Representative)                           Date 
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Marengo Community High School Auditorium Usage 

 
The Marengo Community High School Auditorium facility of School District #154 is made available to 
the community for cultural and educational events on a limited basis. 
 
Organizations seeking to utilize the facilities will be reviewed on a case by case basis for approval.  
Fees will be determined according to programming needs.  The process for securing the Auditorium 
for an event is as follows: 
 

1.​ Written application for use of the auditorium using the Building and Grounds Request & 
Agreement Form and this Addendum must be submitted to the Athletic/Activities Director. 

2.​ Upon application to use the auditorium, the applicable rental and labor fees will be determined 
by the Athletic/Activities Director. 

3.​ Following determination of date availability and use acceptability the Athletic/Activities Director 
will review the fee structure with the applicant. 

4.​ Upon signature of the rental contract, the Athletic/Activities Director will confirm the dates with 
the district calendar. 

 
The following priorities will govern the scheduling process for the auditorium: 
 

6.​ Events scheduled by the Marengo Community High School 

7.​ Events scheduled by other Marengo school districts 

8.​ Events sponsored by local non-profit organizations 

9.​ Events sponsored by for profit groups comprised primarily of Marengo area youth 

10.​Events sponsored by commercial users and for profit organizations 

 
Additional Space Use 
 
Additional performance wing areas to be used may include the use of the stagecraft, dressing rooms 
and chorus room, but must be specified in this agreement. 
 
Arrangement for access to a piano must be made with the Athletic/Activities Director.  Charges apply 
for piano tuning if necessary. 
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Stage Equipment and Labor 
 
All auditorium sound, lighting and projection equipment is available to the Lessee with additional fees 
/ provisions: 

1.​ No outside persons may operate stage equipment, sound or lighting instruments without 
training.  When requesting a facility in ML Schedules that requires sound, lighting, and 
projection equipment, your group must request technology services and schedule an inservice 
training meeting with the Chief Technology Officer in advance for the use of the Auditorium.  

2.​ Organizations wishing to employ their own staff to use the auditorium equipment must first 
receive the written permission of the Athletic/Activities Director.   

 
School District Personnel 
 
All questions and concerns regarding any aspect of facility use, whether technical, schedule, house, 
custodial or other should be addressed with the Athletic/Activities Director or his/her designee. ​
 
 
Advanced Deposits 
 
A deposit may be required at the time of the rental contract/agreement.  Final payment will include 
any additional usage and staffing costs which are due within thirty (30) days. Any Lessee who does 
not pay the final balance will not be allowed to schedule or use any school facilities in the future. 
 
Should the program be canceled by the Lessee the school will retain the actual amount to cover any 
costs incurred by the canceled program. 
 
Should the actual Auditorium rental be less than the deposit amount, the difference will be refunded 
to the Lessee. 
 
Cancellation Policy Due to Emergency 
 
Any cancellation of facility usage less than 48 hours in advance of the event will require a $100 
cancellation fee.  Parties who secured the facility must notify the Athletic/Activities Director's Office no 
later than 48 hours in advance. Should the Auditorium be destroyed or damaged  event be cancelled 
to such an extent that the damage will not substantially interfere with the use of the facilities, or 
should a strike, public emergency, or other unforeseen occurrence beyond the control of the School 
District prevent the use of the facility, then the School District and/or Lessee shall have the right to 
terminate this agreement without penalty. The Lessee would be liable only for charges due at the time 
of termination. Should the agreement be terminated, the Lessee waives any claim against the School 
District for damages and compensation.  Should there be an “Act of God” situation in which there is 
an unforeseen and uncontrollable event that could not have been reasonably prevented, both parties 
will be released from the rental agreement without penalty.   
 
Damage Payments 
 
The Lessee will pay on demand for any loss or damage due to rental activity of the Auditorium, and/or 
other leased spaces, equipment, or equipment belonging to professional talent brought in for the 
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Lessee.  Damage payments related to the use of a facility typically involve the renter being 
responsible for any damages caused during their occupancy. This responsibility can include covering 
the cost of repairs, cleaning beyond normal wear and tear, or potential replacement of damaged 
items, according to facility use agreements and rental contracts.  
 
 
Non-Exclusive Use 
 
Lessee understands that other activities may be taking place in other sections of the High School as 
well as within the Auditorium space and adjacent areas during the event scheduled in the Auditorium. 
Lessee further understands that other events may be scheduled by the School District. Lessee will 
store sets, props, costumes, and other propertyies and belongings necessary before, during and after 
the event in areas designated by the Athletic/Activities Director. 
 
Participant and Guest Requirements Contract 
 
In all cases where guests and/or other participants of the event professional talent is concerned, the 
Lessee is responsible to ensure that everyone adheres to the language in the Facility Usage 
Agreement, as well as must approve all contractual and technical riders with the Athletic/Activities 
Director before the Auditorium rental contract is signed to see that there are no requirements that are 
contrary to Marengo Community High School's District #154 Policies.​
 
 
Radio, Television and Recording 
 
The granting of permission to broadcast via radio or television, or recording for other reasons, shall 
be done by mutual consent of the Lessee and the School District., the Athletic/Activities Director and 
the artist or his agent. The consent must be obtained in advance. Lessee should be aware that 
Auditorium preparations necessary for broadcasting or recording may result in additional costs. The 
School District’s permission is mandatory and final. 
 
Promotional Materials 
 
The School District reserves the right to distribute promotional materials concerning its own programs 
at any event held at Marengo Community High School in the Auditorium. Promotional materials other 
than those noted above must related to the event in progress or a future event to be presented by the 
Lessee and must be approved by the Athletic/Activities Director. It is understood that during the 
period following the opening of the exterior doors, through the closing of these doors after the final 
part of any program, only the Marengo Community School District or the Lessee has the right to 
distribute approved materials in the Auditorium or on any school property.  Unsolicited marketing or 
advertising is prohibited otherwise.  
 
Lessee, artists, or crews may sell or give periodicals, books, magazines, newspapers, novelties, 
photographs, programs, recordings, etc., but all items must be approved by the Athletic/Activities 
Director. 
 
Local groups using the MCHS Auditorium should apply for the 50% discount on fees offered by the 
Franks Family endowment. 
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Alcoholic Beverages 
 
Alcohol is prohibited at or on all public school buildings and grounds. Any infraction of alcohol 
regulations can be cause for the termination of the event, and closing of the Auditorium at the 
discretion of the Athletic/Activities Director or school aAdministration. 
 
 
Food, Beverage and Other Sales Use of Concession 
 
The School District reserves the right to approve the sale of any food and beverages, or other items 
related to the event at Marengo Community High School.  Lessee must obtain approval in advance of 
the event.  in the Auditorium. Promotional materials other than those noted above must related to the 
event in progress or a future event to be presented by the Lessee and must be approved by the 
Athletic/Activities Director.The management retains sole authority in determining if any food and 
beverage items may be allowed to be sold and under which conditions. It is understood that no 
food or beverage may be sold, given, or used in the Auditorium, including by the Lessee, 
artists, or crews without special permission noted on contracts by the Athletic/Activities Director 
or school Administration.  
 
In the event that food is to be used on stage to maintain the integrity of a scene or program, 
permission must be obtained from the Athletic/Activities Director in advance.  Any such food products 
must be contained in air tight, spill proof containers when not in use. 
 
Use of Concession Stand and/or Kitchen 
 
If you are involved in preparing, cooking, serving, or storing unpackaged foods in either the 
Concessions Stand(s) or Kitchen that require time and temperature control for safety (TCS foods), a 
food handler certificate is required to be uploaded when reserving these facilities in ML Schedules.  A 
food handler certificate is not required when dealing solely with pre-packaged foods that do not 
require refrigeration or freezing. 
 
Objectionable Patrons 
 
The Marengo Community High School Auditorium reserves the right to remove, or ask for the 
removal, from the premises, of any objectionable person or persons exhibiting behavior that is 
inappropriate, disruptive, or otherwise unacceptable from the premises. The Auditorium or its staff 
shall not be liable to the Lessee for any damages that may be incurred by the Lessee through the 
exercising by the Auditorium of such right. 
 
Safety Regulations 
 
Safety regulations shall be in accordance with the City and State codes, and shall be enforced by all 
involved. 
 
In addition, the following rules will be observed: 
 

●​ No one is permitted in the catwalks or stagecraft loft except those approved in writing by name 
by the Athletic/Activities Director. 
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●​ Marengo High School property (tools, materials, ladders, scaffold, flats, plats, props, costumes, 

etc.) is not to be used or in any way disturbed without written permission from the 
Athletic/Activities Director. 

●​ No tape or other markings are to be used on the sound board, rack, or light booth computer or 
other equipment and facilities on the premises unless it is of the removable type. 

●​ No paint, taping, holes, or other permanent or semi-permanent changes or alterations will be 
made to the stage floor.  Only spike or gaffer tape is allowed on the stage floor and must be 
removed at the end of use. 

●​ Nothing will be “flown” or hung from above the stage without the approval in writing of the 
Athletic/Activities Director.  This includes signs, lights, fabric, flats or any other set piece.   If 
approved, industry standard cable; not rope, line or string, and appropriate fastening parts 
must be used. 

●​ No lighting instruments, sound equipment or special effects devices will be brought in without 
written approval of the Athletic/Activities Director. This includes speakers, lamps, fog/smoke 
machines, black lights, etc. 

●​ Any set, structure, backdrop, prop or other piece of equipment brought in by the Lessee or its 
agents is subject to inspection by Athletic/Activities Director or his/her designee.  If any piece is 
found unsafe by the Athletic/Activities Director, the School District reserves the right to prohibit 
the use of such a piece until it is made safe. 

●​ No glass, i.e. windows, props, pictures, etc., is to be used on stage at any time or allowed on 
the premises at any time. 

●​ No animals, other than approved service animals with proper identification, are permitted 
without the written approval of the Athletic/Activities Director. 

●​ No real weapons of any kind are permitted on school grounds – even those that have been 
rendered inoperable.  Only fake stage props shall be used for fine arts events.  If live blanks 
(rather than a recorded sound effect) from a starter pistol are to be fired whether for a fine or 
athletic event, they must be done so only with the written permission of the Athletic/Activities 
Director and they must be shot by someone over 18.  The starter pistol and blanks must be 
kept secured when not in immediate use. 

●​ Nuts and nut products, shellfish, hay/straw and latex (deflated balloons) are common allergens 
and pose a significant health risk to students and community members.  The use of these 
products must be approved by the Athletic/Activities Director. 

 
Curtains 
 
No tape, staples or other fasteners are to be used on ropes or curtains.  To mark the curtain ropes, 
use the string method only.  Holding back curtains by any means, i.e. rope, plastic, tape, etc., is 
prohibited. 
 
Curtains are not to be touched by persons or set pieces.  Entrances and exits are made through 
center openings and not between the curtain and the proscenium wall.  Center entrances are made 
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through an opening, not by touching the curtains unless permission is granted by the 
Athletic/Activities Director in writing for exceptional circumstances where required to maintain the 
integrity of a scene. 
 
 
Capacity 
 
Lessee shall not admit to the Auditorium facilities a larger number of persons that can be legally 
seated.  Lessee shall not admit to any facility above its legal capacity of number of people. The 
approximate capacity for the following areas:  Gymnasium and Auxiliary Gym (occupancy = 1592 & 
seating = 764 home / 613 away), Balcony (occupancy = 384 & seating = 558), Auditorium (occupancy 
= 464, which includes 230 seats behind the sound controls and 156 seats in front of), Single 
Classroom (45), Double Classroom (90), Football Stadium (home bleachers = 2438 & away bleachers 
= 540), Commons/Cafeteria (934), Media Center (45), portable outdoor bleachers (12 section with 
682 total).  
 
No Smoking, Vaping, e-Cigarettes, Tobacco use on school premises  
 
Smoking, vaping, e-cigarettes, tobacco use is prohibited at or on all public school buildings and 
grounds, including parking lots. Any infraction of these regulations can cause the termination of the 
event, and closing of the Auditorium at the discretion of the Athletic/Activities Director or school 
administration. 
 
Doors Open 
 
Doors will be open to the public for all Auditorium programs 45 minutes prior to the beginning time 
stated on the rental contract, unless specifically arranged with the Athletic/Activities Director in 
advance. 
 
Security and Supervision 
 
Security may be required on a case by case basis at the discretion of the Athletic/Activities Director. 
All costs related to security shall be the responsibility of the Lessee. 
 
Participants must be adequately supervised at all times and must remain in the activity area approved 
reserved facility area(s) only. 
 
Clean Up 
 
The facility will must be left in the same condition it was found at the end of the contracted use period.  
All trash removal or custodial services required to restore the facility to operable conditions will be at 
the expense of the Lessee. 
 
Anything left behind by the Lessee will be disposed of by the School District unless the Lessee makes 
prior arrangements for storage and pays appropriate rental fees in advance.  If the School District 
incurs any expense in the disposal or removal of items left by the Lessee, the Lessee will be 
responsible for the payment of these expenses. 
 
Parking 
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Lessee, participants and attendees must park in the designated parking areas.  Violating vehicles will 
be ticketed or towed away at the owner’s expense. 
 
Refusal to Comply 
 
Refusal of the Lessee to comply with these procedures and policies will result in cancellation of this 
agreement at no cost or liability to the School District. 
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UPLOADING YOUR CERTIFICATE OF INSURANCE (COI) 
 

6.​ While logged into ML Schedules, select your name at the top right and select profile. 
 

 

To add insurance information to an existing group: 

7.​ Select the  button next to the name of the Group you want to edit. The Group Profile 
screen will be displayed. 

8.​ In the ‘Insurance Information’ section of the screen, select the ‘Choose File’ button, navigate to 
the correct file, and select the ‘OK’ button.  (Note: You do not need to remove the existing file 
before uploading the new file. By uploading a new file, it will simply overwrite the existing file). 

 

9.​ Enter the ‘Insurance Expiration Date’ field. This expiration date will alert you and the district if 
the insurance file is no longer valid. (Note:  groups will not be allowed to request facilities in ML 
Schedules until a new COI is uploaded once one has expired).   

10.​Select the ‘Save Group’ button to save your changes. 
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To add insurance information to a new group: 

2. Select the ‘Add New Group’ button to display a new Group Profile screen. 

3. Complete the necessary information for the new Group. 

4. Follow steps 3 – 5, above, to complete the insurance information for the new Group. 
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Fill in this page and return to the Athletic/Activities Director. 
 
Specify Needs by Checking Below: 
 
______​ Auditorium only 
 
______​ Auditorium and 
 

______​ Stagecraft 

______​ Dressing Room – Men 

______​ Dressing Room – Women 

______​ Choir Room 

 
______ ​ Lights on/lights off – no performance lighting needed 
 
______​ Lighting Training 
 
______​ Sound Training 

 
Comments: 
 
 
 
 
 
 
 
 
I agree to abide by the conditions stated in this addendum. 
 
 
 
 
_____________________________________________ Date_____________ 
Lessee Representative 
 
 
 
_____________________________________________Date_____________ 
Athletic/Activities Director 
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