INLAND LAKES SCHOOLS
5243 S. Straits Hwy., Indian River, MI  49749

Phone: 231/238-6868
Fax: 231/238-4181


Today’s Date _____________________________________

Name of Organization _________________________________________________________________________

Date(s) being requested ________________________________________________________________________

Time of Meeting/Activity (start and end times) _____________________________________________________

What time do you need to get into the building? __________A.M.  __________P.M.

Purpose of meeting/activity ____________________________________________________________________

Person responsible (MUST BE COMPLETED) please print__________________________________________

Mailing Address/State/Zip (MUST BE COMPLETED) _____________________________________________

___________________________________________________________________________________________ Phone (MUST BE COMPLETED) daytime_________________ evening __________________

Fax number (if requesting confirmation/denial by fax)  _______________________________________________ 


Classroom - HS _____  MS _____ Elem _____            Multi-Purpose Room - HS_____ MS _____Elem _____  

Gym - HS _____ MS _____
        HS Student Commons ______            Library - HS______ Elem _____

Kitchen _____    Other (Describe) ______________________________________________________________

Do you need Audio-visual equipment:  Yes _____
No _____
Type ________________________________

Number of chairs ________
Number of tables _______

Special items needed ___________________________________________________________________________

CONFIRMATION/DENIAL WILL BE MAILED WITHIN 5 WORKING DAYS OF REQUEST.
Form must be returned at least two (2) weeks before the scheduled activity.


For Office Use Only –
___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________

Request approved by: _______________________________________________ Date: _____________________________


Facility Assigned: ____________________________________________


Category  ___________________________     Fee ______________ per mtg.____  per year ____

Copies to ____________________________________________________________________________________________ 

Put on calendar ______  Confirmation sent ________   Billing sent ________________________    Paid ________________

RULES AND REGULATIONS

1. By signing this form the person listed as “Person Responsible” agrees to accept responsibility for the group both during and after the activity.  It is your responsibility to make sure all children (if applicable) are picked up before you leave the premises.
2. Young children must be under the supervision of parents, teachers, or adult chaperones at all times.  Children are not allowed to be in the halls unattended.

3. All equipment used must be left in its proper place.  Please do not use baseballs, softballs or track equipment unless you have the permission of the Athletic Director Terri Lee Smith.

4. Use of matches or other flammables is not permitted.  Smoking is prohibited on the school grounds.

5. The organization agrees to compensate for any damages resulting from the use of the school property in such amount as may be determined by the Board of Education.

6. School facilities may not be used for private or individual gain.

7. In no case will alcoholic beverages, liquor, or drugs be permitted on school property.  No person shall be permitted in a school building when he/she appears to be under the influence of alcohol or drugs.

8. Proper supervision shall be provided by those to whom the accommodation is granted, including police attendance if necessary, to insure the protection of school property, the enforcement of these rules and regulations, and the prevention of people wandering throughout the building or being on the school premises elsewhere than in the rooms assigned.

9. Evening meetings/activities shall end by 10:45 p.m. except by prior approval.

10. Snacks and drinks are NOT allowed in the gymnasiums.

11. Submissions of the names of chaperones are required to Central Office 48 hours in advance of event.

12. In the event the school kitchen is needed, a school employee MUST be present and any cost will be paid by the requesting organization.

13. The use of school facilities during hours when no custodian is regularly scheduled may require one present.  If a custodian is needed, all costs will be paid by the requesting organization/group.

14. Inland Lakes Schools requires two (2) weeks notice of cancellation.  If a two (2) week notice is not given, the facility use fee will not be refundable.

15. Inland Lakes Schools reserves the right to cancel group or organizational use if the facility assigned is needed for a school sponsored function.  Inland Lakes Schools will give a two (2) week written notification in such an event.

While some regulations are necessary for the use of school facilities, every attempt has been made to keep them to a minimum.  Your organization is welcome to use these facilities and your cooperation with school employees will be greatly appreciated.

