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Section A - Procedures

1. AH—Rrequests for the use or rental of the Glenbrook High Schools by outside
organizations shall be directed to the student—aetivities—offiee-Associate Principal for
Administrative Services at the designated school, or the business services department
for rentals not part of the Glenbrook North or South campus.

2. The assistant—prineipalfor—stadent—aetivitiesAssociate Principal for Administrative
Services shall mail—provide an—apphieation—a facility request form to the outside

organization, asking for specific dates, times, etc. Upon receipt of the

| apphieationcompleted request, the assistant principal for student activities shall
determine whether or not the organization is eligible to use the facilities under the
Board of Education policy. The classification to be assigned to the use for fee purposes
shall also be determined.

3. The assistant—principalfor——student—aetivitiesAssociate Principal for Administrative
Services or their designee shall verify space availability, times, etc., and shall check

possible conflicts with other activities in the building, including parking arrangements.
If disapproved, the applicant shall be contacted and notified that the space is not
available. If approved, the-student-activities—calendarshall-be-markedwith-the-dates;
and—a contract and estimated quotation shall be prepared to be signed by the using
organization.

4, The contract and estimated quotation inclusive of all rental charges shall be matled-to
the-appheantprovided to the outside organization for review and approvalsignatare, and
it shall be returned to the student activities office along with a valid certificate of

liability insurance. At-the—sametime;—thefolowingpeople—shall-benetified-of-the

3 _audio visual d £ roived

| 5. Upon receipt of a signed contract_and valid certificate of liability insurance, it shall be
signed by the assistant principal for student activities and one copy shall be returned to
the applicant.



raoulgravel
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sheetsHourly wages for audio—visual-and—eustodial—personnel performing services
exclusively for the facility rental are to be sent to the-be reviewed and processed student
activities office_in accordance with current payroll procedures-through-theirimmediate

supervisers. Time-spent-on-outsiderentalsisto-be-elearly-marked-

Upon receipt of the hours worked and other costs involved, the assistant-prineipal-for
student-activitiesAssociate Principal for Administrative Services or their designee shall
notify the business services department to prepare and issue an invoice to prepare-bills
foer-the outside rental organization. Follow up collection procedures shall be handled in
partnership by the business services department and student activities office.
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Section B - Rental Rates

Proposed building rental rates shall be submitted to the Board of Education by the assistant
superintendent for business affairs-services no later than sixty days prior to the start of each fiscal
year.

+—Category A—— No<charge:
2—Category B—— No—<charge:

Section C - Out-of-Pocket Expenses

Proposed rates for out-of-pocket expenses shall be submitted to the Board of Education by the
assistant superintendent for business affairs-services no later than sixty days prior to the start of
each fiscal year.

1.  Out-of-pocket expenses fall into two categories:

a. Personnel expenses incurred by the school district to supervise, set-up, clean and/or
secure the facilities while rented, and

b.  Expenses for equipment rental, air-conditioning;-etc.

23. Out of-pocket expenses cannot be reduced or waived without the approval of the Board of
Education.

Section D - Liability Insurance Requirements

1. All organizations renting facilities shall be subject to an executed contract and

demonstratlon of requlred hablhtv insurance feq-uﬁed—t&%eeu{%a—he}d—lﬁrafm}ess—agfeemem

2. All organizations renting facilities shall be required to submit te-the-sehoel-distriet-a
certlflcate of i insurance namlng Nefthﬁeld—"l:ew&sthpGlenbrook ngh School Dlstrlct 225 as

m—&n—amea&t—&et—less—th&n%%—()@&@(—)@—aﬂd—shaﬂ—be from a carrier Wthh has a Best S ratlng
of A and -6 or better.
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