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LAKE CENTRAL SCHOOL CORPORATION 

USE OF SCHOOL FACILITIES 
  

Lake Central Priority for Use of Facilities: 
 
Group I: 
Direct School-related Activities 

   

(100% Lake Central employees) 
e.g. classes, school clubs, extra-curricular activities that are 
free of charge  

No Rental Fee 
No Custodial Fee 

 
 
Group II:     
School Affiliated 
(Groups that exists solely for the purpose of supporting  
LC students) 
e.g. Booster Groups, PTO, Education Foundation,  
Alumni Groups, Dollars for Scholars, etc. 
 

 
A fee may be charged if it creates 
an additional expenditure.  
If this group utilizes a consultant, 
coach, tutor, specialist, 
choreographer, etc. a Criminal 
Background check will be 
required at their own expense. 
Liability Insurance required. 

Group III: 
Groups Dealing Directly with Community Youth 
(with a majority of Lake Central district residents)  
e.g. Youth Basketball, Scouts, 4-H Clubs, Parks Dept. 
programs, Police Dept., Fire Dept., city and town 
organizations, employee tutors, etc. 
 

 
A nominal fee will be charged. In 
addition, other charges may incur 
during the event and will be billed 
accordingly. 
Liability Insurance required. 

Group IV: 
Local Civic, Service, Cultural, Political, Non-Profit 
Organizations 
e.g. Jaycees, Parks Dept.programs, League of Women Voters, 
Optimists, Lions, Democrats, Republicans, Kiwanis, Churches, 
Chamber of Commerce, and other Community Groups. This 
also includes non-employee consultants, coaches, tutors, 
specialists, etc. 
 
Group V: 
Private Businesses and Citizens of the Community             
Acceptable events will be determined by the            
Superintendent or his/her designee. 
Includes sports teams, activities and/or groups 

 
Rental Fee and Custodial 
Fees charged. 
Criminal Background 
checks may be required at 
their own expense. 
Liability Insurance 
required. 
 
 
Rental Fee and Custodial 
Fees charged. 
Liability Insurance 
required.

 
 
 

   
    

Scheduling priority will be given according to the order indicated above with Group I 
having first priority and Group V having last priority. Scheduling will be on a first come – 
first served basis within a group.  A Group I organization may bump a lower priority group 
with notification. 
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Application Procedures 

1. Application for facility use must be made in writing, on the approved Building Use Form. 
2. Rental of facilities will be made to responsible citizens representing a group or organization. A 

responsible citizen is defined as a person at least 21 years of age who is financially responsible. 
3. Completed Building Use Form and a Certificate of Liability Insurance should be turned in a minimum of 

two weeks prior to the requested date. 
4. All rental and custodial fees will be invoiced and due 30 days from the invoice date. Renter agrees to 

be responsible for any additional custodial charges incurred or damages caused by renter’s activities. 
5. Permits granted are subject to cancellation at any time by the Board, Superintendent or his/her 

designee. These apply to a specific date or the completed permit.  
6. Holders of permits shall confine their use strictly to the specific area approved and will not be 

permitted to use any equipment or apparatus unless it is approved on the application.   
7. No school building may be used without the presence of a designated school representative.  
8. Use of facilities can be denied if renter is disrespectful to school personnel or its representatives. 

 
 

Insurance and Liability 

Any non-school group using a facility, must provide a certificate of insurance showing proof of liability 
insurance in the amount of $100,000 property damage per occurrence and $1,000,000 bodily injury per 
occurrence naming the Lake Central School Corporation as an additional insured.  

The requesting party shall protect and hold harmless any member of the Board or any teacher or other 
employee of the Lake Central School Corporation from loss, or damage to property, provided such member or 
employee was acting in the discharge of his/her duties. 
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Rules and Regulations                                                                                                                                                           

1. Priority for building use will be given to Groups I and II. The Lake Central School Corporation reserves 
the right to reschedule a rental event should circumstances arise regarding the corporation’s need for 
the facility. If rescheduling becomes necessary, the corporation will provide the organization renting 
the facility with advance notice when possible. 

2. Possession and/or use of alcohol or other controlled substances and gambling is not permitted on 
school property. Use of tobacco is prohibited at all times in school buildings and on school grounds.  

3. The applicant and his/her organization shall be held strictly accountable for complying with the rules 
and regulations governing the use of school facilities and shall be responsible for damages, losses, or 
accidents, which might occur while the organization is using the school facility.  If proper care is not 
exercised, the continued use of the facility may be denied.  

4. The sponsoring organization must provide adequate supervision and must insure that parents, 
students, and visitors use only the areas approved for rental/use.  The organization may be required to 
provide all necessary supporting personnel such as security, medical personnel and parking attendants. 

5. Upon approval, a projected cost will be sent to the address listed on the Building Use Form.  
6. Applicant should sign one copy with the proposed cost on the contract and send it to:     

Lake Central High School 
8400 Wicker Ave. 
St. John, IN 46373 
Attention: Student and Community Activity Secretary  

7. A report of any personal injury must be submitted to Central Office by the person securing the permit 
within 24 hours after such injury.  

8. Property damage must be reported immediately to the custodian on duty, and an itemized list of any 
property damage must be submitted to the principal by the person securing the permit, with a copy to 
Central Office within 24 hours after any such damage. 

9. No signs, displays, or materials may be attached, nailed or otherwise affixed to floors, walls, window 
glass, woodwork, draperies, stage curtains, grounds, drives, etc., without prior written request and 
permission. No open flames are to be displayed or used in the building. 

10. Equipment, musical instruments and machines may not be moved nor used unless done by authorized 
personnel. The use of special equipment such as kitchen equipment, public address systems, 
technology and auditorium equipment, etc. shall be permitted only when operated by employees or 
other persons authorized and were previously listed on the Building Use Form. 

11. All posted rules for each facility shall be followed at all times. 
12. Should school officials determine use of an athletic facility (i.e. football field, baseball diamond, soccer 

field, etc.) by an organization diminishes or compromises the condition of said facility, use by the 
organization will be revoked. 

13. No group can monopolize more space and time than is needed to meet the needs of the organization. 
14. At no time will the school corporation’s equipment or machinery be unplugged or turned off, 

 i.e. vending machines, scoreboards, AV equipment, etc. 
15. Failure to comply with the rules and regulations will be sufficient reason to cancel future privileges. 
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SCHEDULE OF FACILITY RENTAL AND CUSTODIAL FEES 
 

HIGH SCHOOL RENTAL FEES: 
A. Fieldhouse (per section)   $25.00-$75/hr.(depending on space needed) 
B. Competitive Gym    Not available except under special conditions 
C. Cafeteria     $50.00/hr. 
D. Cafeteria and Commons Area   $100.00/hr. 
E. Auditorium     TBD 
F. LGI Room     $50.00/hr. 
G. Media Center     TBD 
H. Classroom     $10.00-$25.00/hr. 
I. Computer Lab     $75.00/hr. 
J. Turf Field     Not available except under special conditions 
K. All Other Fields    $50.00/hr. 

 
      MIDDLE SCHOOL RENTAL FEES: 

A. Gym      $50.00/hr. 
B. Cafeteria/Stage    $25.0035.00/hr. 
C. Cafeteria and Commons Area   $80.00/hr. 
D. LGI      $75.00/hr. 
E. Media Center     $50.00/hr. 
F. Classroom     $10.00-$25.00/hr. 
G. Computer Lab     $75.00/hr. 
H. Football Field     $75.00/hr. 
I. All Other Fields    $30.00/hr. 

 
                     ELEMENTARY RENTAL FEES: 

A. Gym      $40.00/hr. 
B. Cafeteria     $25.00/hr. 
C. Cafeteria and Commons Area   $80.00/hr.  
D. Media Center     $50.00/hr. 
E. Classroom     $10.00-$25.00/hr. 
F. Computer Lab     $75.00/hr. 

      PROTSMAN - Community Room   $40.00/hr. 
 

AQUATICS CENTER: 
A. General Pool use for community youth $150.00/hr 
B. All fundraising opportunities, swim meets,        

individual lanes, etc. please see the Lake Central 
Aquatics Director for more information 

 
Equipment Charges 
Charges to be determined based on the nature and type of equipment requested. (if available) 

 
For tournaments and other events by non-Lake Central groups, the use and charges are set at the 

discretion of the Superintendent. 
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CUSTODIAL FEES: 
Organizations in Group II through V that use school facilities after regular hours or on 
weekends and holidays, are subject to a custodial fee. 
 
The minimum charge is two-hours. 
 Effective July 1, 2014 - $30.00/hr. 
 
The flat hourly custodial charge begins ½ hour prior to the requested building open time and 
ends at least one hour after the renting group departs. However, large events may require 
more time.  Actual time worked will be charged.  
The extended time frame is for cleaning and set-up for the following school day (restrooms, 
hallways, entryways, rented room or rooms). 
 
MULTIPLE CUSTODIANS: 
The number of custodians required will be determined at the time of rental. There shall be no 
exception to this unless requested at time of rental. 
 
SITE SUPERVISOR AND TECHNICIANS: 
Lake Central School Corporation may require additional support staff for certain events such 
as technicians and site supervisors. Staff requirements will be evaluated on an individual 
basis. LCSC will arrange for the additional support staff to be paid for by the renter. Fees will 
be included in the estimate. 
 
SECURITY: 
Lake Central School Corporation may require a security staff for events in which size, program 
and/or nature of the program indicate such needs. LCSC will arrange for security to be paid for 
by the renter. Fees will be included in the estimate.  
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Lake Central School Corporation 
Procedure for Applying for Facility Use 

 
 
When an organization or individual is requesting the use of a facility, at any Lake Central 
school, they will need to follow these steps:  
 

1. Obtain the “Use of Facilities Information Packet and Application”.  
This information is available at:  

(a) The Lake Central School Corporation website 
(b)  any school office  
(c)  The Lake Central Administration Center 

 
2. Fill out the “Application Form” (and the “Use of Equipment and Supplies Form”, if 

applicable) and send to: 
 Lake Central High School 
 8400 Wicker Ave. 
 St. John, IN 46373  
Attention: “Student and Community Activity Secretary” 

     This must be received no later than 2 weeks prior to the event. 
 

3. The “Student and Community Activity Secretary” will review the application.  If it is 
available, the Activity Secretary will notify the representative in writing of the 
approval and estimated charges.   

 
4. If the renter agrees to the estimated charges, they must send back a signed copy of 

the agreement along with a copy of their Certificate of Insurance.  The Activity 
Secretary will then post the activity, date and time on the Lake Central School 
Corporation Tandem Calendar.  If they do not agree to the charges, they must notify 
the “Student and Community Activity Secretary” within 3 days of receiving the 
estimated charges that they will not be using the facility. 

 
5. At the conclusion of the event, the school custodian (or the Lake Central staff 

member involved) will fill out a form to verify time, materials, personnel hours, 
condition of equipment and facilities, etc. and send it back to the Activity Secretary 
within 3 days of the event. Payroll will then finalize all charges and bill the 
representative. Payment will be due within 15 days of the received final bill. Please 
make checks out to “Lake Central School Corporation.”   
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LAKE CENTRAL SCHOOL CORPORATION 
8260 Wicker Avenue, St. John, IN 46373 

Telephone: (219) 558-2706  
 

APPLICATION FOR FACILITY USAGE 
(PLEASE PRINT LEGIBLY) 

 
Name of Organization, Group, Individual__________________________________   Today’s Date____________ 
 
Name of Event: ____________________________________________________ 
 
Building Desired: ___________________________________  
 
Event requested on the following dates and times:  
 
1. Date(s): Starting date___________________ through ending date_____________________  
 
2. Day(s) of week: M, T, W, TH, F, SA, SU (Circle all that apply)  
 
3. Time, access to building:__________AM/PM       Event Start Time:__________AM/PM  
 
4. Event End Time:___________AM/PM                  Time you will vacate the bldg:___________AM/PM  
 
 Check all requested areas below: 
 

  Cafeteria  Kitchen  Gymnasium 

 Auditorium  Stage  LGI 

 Other Meeting Room-please specify: 

 Non-Meeting Room-please specify: 

 
Admission Charged:      YES_______    NO_______                     Approx. Attendance:________________________ 
 

 
PLEASE NOTE: The facilities will not be open if school is closed due to weather or emergency. 

 
 

The undersigned has read this Policy and application and accepts all the conditions contained herein: 
 
_________________________________              _______________________________     ___________ 
PRINTED NAME OF REPRESENTATIVE            SIGNATURE OF REPRESENTATIVE                      DATE 
 
_________________________________               ______________________________        __________      
MAILING ADDRESS                                                              CITY/STATE          ZIP 
 
 ______________          _______________       _______________ 
 HOME PHONE                        CELL PHONE                     WORK PHONE       
                                                   
_____________________________                             _________________________________________    
EMAIL                   ALTERNATE CONTACT NAME & PHONE # 
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LAKE CENTRAL SCHOOL CORPORATION 
USE OF EQUIPMENT AND SUPPLIES 

CUSTODIAN  COPY 
 

EVENT__________________________________________Date of Event______________ 
Building________________________ 
Name & Contact #_____________________________________________________ 
 
Event requested on the following dates and times:  
 
1. Date(s): Starting date___________________ through ending date_____________________  
 
2. Day(s) of week: M, T, W, TH, F, SA, SU (Circle all that apply)   
 
3. Approx.Attendance:_______________ 
 
4. Doors that need to be opened:_______________________________________________________ 
 
5. Time, access to building:__________AM/PM       Event Start Time:__________AM/PM  
 
6. Event End Time:___________AM/PM                  Time you will vacate the bldg:___________AM/PM  
 
Room/Facility Desired      
_____Main Gymnasium   
_____Upper Gym     
_____LGI                _____Other Meeting Room/Please Specify 
_____Auditorium                _________________________________         _____Kitchen                          
  
_____Cafeteria     _____ Non-Meeting Room/Please Specify  
_____Stage     _________________________________   
    
Fieldhouse or Outside Field     Technology Items Needed: 
 
_____Bleacher Sections 

 __North__South___West___East      _____Computer 
_____Scoreboard        _____Overhead Projector       
_____Goals – indicate type_______________        _____Document Camera  
_____Nets – indicate type________________                               _____”Smart” Board Projector 
_____Locker Rooms   ___Girls   ___Boys      _____Portable Screen 
 ___PE Old ___PE New        
 _____Sound System 
 
Basketball Hoops    ______Up     _____Down 
        

Misc Items (Specify the # of each item needed):  Personnel Needed: 
 

              ____Site Supervisor 
_____ Sound Manager          (needed for large events) 

_____Stage Manager 
_____Cafeteria Staff 
_____Technology Staff 
_____Custodial Staff 
_____Other Support Personnel 

ADDITIONAL ITEMS REQUESTED 
____________________________________________________________________________________________
____________________________________________________________________________________________
Site Supervisor:________________________________________________________________________________ 

_____Tables (up to 15)  _____Coat Racks 
_____Chairs   _____Extention Cords                         
_____Risers      _____Power Strip 
_____Podiums   _____Music Stands 
_____Large Trash Cans    _____White Board 
 
 


