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Application and Procedures for Use of School Facilities  

 
To be submitted to the Superintendent. 

This application must be approved before a non-school related group is allowed to use school 
facilities. School organizations, school-sponsored programs, and organizations whose primary 
purpose is to provide financial assistance to the school are all considered, for the purpose of this 
application, to be school-related. Use of school facilities for school purposes has precedence over all 
other uses.  

   
Organization name  Requested school facility 
   
Supervisor from organization (must be 21 years of 
age or older) 

 Phone/email address 

   
Program/activity  Date(s) and start/end time(s) 
   
Equipment needed   Materials to be brought into facility 
   
Room arrangement, including decorations  Food service required 
1. All non-school related groups must supply adequate supervision to ensure proper care and use of 

school facilities. 
• The non-school related group is responsible to the Board for the use and care of the school facility. All 

adult supervisors must have cell phones with them at all times. 
• Sufficient, competent adult supervision must be provided and the adult supervisor must ensure that no 

minor is left alone after the activity. 
• Only the cafeteria, auditorium, gymnasium, and athletic field, along with needed hallways and parking 

areas, are available for community use. Entering any room or area not in use by the group is prohibited. 
The adult supervisor will vacate the facility at the scheduled end time. Use of the school facility is not 
permitted past the agreed end time. 

• No furniture or equipment may be moved without prior approval from the Building Principal. 
• Signs, displays, or materials may not be attached, nailed, or otherwise affixed to walls. 

  Initial here if this is agreeable 

2. All non-school related groups must agree to: 
• Indemnify and hold harmless the District and its agents and employees for and from any and all loss 

including attorneys’ fees, damages, expense, and liability arising out of its use of school property.  
• Pay any damages to school facilities, furniture, or equipment arising out of its use of school property 

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 School Board’s discretion. 

• Supply written proof of insurance naming Sherrard School District as an additional insured and 
verifying that the group maintains adequate insurance coverage against personal injury and/or 
property loss:            

    Insurance provider name and contact number 
  Initial here if this is agreeable 
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3. All non-school related groups must pay applicable fees (see page 3): 
 

Rental charge (unless waived by Board policy):    
Meal and beverage service (cost as determined by the cafeteria supervisor):     

  Initial here if this is agreeable 

4. Payment Method:  Check  Money Order Credit Card 
 If payment is by check, please make check payable to:  The District  
 If payment by credit card, please indicate the following: Visa  Master Card   Am Ex 
 Expiration date: Credit Card No.:    CVV:   Today’s date: 
 Authorized amount:     Authorized signature:      
5. All non-school related groups must agree to use appropriate emergency procedures including 

calling 9-1-1 for medical emergencies and whenever an Automatic External Defibrillator (AED) is 
used. 

  Initial here if this is agreeable 
6. All non-school related groups must agree to follow the District’s Plan for Responding to a Medical 

Emergency at a Physical Fitness Facility, 4:170-AP6.  
Important: The District will not supervise the activity nor will it supply trained AED users to act as 
emergency responders at any time, including during staffed business hours.  

  Activity being proposed is not in a physical fitness facility.  
  Initial here if this is agreeable 
  Copy of the District’s Plan for Responding to a Medical Emergency at a Physical Fitness Facility 

has been provided. 77 Ill.Admin.Code §§527.400(a) and 527.800(c). Important: State law encourages 
all non-District coaches, instructors, judges, referees, or other similarly situated non-District anticipated 
rescuers who use the physical fitness facility in conjunction with the supervision of physical fitness 
activities to complete a course of instruction that would qualify them as a trained AED user under Ill. 
law. 410 ILCS 4/10; 77 Ill.Admin.Code §527.100. 

  Initial here that a copy of the Plan was received and that the Applicant has read and 
understands the above note. 

7. If the request involves a physical fitness facility, the non-school related group must: 
• Designate at least one adult supervisor who agrees to be an emergency responder. All emergency 

responders are encouraged to be trained in CPR and trained 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, the Superintendent is informed and all appropriate forms are completed. 

  Initial here if this is agreeable 
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I certify that I am authorized to act for the above-named organization. I understand that: (1) the 
granting of this request does not constitute recognition of my organization as a school-related group or 
activity, and (2) my organization may not represent itself or any of its activities as school-related.  
I agree to: (1) abide by the conditions stated in this application, and (2) adhere to all Board policies and 
administrative procedures applicable to this use of the school’s facility.   

   
Applicant name (please print)  Telephone number 

Address   Email address 

Applicant signature   Date 
 

The Superintendent or designee will base his or her decision on the information being provided in this 
application as well as other criteria deemed important.  (Note to Superintendent or designee: After approving or 
denying this application, return a copy of it to the person making the request, keep the original in the central 
office, and send a copy to the appropriate Building Principal.) 

  Approved    Denied 

 

____________________________________________________ 

Principal 

____________________________________________________ 

Activities Director     

          

  

_________________________________ 

Date 

_________________________________ 

Superintendent or designee   

 
Facility Fee 
Auditorium $25/hr 
Classrooms $10/hr 
Media Center/Library $10/hr 
Gyms $30/hr 
Locker Rooms $10/hr 
Commons/Cafeteria $15/hr 
MPR/Wrestling Room $10/hr 
Football/Track Complex $25/hr 
Baseball/Softball Fields & Practice Fields $25/hr 
Concession Stand* $10/hr 
 
* Rental of concession stand may include Sherrard Booster Club approval and possible equipment 
rental fees. 
 
Personnel Fees Fee 
Custodian $25/hr 
Event Supervisor  $15/hr 
Auditorium Technician $19/hr 
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Custodial service charges will apply whenever a custodian is not regularly on duty.  A custodian will 
be on duty whenever a user occupies the facilities and fees will be assessed accordingly.  If custodial 
services are not needed during off-hours, a district employee may supervise the usage, but they must 
remain in facility during use.  In addition, custodial charges will apply during normal custodian hours 
if custodian is required to perform additional duties beyond ensuring facility is available.  A district 
assigned event supervisor may be required for large events (e.g., youth tournaments, dance recitals, 
etc.) as determined by the Activities Director. 
 
Sherrard affiliated programs can have the facility rental fees waived.  The personnel fees will not be 
waived for these programs.  Sherrard affiliated programs include Future tigers, Junior Tigers, 
Sherrard Soccer Association and the Sherrard Baseball and Softball Association.  These programs 
must be in communication with the head coach of the respective high school program.  These 
programs must be primarily there to serve Sherrard CUSD 200 students.  Traveling teams with fees 
do not fall into this category including but not limited to ASA softball, AAU basketball and club 
volleyball. 
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Plan for Responding to a Medical Emergency at a Physical Fitness Facility with an AED 
 

The following operations implement School Board policy 4:170, Safety, requiring a plan for 
responding to medical emergencies at a physical fitness facility. These operations shall be completed 
consistent with the Physical Fitness Facility Medical Emergency Procedures Act, 210 ILCS 74/, and 
the Ill. Dept. of Public Health (IDPH) Rules, Title 77, Part 527, Physical Fitness Medical Emergency 
Preparedness Code. Any definitions of terms found in this Act and IDPH implementing rules are used 
as the definitions of those terms in this procedure. 77 Ill.Admin.Code Part 527. 

Actor Action 

Superintendent or 
designee 

Appoints a staff member to coordinate the operations in this Procedure who 
will be known as the Plan Coordinator. 0F 

Plan Coordinator: 

          
Name     Position 

Files this plan with the IDPH, Division of EMS & Highway Safety, 500 E. 
Monroe - 8P

th
P Floor, Springfield, IL 62701. Files an updated plan with the 

IDPH after a change in the facility that affects the ability to comply with a 
medical emergency, such as the facility was closed for more than 45 days. 
77 Ill.Admin.Code §527.400(a) and (c). 

Dates plan submitted: 

          

          

          

Decides, with input from the Plan Coordinator, the schedule for purchasing 
and maintenance of AEDs. See 210 ILCS 74/50 for compliance date 
schedule(s). 

If the AED becomes inoperable, the district must replace or repair it 
within 10 days. Persons using the facility must be notified if an 
operable AED is not on the premises. The AED shall be mobile and 
accessible at all times when the AED is operable. 77 Ill.Admin.Code 
§527.600.  

Designates each Building Principal as the individual who must be notified in 
the event of a medical emergency.1F 77 Ill.Admin.Code §527.400(a). 

        Building    Office Contact 

          

          

          

Follows the requirements of 77 Ill.Admin.Code §525.500 upon receiving a 
completed report that an AED was used. Cooperates to provide information 
that may be necessary for non-transport vehicle (defined at 77 
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Actor Action 
Ill.Admin.Code §515.825) in compliance with 77 Ill.Admin.Code §515.350 
(requires documentation of all medical care provided and a report to the 
EMS System within 24 hours for the EMS System to review) and provides 
information to IDPH upon request. 

Plan Coordinator Responsibilities Concerning Emergency Responders 

With the Building Principal, identifies all staff members who, through their 
education or training, are appropriate emergency responders for specific 
facilities. If possible, train all emergency responders in CPR and AED use. 
        Facility    Emergency Response Providers 

          

          

          

Responsibilities Concerning AED Users 

Determines the appropriate number of trained AED users and anticipated 
rescuers or users needed for each facility equipped with an AED. Each 
facility with an AED must have at least one trained AED user on staff during 
staffed business hours (210 ILCS 74/15 and 77 Ill.Admin.Code §527.600) 
and take reasonable measures to ensure that anticipated rescuers or users are 
trained pursuant to 410 ILCS 4/15 and 77 Ill.Admin.Code §527.800. 

Working with the Building Principal, identifies trained AED users and 
requests that other appropriate staff members and anticipated rescuers or 
users become trained. 
        Facility    Trained AED Users 

          

          

          

Responsibilities Concerning AED Registration 

Coordinates with local emergency medical services systems. 77 Ill.Admin.Code 
§527.500. 

Notifies an agent of the local emergency communications or vehicle dispatch 
center of the existence, location, and type of the automated external 
defibrillator. 410 ILCS 4/20(b) and 77 Ill.Admin.Code §527.500. 

Cooperates and provides any information requested by the local emergency 
communications or vehicle dispatch, so they can complete the Data Collection 
and Submission report about the use of the AED (77 Ill.Admin.Code 
§515.350). 77 Ill.Admin.Code §525.500.  

Responsibilities Concerning Location of AED and Other First Aid 
Equipment 

Indoor Facility - Decides, with input from the Building Principal or 
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Actor Action 
designee, where to place the AED and other first aid equipment so that 
their location will be conspicuous, easily accessible, and convenient; the 
AED must be mobile and accessible at all times. 77 Ill.Admin.Code 
§527.600. 

Outdoor Facility - Ensures that the AED is placed within 300 feet of 
the outdoor facility in an open building with unimpeded access that has 
marked directions to the location of the AED at its entrances. 210 ILCS 
74/15 and 77 Ill.Admin.Code §527.600(c). 2F 

         Facility       First Aid & AED Location 

          

          

          

Keeps a copy of the AED’s manual with the AED. 77 Ill.Admin.Code 
§527.700(b). 
Responsibilities Concerning Notification and Posting 

Along with the Building Principal, notifies all staff members of the location 
of any AEDs as well as the instructions for responding to medical 
emergencies. 77 Ill.Admin.Code §527.800(b). 

Responsibilities Concerning Training 

Coordinates, with input from the Building Principal, the training of: (1) all 
staff members who regularly supervise students in physical fitness facilities 
in the use of CPR and, if appropriate, AEDs, and (2) any non-employee 
coaches, instructors or other similarly situated anticipated rescuers or users. 
77 Ill.Admin.Code §527.800 and 210 ILCS 74/15(b-5) and (b-10).  

Responsibilities Concerning Instructions for Responding to Medical 
Emergencies 

Along with the Building Principal, notifies all facility staff of the location of 
any AEDs and the Step-by-Step Emergency Response Plan described below. 
77 Ill.Admin.Code §527.800(b). 

Coordinates, along with the Building Principal, the posting of the Step-by-
Step Emergency Response Plan described below. 77 Ill.Admin.Code 
§527.800(b). 

Responsibilities Concerning Maintenance and Testing of AEDs 

Ensures that all AEDs are maintained and tested according to manufacturer’s 
guidelines. 77 Ill.Admin.Code §527.700(a). 

Keeps a copy of the maintenance and testing manual at the facility and keeps 
a copy of the manual with each AED. 77 Ill.Admin.Code §527.700(b). 

Building Principal In a conspicuous place in the physical fitness facility, posts: (1) the list of all 
staff members who are emergency responders, and (2) the Step-by-Step 
Emergency Response Plan described below. 77 Ill.Admin.Code §527.400(a). 
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Actor Action 

Posts a notice at the facility’s main entrance stating that an AED is located 
on the premises. 

Receives notice in the event of a medical emergency. 77 Ill.Admin.Code 
§527.400(a). 

School Nurse(s) Along with the Plan Coordinator, helps staff members understand the 
instructions for responding to medical emergencies. 

These instructions must provide that the AED should be operated only by 
trained AED users, unless the circumstances do not allow time to be spent 
waiting for a trained AED user to arrive. 77 Ill.Admin.Code §527.800(c). 

Trained AED 
User(s) and/or 
Other Emergency 
Responder(s) 

According to their training, uses appropriate emergency responses upon the 
occurrence of any sudden, serious, and unexpected sickness or injury that 
would lead a reasonable person, possessing an average knowledge of 
medicine and health, to believe that the sick or injured person required 
urgent or unscheduled medical care. 77 Ill.Admin.Code §527.400(a). 

According to their training, uses the AED to help restore a normal heart 
rhythm. 77 Ill.Admin.Code §527.400(a). 

Calls 911 for medical emergencies and whenever an AED is used. 77 
Ill.Admin.Code §527.400(b). 

Informs the Building Principal whenever the AED or other emergency 
response is used. 77 Ill.Admin.Code §527.400(b). 

Whenever an AED is used, cooperates and provides any information 
requested by the local emergency communications or vehicle dispatch, so 
they can complete a Data Collection and Submission report about the use of 
the AED (77 Ill.Admin.Code §515.350). 77 Ill.Admin.Code §525.500.  

All Facility Staff 
Members and Users 

Follow the Step-by-Step Emergency Response Plan described below: 
1. Immediately notify the building’s emergency responder(s) whose 

contact information is posted in the facility. Under life and death 
circumstances call 911 without delay. 

2. Bring the first aid equipment and AED to the emergency scene. The 
AED should be operated only by trained AED users for the intended 
purpose of the AED, unless the circumstances do not allow time for a 
trained AED user to arrive. 

3. Immediately inform the Building Principal or designee of the 
emergency. 

4. The emergency responder will take charge of the emergency. This 
person will apply first aid, CPR, and/or the AED, as appropriate. 

5. If necessary, the emergency responder instructs someone to call 911, 
providing the location in the building and which entrance to use. This 
person should make sure someone is sent to open the door for 
paramedics and guide them to the scene. 

6. When paramedics arrive and assume care of the victim, the emergency 
responder or other staff person notifies the victim’s parent/guardian or 
relative. 
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Actor Action 
7. If an AED was used, the person using it cooperates and provides any 

information requested by the local emergency communications or 
vehicle dispatch, so they can complete the Data Collection and 
Submission report about the use of the AED. If appropriate, a 
supervising staff member completes an accident report. 

8. If an adult refuses treatment, the emergency responder documents the 
refusal and, if possible, asks the adult to sign a statement stating that he 
or she refused treatment. 

 

 


