Maplewood Richmond Heights School District

MRH SCHOOL DISTRICT
FACILITY APPLICATION AND CONTRACT

(Single Event)
RENTAL INFORMATION

Date of Event: Purpose of Usage:

Building / Area Requested: Approx. # of attendees:

SCHEDULE OF USE
Set-up starting at: Clean-up ending at:

Event start time: Event end time: Total Rental Hours:

APPLICANT / GROUP INFORMATION

Group Name: Main Contact Person:

Group Address: Contact Phone Number: ( )

Contact Person’s Email:

The undersigned Applicant/Group does the following:

1. Makes application to the Maplewood Richmond Heights School District for the use of
the MRH facility and certifies that the information given is complete and correct.

2. Acknowledges that failure to completely disclose the information requested may
result in denial of the application or termination of the permit at the District’s discretion.

3. Agrees that Applicant/Group has the authority to make this application on behalf of
the organization or group named above and by signing this application binds the
Applicant/Group to pay (all) the fees and charges for use of the facility (upon receipt of the
District’s invoice) as set out on the Rental Category and Fee Rates attached and incorporated
herein.

4. Agrees that the Applicant/Group shall report to the District any damage to school
facility or school equipment that occurs during the group’s activity, and shall pay the repair

and/or replacement costs incurred by the District as a result of the damage.
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5. Agrees that the group will maintain good order and security during the activity,
comply with all of the District’s rules and regulations regarding the use of facilities and the rental
guide set out in the attached and incorporated herein, and comply with direction from the District
personnel including the Superintendent, Director of Operations, Principal, House Committee (a
committee of administrators, teachers, and/or staff appointed by the District to supervise the
operations), or a designated supervisor. This includes not propping any doors at any time. This
may result in immediate termination of the event.

6. Agrees to indemnify and hold the District harmless from any and all liability
occasions by the Applicant/group’s use of school facilities.

7.  Agrees that any promotional material for the activity to be held in the school facilities

must include the following disclaimer displayed prominently: “The Maplewood Richmond

Heights School District does not endorse the goals, objectives, activities, or opinions of any

non-sponsored clubs or their members nor does the District encourage or discourage student

participation therein.”

8. Agrees not to recruit students during the school day, interfere with classes, school
activities or bus ingress or egress before or after school, or in any way promote the groups or
the activity in such a manner as might be construed as school sponsorship. If the activity
immediately precedes or follows the school day, the undersigned further agrees to obtain written

permission from parents prior to student participation.

In order to ensure processing of the application, security clearance, and personnel assignments,
WE RECOMMEND FILING THE APPLICATION AT LEAST DAYS BEFORE THE DATE
REQUESTED FOR E BUT GENERALLY RESTRICTED TO THE RRENT HOOL
YEAR. It will not be possible to approve an application received in the Operations Department

fewer than 7 days prior to the requested event.

Applicant’s Initials
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RENTAL CATEGORY & FEE RATE
2025-2026 School Days & Hourly Rates

All rental fees listed below are subject to change due to the time of year, number of attendees, and hours of
events, or at the discretion of MRH School District.

In making judgments permitting the use of the facilities, the following priority levels will be used:

CLASS A This category includes:
District Internal e All MRH School District parent organizations
Group e School-sponsored activities
**Ng fee for this e  Scouting organizations sponsored by MRH parents
category** e MRH Youth Sports
e Those approved by the Superintendent, Board of Education, or their
designee.
CLASS B This category includes the following located in the MRH School District:
e Businesses
e Civic organizations
e  Social organizations
e Schools
e Churches
e All other approved non-profit organizations
e Those who have partnerships with the District
e Those approved by the Superintendent, Board of Education, or their
designee.
CLASS C This category would include organizations and businesses not included
above and that are not located in the MRH School District.

The rental fees are per hour unless otherwise noted, but do not include fees for staff that may be
required based on the event’s needs, beyond normal hours of operation, or on Saturday and Sunday.

EARLY CHILDHOOD CENTER HIGH SCHOOL
SPACE CLASS B CLASS C SPACE CLASS B CLASS C
Gym/Cafe $30.00 $40.00 Gym 40.00 $60.00
Classroom $20.00 $30.00 Cafe $50.00 $60.00
Library $30.00 $40.00 Classroom $20.00 $30.00
Library (R&D) | $40.00 $50.00
ELEMENTARY SCHOOL
SPACE CLASS B CLASS C DISTRICT LEVEL
Gym/Cafe $30.00 $40.00 SPACE CLASS B CLASS C
Classroom $20.00 $30.00 Field $100.00 125.00
Track $50.00 $75.00
MIDDLE SCHOOL Theatre $515.00 $565.00
SPACE CLASSB ___ CLASSC (base 4 hour)
Classroom $20.00 $30.00 Theatre $100.00 $125.00
(ea/add’t
hour)
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MRH staff fees below are in addition to the above rental rates.

OTHER FEES & REQUIREMENTS

MRH Building Custodian Custodial assistance for hours beyond normal operations OR on Saturday or
($30.00 per hour) Sunday. *Minimum of 2 hours*

MRH Technology Specialist A Technology Specialist will be required if your rental has technology needs
($30.00 per hour) or if using the theatre sound/lighting equipment. *Minimum of 2 hours*

MRH Food Service Specialist A Food Service Specialist will be required for any approved rental involving
(30.00 per hour) kitchens in MRH facilities. *Minimum of 2 hours*

RULES AND CONDITIONS FOR USAGE

SCHEDULING:

1.

Groups or individuals requesting use of the facility will use the application for this purpose provided by the District. These
applications must be made at least 2 weeks in advance and be accompanied by an initial deposit and any additional
deposits required on the ‘Rental Category’ (check made payable to MRH School District). The application and deposit
must be submitted to the Operations office and if schedule permits, notification of approval will then be sent from the
Operations Department. The District facility schedules serve as the official reservation list of rental/use permits.

The District reserves the right to require a minimum of $500,000 certificate of insurance providing liability and property
insurance for the tenants during the period of time they will be using the MRH facility. The certified copies of insurance will
name the “Maplewood Richmond Heights School District and M.U.S.1.C.” as additional insured under said certified copies.
Rental fees incurred are payable upon (receipt of invoice) the date of performance. Past-due invoices shall incur interest
of 1% per month until paid in full. Applicant agrees to pay reasonable costs of collection including attorney fees for all
unpaid invoices.

MRH School District use of the MRH Theatre and facilities must be scheduled and approved by the Director of
Operations.

During regular school hours the MRH Theatre and facilities are available only to MRH School District educational and/or
activity programs.

In case of severe weather, cancellations will be determined by the Director of Operations.

The MRH School District reserves the right to change/alter/cancel a contract at any time.

RULES AND REGULATIONS FOR MRH FACILITIES:

1.

All groups will be expected to conform to fire regulations. There will be no smoking in school buildings or on school
grounds and the use of fireworks, alcoholic beverages, illegal drugs, profane language, or gambling on school premises
are highly prohibited.

The Director of Operations will resolve any conflicts with renters.

No use of the space may start before 6:00 pm or end after 9:00 pm during regular school days without prior approval from
the Director of Operations.

All groups must have proper supervision. Chaperones, Scout leaders, coaches, etc. will remain in the buildings until all
persons in the group have left.

The facility will not be available for use until the time indicated on the MRH Facility Application and Contract.

No food or drink of any kind is permitted in the gyms, MS/HS R&D or the theatre at any time.

RULES AND REGULATIONS THAT APPLY SPECIFICALLY TO THE MRH THEATRE:

1.

The MRH Theatre will be kept locked at all times except when it is in use. This will include the stage, house, and the
scene shop. All storage rooms will be kept locked and will be opened only under the direction of a staff member. The
exterior doors will be unlocked during performances.

Light and sound equipment are not available for loan or rental to any group for use outside the theatre.

Theatre equipment (lights, sound, etc,) may only be operated by persons trained and/or approved by theatre staff. No
equipment may be brought into the Theatre without prior approval. No equipment may be connected to theater systems
without prior approval. No props and/or decorations may be brought in without prior approval.

No unauthorized person may be in the scene shop, in the control booth, in the ticket booth/manager’s office, or in the
dressing, costume, and prop rooms. No unauthorized person may operate lifts or rigging equipment.

No food or drink of any kind is permitted in the house of the theatre or on the stage (except as a part of a
performance). No food or liquid of any kind is permitted in the sound control position or the control booth. Food and drink
are permitted in the green room and the scene shop.
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MRH SINGLE EVENT FACILITY DETAILS

1. Will the activity be promoted in the school, by any school personnel, or any individual attending the school?

OYES ONO

If yes, list all promotional efforts and attach copies of materials:

2. Will any individual be restricted from attending based on sex, race, religion, age, national origin, handicap,
or disability?

OYES ONO

If yes, explain

3. What steps have you taken to make it clear that the activity is not sponsored by the school, the District, or any
personnel of the school or District?

4. What items will be brought in for your event (tables, chairs, props, etc.)?

5. Will any set up be required (tables, chairs, layout of room, etc.)?

OYES ONO

If yes, please explain.

6. Will any technology support be needed (wifi, microphone, projector screen, etc.)?

OYES ONO

7. Will decorations be used?

OYES ONO

If yes, what type and explain how they will be used?

I have read and understand the rules and regulations set forth by the
Maplewood Richmond Heights School District.

Applicant Signature Operation Staff Signature (Approval)

DATE SUBMITTED DATE APPROVED

The Maplewood Richmond Heights School District does not discriminate on the basis of sex, race, religion, age, national
origin, handicap, or disability in admissions or access to, or treatment or employment in its program and activities.



DISTRICT OFFICE USE ONLY
DO NOT WRITE BELOW THIS LINE

%“ Maplewood Richmond Heights School District

O Date(s) calendared within ML Schedules: YES

O Insurance Certificate needed: YES NO Received:

[ Fees: YES NO Paid:

NO

[J Special Request(s): YES NO

Table(s)

[J Building Access Card needed: YES NO Card#
[J Tech Request(s): YES NO

Microphone(s)

Notes/Details:




