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Use and Lease of Lenawee Intermediate School District (LISD) 

Facilities 
(Board Policy Series 9000/Policy 9250) 

 
The Board of Education believes that the public schools are owned by the community and that the 
schools play an important part in the intellectual growth and social expression of a community.  To 
this end, the Board encourages public use of school facilities. 
 
Permission to use alcohol in our facilities shall not be considered an endorsement of an activity or of 
an organization by the Board of Education. 
 
School-sponsored activities shall have first priority.  The Board delegates its authority to authorize 
use of school facilities to the Superintendent with the exception of use established through lease or 
other contract involving any transfer of property rights.  The Assistant Superintendents and their 
designees are hereby designated by the Superintendent to authorize the use of school facilities.  A 
coordinator will be designated in each service area that will be responsible for maintaining an 
accurate calendar of all uses of school facilities other than regular classroom activities.  The Board of 
Education shall receive an annual report of facilities used based upon the coordinatorôs calendar. 
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Mission Statement:  
The mission of the Lenawee Intermediate School District is to prepare people to function effectively in a 
changing world by providing and coordinating quality educational opportunities and support services, 
innovatively and responsively, in partnership with our communities.   
 

Applications: 
Applications for the use of LISD Facilities may be picked up at the William J. Ross Education Service Center, 
LISD VO-TECH Center, Milton C. Porter Education Center, Stubnitz Environmental Education Center, and 
Trenton Hills Learning Center or are available online at www.lisd.us.  
 

Applicants must be 18 years of age to use or lease LISD facilities. 
 

Reservations:  
Reservations can be made up to six months in advance after the school calendar is adopted by calling the 
William J. Ross Education Service Center at (517) 265-2119, LISD VO-TECH Center at (517) 263-2108, Milton 
C. Porter Education Center at (517) 263-8931, Stubnitz Environmental Education Center at (517) 264-5892, or 
Trenton Hills Learning Center (517) 263-6354. 
 
School-sponsored activities shall have first priority (Board Policy Series 9000/Policy 9250).  With the exception 
of official District organizations, classes and activities, all reservations will be on a first-come first-served basis. 
No other individuals (citizens or employees) or organizations shall have a standing priority. 
 
Use of rooms which extend beyond one period of time may require the removal of equipment, supplies, etc.  
(Example: If using a room for two continuous days, materials may need to be removed in order to allow the 
room to be used in the evening.) 
 
Room Types and Locations: 
There are a variety of room types (room sizes vary): 

 Classrooms/Small Conference Rooms ï LISD VO-TECH Center (classrooms 1,2, or 3 or conference 
room west). 

 Large Conference Rooms (Any combination of LISD VO-TECH Center Classrooms 1-3, William J. Ross 
Education Service Center Community Rooms A-C or Professional Development Center (PDC), or the 
Trenton Hills Learning Center Commons Room). 

 Gymnasium ï Milton C. Porter Center 

 Conference Center ï Stubnitz Environmental Education Center 
 

Room Fees (Board Policy Series 9000/Policy 9250-R #5 and 9250-R-3):   
(Apply only to Non-Business Hours use of LISD Facilities.  Fees apply at all times to Stubnitz 
Environmental Education Center except for LISD educational use during regular business hours of 
8:00 a.m. ï 5:00 p.m.) Lease fees apply only to non-business hourôs use of facilities.  Fees apply at all times to 
Stubnitz Environmental Education Center.  When reservations for the facility extend from business hours use 
into non-business hours use, the non-business hour fee shall apply to entire schedule.  (Regular business 
hours for William J. Ross Education Service Center, LISD VO-TECH Center, Milton C. Porter Education 
Center, and Trenton Hills Learning Center are 8:00 a.m. ï 9:00 p.m. Monday through Friday, excluding 
holidays). 

 $40.00 per hour (2 hour/$80 minimum) for classrooms and small conference rooms 

 $125.00 per ½ day (4 hours) for classrooms and small conference rooms  

 $200 per full day (8 hours) for classrooms and small conference rooms 

 $125.00 per 3 hours (3 hour/$125 minimum) for large conference rooms, gymnasium, and conference 
center 

 $200.00 per ½ day (4 hours) for large conference rooms, gymnasium, and conference center 

 $275.00 per full day (8 hours) for large conference rooms, gymnasium, and conference center 

http://www.lisd.us/
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Cancellation Policy: 
Notification must be made 3 business days in advance.  A $25.00 fee may be charged for non-business hourôs 
lease of facilities when cancellations are not made within the 3 day minimum cancellation period.  This covers 
premature cancellation penalties that may be assessed by the LISD security services vendor. 
 
Equipment (apply to both use and lease of LISD facilities): 
Lease of LISD equipment is limited to sound podiums and TV/DVD/VCR systems and the following fees apply.  
LCD projectors are considered specialized equipment and are not made available for public use.  All other 
LISD equipment is restricted from use or lease unless special permission is granted by the Superintendent 
and/or his or her designees. 
 

 $10.00 flat fee for sound podium 

 $10.00 flat fee for TV/DVD/VCR  
 
All equipment leased to a group using facilities shall be returned to the District in the same condition in which it 
was received.  Any mechanical malfunction shall be noted in writing.  Use of the equipment should be 
discontinued after the malfunction is discovered.  If a group or an individual damages equipment, they may not 
be allowed to use District equipment and/or facilities in the future.  The cost of repairs to damaged equipment 
will be billed to the group to which the equipment was loaned, unless a malfunction was noted before it was 
used by the group (Board Policy Series 9000/Policy 9250-R-2 #9). 
 
Payment: 
Entire payment is expected prior to use of the facility 
 
Room Set Up: 
The LISD does not provide room set up or take down services for external users of itsô facilities (except for 
bleachers).  When making a reservation for the use of a facility, users shall reserve sufficient time before and 
after events for this purpose.   
 
Room Clean Up During Regular Business Hours Use of Facilities: 
Guests shall ensure that the room is clean and organized after each event.  All tables, chairs, and equipment 
shall be returned to the locations and/or layout they were originally found.  Tables and floors shall be left free of 
debris.  Guest shall inform the LISD building receptionist if trash receptacles are full or more attention is 
needed for clean up after the scheduled event so that a custodian can be called to take care of the issues 
before the next scheduled event.  
 
Room Clean Up for Non-Business Hours Lease of Facilities: 
Guests shall restore room clean and organized after each event.  All tables, chairs, and equipment shall be 
returned to the locations and/or layout they were originally found.  Tables and floors shall be left free of debris.  
A building attendant will be on site during the event and will assist with the clean up process.  
 
Food Service: 
While food is permitted in LISD facilities, special care shall be taken to prevent mishaps from damaging LISD 
property.  It is recommended that lids be used on drinking and/or serving containers to prevent spills.  Users 
will be responsible for any and all damages. 
 
Decorating: 
Decorating is restricted to tables and/or self-standing décor.  However, there are tack strips available around 
the walls of the rooms in which tacks may be used to hang certain items.  No tape or other materials are 
allowed on the doors, windows, ceilings or walls. 
 
Parking: 
LISD has general, non-permit parking. 
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Tobacco Products/Alcoholic Beverages (Board Policy Series 9000/Policy 9300): 
No person, at any time, shall smoke, chew or otherwise use tobacco products, of any kind, on District property, 
on property under the control of the District, or in District vehicles.  No alcoholic beverages, of any kind, nor 
any ñlook alikeò alcoholic beverages, shall be used by any person in District buildings or on District property, or 
in connection with any District sponsored activity, either on or off District property, at any time.  Signs 
prohibiting the use of alcohol, tobacco or tobacco products will be posted on school grounds.  General public 
violations will be handled in accordance with state law. 
 
 
Weapons (Board Policy Series 5000/Policy 5205): 
No person shall possess, transport or transmit a dangerous weapon on District property, property used by the 
District for a school-related purpose, or in a motor vehicle used for a District-related purpose unless: (a) Prior 
permission has been granted by the Superintendent; (b) The person in an on-duty law enforcement officer or, if 
off duty, the officer is otherwise required by the law enforcement agency to carry a weapon or; (c) or as 
otherwise allowed by law. 
 
A dangerous weapon is defined in the law.  Pursuant to federal law, the term firearm includes, but is not limited 
to, any weapon designed to expel a projectile by the action of an explosive, the frame or receiver of any such 
weapon, a muffler or silencer for such a weapon, or destructive device.  Any person, including a student, who 
violates this Policy, will be reported to law enforcement authorities.  Employees who violate this policy will be 
severely disciplined, up to and including discharge. 
 
The Board policy prohibiting students from possessing dangerous weapons is contained in the Student Code 
of Conduct.  The Board, pursuant to state law, shall expel students who violate the weapons laws and rules 
unless one of the statutory exceptions is established.  To comply with federal law, any such exception shall be 
reduced to writing. 
 
Hold Harmless/Damages (Board Policy Series 9000/Policy 9250-R #3): 
Users of District facilities shall hold the District harmless from any loss, damage, or expense that may arise 
during or be caused in any way by use or occupancy of District facilities.  Also, in the event that property loss 
or damage is incurred during the use or occupancy of District facilities, the amount of damage shall be 
determined by the Superintendent and a bill for damages will be presented to the group using or occupying the 
facilities during the time the loss or damage was sustained.  Our insurance carrier has the right to seek 
reimbursement from an outside groupôs insurance company for damages to facilities and equipment when the 
outside group is responsible for the damage. 
 
Animals: 
Animals are not permitted in LISD facilities without written permission from the assistant superintendent.  
Service animals are permitted under the guidelines established under the American Disabilities Act.   
 
Climate Control: 
HVAC systems are automated and control large zones within a facility, therefore, guests will not have 
independent room temperature control.  Guests are advised to bring a light sweater or jacket as an additional 
means of comfort. 
 
Emergency Information: 
Fire evacuation routes, emergency shelter, and fire extinguisher locations are posted on emergency 
information maps throughout the building. 
 
Phones: 
Phones are limited to LISD business use only. 
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Building Attendant:  
During after hoursô facility lease, a LISD security guard will provide access to the building and serve as building 
attendant during the scheduled use of the facility.  At SEEC, a security guard will provide access to the building 
during business and non-business hours. 
 
Private (for profit) Groups (Board Policy Series 9000/Policy 9250-R-2 #7): 
Groups and/or organizations from the private for-profit sector are permitted to use the facilities under the same 
conditions as those applied to non-profit and/or civic groups.  However, the use of facilities for profit-making 
activities shall be limited.  Profit-making activities specifically prohibited are those activities during which money 
changes hands; i.e., an admission charge, a sales transaction or payment of a commissions, etc.  It should be 
stressed that non-profit organizations and school sponsored services, activities and events, including those run 
for the benefit of student organizations, may engage in fund-raising projects and other activities during which 
money changes hands (i.e. candy sales, craft fairs, fee-for-services). 
 
Non-profit Status: 
For interpretation purposes within this policy, a non-profit organization may be asked to provide an internal 
revenue service exemption, non-profit charter or other satisfactory evidence of non-profit status. 
 
Religious Organizations (Board Policy Series 9000/Policy 9250-R-2 #6): 
Religious organizations seeking use of facilities will be treated as any other group or organization, and may not 
receive any special preference nor be subject to discrimination in the implementation of this policy. 
 
Student Organization: 
Facilities may not be leased by student organizations to avoid District regulations. 
 
Permission/Endorsement (Board Policy Series 9000/Policy 9250): 
Permission to use school facilities shall not be considered an endorsement of an activity or of an organization 
by the Board of Education. 
 
Use of District Name: 
The user of the facility may not use the name of the District for any purpose other than publicizing the location 
of the event without written permission of the Superintendent of the District. 
 
Pyrotechnic Devices (Board Policy Series 9000/Policy 9250-R #2): 
No pyrotechnic devices or materials shall be used at any time in any building or on any property by any person, 
for any reason, unless permission is granted by the program supervisor. 
 
Contact Person (Board Policy Series 9000/Policy 9250-R #4): 
Any group desiring to use the district facilities must designate a ñcontact personò by name, address, and phone 
number, and provide such information when making reservations. 
 
Long Term Use (Board Policy Series 9000/Policy 9250-R-2 #8): 
As many different groups as possible should be allowed to use the facilities.  Therefore, long-term, extended 
use of facilities by one group is discouraged. 
 
Areas/Limitation of Use: 
Guests using or leasing Lenawee Intermediate School District facilities are restricted to only areas of the 
building including common areas and amenities to which they have been assigned and shall not enter or 
access any/or all other parts of the buildings and or campus. 
 
As determined by the assistant superintendent, use of LISD facilities is limited to educational activities, 
professional activities, business activities, activities and events of community organizations, activities and 
events of community clubs, recreational sports activities, and wellness activities. 
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Kitchen Facilities (Board Policy Series 9000/Policy 9250-R #5): 
Restricted use of any kitchen facilities, at any time, may be available on an ñextraò fee basis and with more 
stringent use limitations.  The LISD VO-TECH Center kitchen facilities are generally not available for public 
use; other facilities with access to kitchen equipment require special permission from the Superintendent or 
Assistant Superintendent. 
 
Personal (Employee) Use of Facilities: 
Unauthorized personal use of facilities and equipment by Lenawee ISD personnel is strictly prohibited and 
could result in disciplinary actions.  Authorization of building and/or equipment usage shall come from the 
Assistant Superintendent (Board Policy Series 9000/Policy 9250-R-2 #10). 
 
The same fees, regulations, and policies shall apply with the exception that 25% of the total room lease fee be 
deducted as no building attendant is needed.  Employees must be in attendance of the event and may not 
reserve rooms on behalf of anyone other than themselves. 
 
Compliance: 
The use of all facilities is subject to all applicable federal, state and local laws and ordinances. 
 
Fire and safety regulations as required by the District, City of Adrian, the County of Lenawee, and the State of 
Michigan will be observed by all groups using Lenawee Intermediate School District. 
 
Termination of Contract: 
Failure to comply with any of these policies and guidelines may result in immediate and/or future revocation of 
the facilities use by the Superintendent and/or his or her designee. 
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Room Request Form for Use or Lease of Lenawee Intermediate School District Facilities 

 

Lenawee Intermediate School District     (517) 265-2119 

4107 N. Adrian Hwy         (517) 265-7405 Fax 

Adrian, MI   49221        

 
   Application is hereby made for use of school facilities as follows: 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

The undersigned, who is to be in charge of the use of the premises, is 18 years of age or over. In the use of District facilities and/or equipment, the applicant shall be 

responsible for the actions of those in attendance. The applicant also agrees to indemnify Lenawee Intermediate School District, its officers, agents, and employees 

against any property and/or personal loss, damage and/or liability that may be suffered or incurred by the District, its employees and save the District harmless against 

any and all claims, demands and causes of action that may be brought against the District, its officers and employees caused by, arising out of, or in any way connected 

with the use of the Lenawee Intermediate School District facility or the exercise of the privilege granted. The District may, at its opinion, require public liabili ty 

insurance at the applicantôs expense. 

 
I have read and understand the Lenawee Intermediate School District policy covering the use and lease of its facilities and understand that the use of the facility 

requested must be in accordance with these District policies.  I also understand that as the applicant, I am liable for any property loss or damage incurred during the use 

occupancy of the LISD facility in accordance with these District policies. 

 

Applicantôs Signature: _____________________________________ Date: ______________ 

 
It is the policy of the Lenawee Intermediate School District that no person shall be discriminated against on the basis of race, color, religion, national origin or ancestry, 

sex, age, marital status, or handicap, excluded from participation in, denied the benefits of, or otherwise be subject to, discrimination in any program or activity for 

which it is responsible for or for which it receives financial assistance from the U.S Department of Education. 

 

Signature of LISD Building Coordinator: ______________________ Date: ______________ 

Address:     City:    State:   Zip:  

Organization:      

Contact Name:    Telephone (day):   Fax Number: 

Name of Event:     Date of Event:   Time of Event:   

Type of Event: ______________________________   Expected Attendance: ________  

 

Facility: _______________________________________    Room Type: ___________________ 

Insurance 

______  Organization is non-profit and not covered under any liability insurance 

______  Organization is non-profit and will provide certificate of liability insurance with the Lenawee 

               Intermediate School District listed as an additionally insured 

______  Organization is for-profit and will provide certificate of liability insurance with the Lenawee 

               Intermediate School District listed as an additionally insured 

___  

Equipment Requests & Fees 

(Equipment fees apply to both use and lease of facilities) 

$____            Portable TV/VCR/DVD System ï $10.00 flat fee 

$____            Sound podium ï $10.00 flat fee 

$____            Room Fees (see enclosed information) 

$____            Total 
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William J. Ross Education Service Center 
4107 N. Adrian Highway 

Adrian, MI  49221 
(517) 265-2119 

 
 

N 
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LISD VO-TECH Center 
1372 N. Main Street 
Adrian, MI  49221 
(517) 263-2108 

 
 

N 
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