
Scheduling Events & Meetings 

 

If you want your event or meeting at Trinity  

 Go online to www.trinitycrete.org and click on “News 

and Events” 

 Click on the calendar to see what’s already scheduled . 

 If you click on a specific event, it will tell you what room 

is reserved and from what time. 

 If a staff person is directly involved in your ministry, 

have them reserve the meeting space for you. If not, 

contact Helen Blauert, the church secretary at (708) 672

-8125 or hblauert@trinitycrete.org  to reserve what you 

need. 

 Please note that if something is already scheduled, they 

have the room(s) - it’s “first come first served.”  

 Reserve the minimum space(s) that you need; don’t 

over-reserve . 

 Don’t assume you will have access to the kitchen. If 

someone is using the Fellowship hall, they are probably 

using the kitchen as well. 

 If someone from your ministry does not have a key, arrange with Helen to get a key temporarily. (If a key is lost, you will be 

responsible for the replacement cost.) 

 

After you  are done with your meeting: 

 Be sure to clean up afterwards and 

put everything back where you 

found it. 

 Turn off all the lights. 

 Lock up ALL the doors. 

 Return the key to Helen Blauert if 

you borrowed one from her. 

 

 

 

 

 

 

 

 

 

 

 



 

If you want to schedule something at Illinois Lutheran 

 Do NOT assume that the building will be available!!! 

 Go to www.ilhs.org and click on “Portal.” Then click on 

“Monthly Calendar” link to see what is going on for a 

particular day. 

 However, sports games are not on this calendar. To see 

what games a practices are scheduled, click on “Athletic 

Sports Calendar.” 

  Contact Matt Heyn at (708) 672-3262 or 

mheyn@ilhs.org  to reserve a building or playground. 

 Understand that scheduled school events take priority. 

 School events are planned a LONG time ahead, so the 

longer you plan ahead, the better!  :-) 

 Arrange with Mr. Heyn to get a key if you need one. 

 

After you  are done with your meeting: 

 Be sure to clean up afterwards and put everything back 

where you found it. 

 Turn off all the lights. 

 Lock up ALL the doors. 

 Return the key as directed by Mr. Heyn. 
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