City of Richland Center Community/Senior Center

COMMUNITY/SENIOR CENTER RULES & REGULATIONS

The fallowing rules and regulations apply fo all Uscrs of the Community/Senior Center, The
User shall be responsible foe any violationg of these rules and regulations duving hisd herdics rental:

L Smoking, Pursuant lo Cily Ordinance smoking is prohibited inthe building st all dme

2. Superyision. Sufficient supervisors, chaperones and crowd control personnel shall be
provided by the User to satisfy the City that the event will be controlled. 1t shall be the responsibility of
the applicant to make the members of the group or organization using the meeting rooms aware of the
rules and regulations set torth herein.

3. Noige. Tlsers arc subject to Richland Center Ordinance which contenls noises disturbing the
public, Any loud speaker, sound system or any other device that produccs undue or unnceessary noises in
ay City Facility 12 not permitted unless specific peemission is granted by the Parks Recreation &
Grounds Department. Sound systemns used for presentations will be allowed in bath Community Rooms
provided that they do not produce undue or significantly disrupting naise. Users should be aware that
noisc may carry over hetween rooms when multiple reservations arc scheduled

4. Fastening Maderials to Walls, ele. Mo signs. poslers, wall hangings, presenbilions materials,
ar any other ilems may not be laped, stapled. glued or inany other way fastened or adhered to any walls,
windows, ceilings or fixtures. The exceptions to the above is the use of temporary large post-it notes for
mestings.

8. Candles or Other Burning Materials. There shall be no open flames including candles,
volives, incense or any other burning materials allowed in the building,

6. Alcoholic Beverages. Beer, chumpagne or wine yre the only aleoholic beverwses which may
b served or consumed m the Community/Senior Center bualding, All permilled alcoholic beverages mus!
b consumed inside the butlding: there shall be no such consumplion on the grounds oulside the butlding,

a. Serving aleoholic beverages shall reguire o special permiat, A penmil Lo serve aleoholic
bisvernges must be requested from and approved by the Parly, Reereation & Grounds Dircelor and Purks

& Grounds Board President.

b. No alecholic beverages shall be consumed by or furnished 1w any person who 1s notl permitled
by state luw Lo possess or consume aleoholie beverages,

e Mo User shall permil any person who 1y mmlosicated 1o remain on the promises,

d. Alcoholic beverages may not be sold by any group or persen in the building. The only
permitied dispensing ol aleoholic beverages is dispensing o guests free of chargse,



e A speeial aleoholic beverage deposit of $400.00 will be charged when aleoholic beverages are
servied during a User's evenl, The alecoholic beverage deposil will be relurned i€ the promuases are clean
and undamaered when the evenl 1s ended. In the event thal the premises are nol cleaned or are damaged,
thie aleoholic beverage deposit will be forfeiled W and retwned by (b Cily

7. Helium Balloons. N0 helium balloons are permitted in the building.
If balloons are found after your rental, a penalty will be assessed in the amount of $150.00 for removal.

8. Fogging Machines or Similar Ttems. ™o fogging maching or similar deviees are permitted
in the building, due o possible interference with the fire alaem system in the building,

Communily/Senior Cenler ¢xcepl pursuant W g permil from the Parks and Grounds Beard, [Added by
Park Board Sept. 2013

MNOTE;: Persee. 106,32 () fm) Wis Stats: "Service animal" means o guide dog. sigmal dog, or other
animzal that 15 mdividually tramed or 15 being rained o do work or perform tasks for the benefil of a
person with w disability, ineluding the work or task of guiding 4 person wilh impaired vision, alerting a
person with impaired hearng W inimuders or sound, providing minimal protecion or rescue work, pulling
awheelchair, or felehing dropped s,

1. Pop Machines. Uscrs are not permitied o close of T or deny access to the building pop
machines,

11. Storage and Remoyil or Property from the Premises. Slordge on the Facility premises of
any equipment, food. room-semp, or other itcms belonging to the Uiser enuside the time block Tor which
the a room iz rented is prohibited. All items involved in any sale or auction held at the Community/Senior
Cenler shall be removed from the premises Lthe diy ol the sale, whelher such ilems are inside or oulside
the building, Such remwval 15 the responsibilily of the User.

12. City not Responsible for Personal Property. The City of Richland Center does not
assume any responsibility for any equipment or other items lett at the Community/Senior Center at any
time. It shall be the responsibility of the Lser to protect items brought to the Facility.

13, Clean-up Policies and Building Checliout: Tacilitics must be Ieft in the same condition as
when the group or individual ook responsibility for the promises, The Lser will be tesponsible Tor all
damages to the building, furniture and any cxtra cleaning,

The following clean up procedurss are expected to be followed prior to leaving the building;

a. All garbage and recyelables must be taken out of the building and placed in the appropriate
surhuge receplacles found west of the building.

b. All tables and chairs should be wiped down and returned to the storage room.
. Ploors should be swept,

d. ATl Users are responsible for the kKitehen, which must be Ieft in a very clean condition with all
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spills, slove, microwave, sink and counter Wwps completely cleaned up. See the cheek off sheel in the
kitchen.

¢. The User is responsible for confirming that the stove and the coffce pot have been urned of T
prior to leaving.

£ The lobby must be clear of any personal items or garbage from the event.
o. Restroom must be free of Titter and personal items.

h. All lights must be wirned oft and building doors tw be locked if Uscr is Teaving outside of
regular business hours.

L. Failure to follow cleanmup procedure will result in a passible loss of the deposit and or loss of
future use of the Facilily,

§.Any items not picked will be billed $50.00 an howr minimum tor removal/clean-up.

k. Access doors are to be locked at departure if atter business hours. The User is responsible tor
makings sure the kitchen 1s shut down,

14 . Cleaning and Damages:  Leaving the Faeility in a condition requiring other than the Ciny's
customary cleaning will be suificicnt reason to hill the utilizing individual or group to cover
these added expenses: The applicant shall be responsible for any damage to City property and for the
superyision of the use of the Facility, The Cily may charge for damages and/or junilerial expenses in
excess of the City™s customary eleaning at the actual cost for such additional services. Taihire to pay may
result in loss of utilization privileges, loss of possible deposit fee, and eould result in additional
admimisirative avdon. Dhis may include bul shall not be lmited W, providing sullicient prood W require
an advance deposit or an increased amount of deposit for any future use of the premiscs or loss of
utilizalion privileges.

15. Lights, Doors Etc. At Building Checkout:  On departure, all lights shall be turned oft’
(including bulhrooms, storage rooms, enlranceway and halls) unless their checkout iy during business
hiours of the Facility, Access doors shall be locked at departure if departure occurs after the normal
business hours of the Facilily \The User shall be responsible for muking sure the kitchen lights are off
and the oven, burners, and coffee pot have been completely wrned off.

16. Building Keys: Tt is the responsibility of the applicant to return the keys for the usc
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ot the Community/Senior Center to a representative of the Parks and Grounds Department as follows:

a. Keys to the Community/Senior Center building shall be obtained trom the Parks, Recreations
& Grounds office during nomnal business hours nolmoere than wo duys prior (o use or on the business
day preceding a weekend reservation.

b. T keys arc not picked up during business hours there will be a S25.00 charge. Keys shall be
returned to the Parks, Recreation & Crrounds office on the next business day. For evening and weekeand
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use, aller locking all doors prior W leaving, the Keys must be deposited in the secured Drop Box located
near front door,

e Keys thal sre nol promplly retumed will be cause for additional adminisizalive acliomn,
including potential forfeit of security deposit and possible denial of future use of the Facility. No person
shall duplicate any key 1w lhe Facility,

d. If the any kev is lost or not returned there is a penalty of F400.00).

17. Third Party Fees for Emergency Services. Should there be any fee assessed by Police,
Fire or Emergoney Medical Service due Lo violation of these tules and regulalions or under any other
circumstance during the duration of a rental (such as a guest becoming i1 or making a false fire alarm),
the User will be fmancially responsible for those fees,

18. Other Prohibited Actions. The following activities are prohibited in or on the grounds of
the Facility;

g Remove. destroy, break, mjure, mulilale or deface inoany way structore, monument, walls,
fueniture, amenities, or other property in or upon the Facility |

b Indulge in violent, abusive, indecent. profang, boisterous, unreasonably loud, or otherwise
disturbing conduet under circumstances in which such conduct tends to cause or provoke a disturbance,

v Be n amy other areas of Lhe building except Tor the desizmnated rental arca.

d. Be intoxicated or engage in any violent, abusive, loud, boisterous, vulaar, abseene or
otherwise disorderly conduct, fending to create a breech of peace, or fo disturhy or annoy others, in our
upon the Facility.

e. Park, stop or leave standing whether attending or unattended, any vehicle in any manner so as
to block, obstruct or limit the use of any road, or outside any designated parking area, or contrary to

pusled nolices,

[, Allow any unauthonzed person Lo enter the Facility or any area within the Facility that 1s
locked or closed Lo public uses or contrary Lo g posted nolice

o Have in isfher possession or under his control any explosives or fireworks of any kind or
discharge any of the same while in or upon the building premises.

h. Have in attendance a number of persons which exceeds the maximum capacity limit set forth
by the fire code.

i. Move or alter the layout of Community Room dividers.
3. Commil any acl which constitutes a violation of & City ordinance or of @ state or lederal Law,
k. Any other questiomable activily may be referred (o the Parks, Reerention & Grounds Dept. The
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Dyept. shall have the right 1o prohibil sny other conduel which endangers (he Facilily or persons using il

19. Building Emergencies Before and or Afler Business Hours. 1[an emergency relaling (o
the Tmilding ariscs during business hours where a User may need to speak to someonc reference a
problem regarding the eental of the Community Room (such as heatingfaie conditioning problems, daors
are not staying unlock/locked, power outage, cte. ), the User should check with the front desk. T an
cmergency ariscs aticr business hours where a User needs fo sprak w someone reference an cmergency
relating to the rental of the community room, look for and use the emergency number located in the
Janitor's closet located in front [obby to the left of the trophy case.

20, Liahility. The person or persons signing the application and any group which they represent
shall be jomtly and severully Hable for any loss, damage or mjury sustained by lhe Facility or the Cily or
by any person whalsocver by teuson of the neghigence of the person ot persens (o whom such applicalion
has been issued or for any damages canscd by persons vsing the Facility with their consent oratlending
their evienl.

21. Appeals. Any decision of the Parks, Reercation & Grounds Depariment relating to nse of
the Tacilicy may be appealed to the City Park and Grounds Board. However, the decision of the Parks,
Reereation & Grounds TDeparement shall stand untilfunless such time as the Park and Grounds Board
overtules or modifies such decision.

22. Emergency Shelter Usage. In the case of a natural disaster, the entire Community
Center will be taken over by Emergency Management Services to be used as an Emergency Shelter.
If this happens, we will try to accommodate you with another location, re-schedule, or if there are
no other options. will completely refund yvour rental fees.

23. Special Events. If vou are hosting an event with vendors selling food or goods,
collecting donations, or charging admission, you must submit a Wisconsin Temporary Event
Ovperator and Seller Form 5-240 in advance, for all vendors. a minimum of 5 days before event.
You will also need to provide a Certificate of Liability Insurance with a minimum general aggregate
limit of $1.000,000 naming the City of Richland Center as “Additional Insured” on the policy.

Wisconsin Department of Eevenue reporting must be completed no later than 10 days from event
closing.

24. Inflateables. You (if you own the item) or the Rental Company will need to provide
a Certificate of Liability Insurance with a mmimum general aggregate limit of $1.000.000 naming
the City of Richland Center as “Additional Insured” on the policy.



