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St. Albans Town Hall Rental Policy & Agreement

PURPOSE

The purpose of this policy is to establish clear guidelines on the proposed uses of the Town Hall. This policy establishes scheduling, fees, and other requirements. The Town Hall can be used for fund raising, business meetings and other such functions. Events that include alcohol, excessive noise, or illegal activities are strictly prohibited. Other use requests may be subject to Town Manager approval.  The Town’s governmental business takes precedence over private rentals. No rentals will be allowed on days and times during which a regularly scheduled meeting occurs. This policy and Terms for Rental are made part of the Rental Agreement.

ACCEPTABLE USES 

The Board of Selectmen’s goal is to regulate the use of the Town Hall to ensure the maximum benefit to the people of St. Albans.  The Town Hall is available for use by any resident or organization on a “first come first serve” basis provided there are no previously scheduled annual events.

SCHEDULING

Individuals or organizations that would like to rent the St. Albans Town Hall must contact the Town Office during regular business hours and schedule the time with the Office Staff.

A Town Office employee will schedule the date by entering it in the scheduling calendar. Scheduling may not exceed 12 months prior to the event time. It is the responsibility of the renter to read and understand this Rental Agreement. Reservations may be taken by phone or in person; however, the renter must come into the Town Office or return a signed agreement with payment made within one business day of the reservation in order to secure the date. If the rental is not paid, the reservation may be forfeited for another renter.

TERMS FOR RENTALS

BACK-TO-BACK RENTALS

There may be times when there are back-to-back rentals. It is important to make sure that renters strictly adhere to their rental period. Be courteous to other renters by making sure that the hall is cleaned appropriately. It is not fair to the next renter to have to clean up from the previous renter. If there are complaints about the condition of the hall after a renter, that renter may not have the privilege of renting in the future.

TOBACCO AND ALCOHOL

There is no smoking in town owned buildings. Cigars and cigarettes should be extinguished and taken care of in an appropriate receptacle. No alcohol is allowed on the premises.

DAMAGES

Any damages to the building or property shall become the responsibility of the person or persons signing the rental agreement. The Town will have any necessary repairs made and an invoice will be sent for repairs to the renter responsible. If the renter does not make the payment within two weeks of the date of invoice, the invoice will then be turned over to the proper authorities for collection and the renter will forfeit the privilege of renting in the future.

The Town of St. Albans is not responsible for lost, stolen or damage done to the renters property left behind in the building and on the premises. Items left at the town hall are the responsibility of the renter. This policy also includes any and all patrons of the said renter’s events. All items are to be removed from the hall after the event. No items are to be stored without the expressed written permission of the Town Manager. Items such as tables and chairs are provided for use by all renters and should not be removed from the premises.

RENTAL FEES

A $100.00 rental fee will be charged plus any costs associated with hiring an appointed town representative for the duration of the event, if determined by the Town Manager to be necessary. The rental of  $100.00, plus estimated cost at a rate of $10.00 per hour to pay for the appointed representative is expected at the time of reservation, unless other arrangements are approved by the Town Manager. 

KEY

Renters may pick up the key to the St. Albans Town Hall at the Town Office on the last business day before the scheduled event and the key also needs to be returned the next business day that the Office is open. The scheduled Office hours are Monday 8-6, Tuesday through Friday 8-4 except for recognized holidays. The key that is provided to the renter is not to be loaned or given to another person or organization for any reason, unless prior approval has been given. The key is to be dropped off to an Office employee only.

TRASH AND GARBAGE

Any trash or garbage generated from the rental of the Town Hall shall be the responsibility of the renter for removal, and NOT left in the Town’s trash containers. All tape, ribbons, ties, string, balloons and other party items must be removed and if left will be considered as trash left behind by the renter. You must leave the hall as it was found; the hall must be ready for the next day’s rental period or set up for town business before the renter leaves the premises.

BREACH

Breach of the terms of this agreement will result in forfeiture of the privilege of future Town Hall rentals. 

CANCELLATIONS

A full refund for cancellations made 48 hours in advance of the event will be given. Cancellations less than 48 hours in advance will be charged a $50.00 fee. If no Cancellation is made, the renters’ fee is forfeited and will not be returned.

WINTER WEATHER CANCELLATIONS 

Will be announced on Q-106.5 and Channel 5 News.

REQUIREMENTS FOR THE USE OF THE ST. ALBANS TOWN HALL

1.  THE RENTER MUST PAY FOR THE COST OF A TOWN APPOINTED           REPRESENTATIVE, TO BE IN ATTENDANCE AT THE EVENT, AS SPECIFIED IN THIS AGREEMENT. 

2.  THE BUILDING, ENTRANCES, COMMON AREAS, AND EQUIPMENT                    MUST BE LEFT CLEAN AND SECURE.  

 3. THE BATHROOM FACILITY IS TO BE LEFT IN A SANITARY                    CONDITION. 

 4.  THE RENTER SHALL REMOVE ALL TRASH AND GARBAGE FROM  THE  PREMISES.

 5.  THE KEYS MUST BE RETURNED TO THE TOWN OFFICE ON THE NEXT BUSINESS DAY.

 6.  THE KEYS ARE NOT TO BE LOANED OUT TO ANYONE OR ANY OTHER ORGANIZATION AS SPECIFIED IN THIS AGREEMENT.

 7.  THE HEAT MUST BE TURNED BACK DOWN TO 55 DEGREES BEFORE LEAVING AND LOCKING THE DOOR(S).

 8.  CHAIRS & TABLES ARE TO BE TAKEN DOWN AND LEANED NEXT TO THE WALL ON THE RIGHT HAND SIDE AS YOU FACE THE STAGE. (BE VERY CAREFUL NOT TO DRAG CHAIRS & TABLES ON THE HARDWOOD FLOORS.)

 9.  ALL LIGHTS MUST BE TURNED OFF.

10. THERE IS TO BE NO USE OF COOKING EQUIPMENT UNLESS PRIOR     AUTHORIZATION IS GIVEN BY THE TOWN MANAGER.

Approved and signed by the Board of Selectmen, Tuesday, September 8, 2009.

____________________

____________________

____________________

Approved Selectmen’s Mtg. 11/03/2008

Amended  Selectmen’s Mtg.   9/8/2009

ST. ALBANS TOWN HALL RENTAL AGREEMENT

This agreement is made between the Town of St. Albans and the Renter(s) named below:

Name & Address: ______________________________________________________________________________________________________                                                 
The rental begins on                                             , at                               and





         Date                                                              Time

 ends on                                , at                                 .

                                   Date                                             Time

************************************************************************************

Please complete the following:

1. Type of event:                                                                                       .

2. Name of Organization or Group:                                                         .

3. Person of Contact (POC):                                                                     . Phone Number(s)                                                                                  .

4. Alternate (POC):                                                                                   . Phone Number(s)                                                                                  .

PAYMENT AGREEMENT:

I agree to promptly pay any associated cost for the hiring of an town representative to be present during the event upon receipt of the bill, if it should exceed my estimated payment.
    





                                                        .








   Renter/Org. Rep. Signature

*If an overpayment is made on the estimate, the Town will reimburse the renter.

************************************************************

Key Receipt – Day Before Rental:

        I have paid my rental fees of $100.00__________________

____I have paid my estimated charge of $__________________                                              

        I have received two keys one to the Front Door of the Town Hall and one to the handicap door. 

I agree to return the keys to this office no later than                                       .










Date & Time

Renter/Organization Representative Signature:                                               .

Town Office Staff Signature:                                                                           .

Approved Selectmen’s Mtg. 11/3/2008                        Amended Selectmen’s Mtg.  9/8/2009
