City of Imperial

Imperial Public Library

200 W. 9" Street

Imperial, CA 92251

Phone (760) 355-1332 / Fax (760) 355-4857

City of Imperial Community Center
Reservation and Use Policy/Application

The City of Imperial Community Center, located within the Imperial Public Library at 200
W. 9" Street in Imperial, California, may be reserved for public use when City of
Imperial programming is not scheduled. It is the City of Imperial’s desire that all patrons
who periodically use the Community Center (the “Facility”) are able to enjoy the Facility.
This agreement has been set in place to achieve that goal.

The person signing this agreement and the organization on whose behalf the Facility
rental is being made (collectively the “Renter”) are responsible for compliance with this
agreement. All Renters are required to read and sign the Facility Use Agreement as
part of the rental. Please read carefully, fill out Facility, Renter, and event sections,
initial at the bottom of each page, and sign in the signature page at the end of this
document.

Rental Procedures

1. All groups or persons requesting use of the Facility must file a completed application
in person at the Imperial Public Library at least fourteen (14) working days before the
requested date.

2. For standing appointments, applications are due at least fourteen (14) working days
before the first scheduled event. Standing appointments are defined as a group having
regularly scheduled meetings on the same days of the week at the same times.

3. All reservations are taken on a first-come, first-serve basis. Reservations shall be
issued in the order of receipt of application and all other necessary paperwork with
deposit and full payment, subject to availability.

4. The Facility is not considered rented until (1) Renter delivers to the City the
Reservation and Use Policy/Application, rental fee, deposit, certificate of insurance,
written evidence of permits and licenses, and any other items deemed necessary by the
City; and (2) the City, in its sole discretion, approves such rental in writing.

5. Reservations will only be issued to responsible adults (age 18 and over) who shall be
in attendance at the function for which the application is made.



6. Renter shall provide the City Manager or his/her designee with a single contact who
is to serve as the representative for Renter’s activities.

7. Renter shall be responsible for securing all required permits and licenses.

8. The facility shall be used for the purpose stated in this agreement and no other use
will be permitted.

9. Renter shall not use the City’s name to suggest endorsement or sponsorship of the
event without prior written approval of the City Manager or his/her designee. Renter’'s
publicity of the event shall clearly and accurately identify the name of the sponsoring
organization or individual.

10. Reservations are made for the Community Center only. Doors between the
Community Center and the Council Chambers are to remain closed. No use of Council
Chambers is permitted without prior permission from the Library Administrator.

11. Keys will not be issued to Renters. City staff will be on hand fifteen (15) minutes
before and after the event to open and secure the facility. Any event starting or ending
before or after regular facility hours will require a charge of $ 25.00 per instance for staff
to open and secure the facility.

12. Under no circumstances shall Renter sublease or allow any other organization or
individual to use the Facility for the period for which Renter has contracted. Renter is
an independent contractor and not the agent or employee of the City.

13. The City reserves the right to cancel any reservations. When cancellations are
necessary, the department will endeavor to give the Renter group a ten (10) day notice.
Cancellation of an event by the City will result in a refund of fees paid.

14. Notice of cancellation of an event must be submitted in writing. Cancellations made
seven (7) days prior to the scheduled event will be fully refunded upon written request to
the library director. Cancellations made less that seven (7) days before the scheduled
event will result in only a 50% refund of fees, upon written request to the Library
Director.

15. When an event is cancelled by a Renter, the Renter may select another available
date. If a satisfactory date cannot be arranged and the request for cancellation is
received no later than seven (7) days prior to the schedule event, a refund of the fees
may be obtained upon written request to the Library Director.

16. Reservation fees and deposits must be paid with cash or cashiers check. Personal
checks will not be accepted.

17. The City may charge an additional amount of double the regular rental rate for any
event continuing past the ending time stated in this agreement.



18. The security deposit shall be returned if the facility is left in a satisfactory condition
as determined by City staff, no City property is missing or damaged, and the group
leaves on time. Deposits shall be returned, by a check from the City, within seven (7)
working days.

Indemnification and Insurance

1. Renter shall indemnify, defend, and hold harmless the City, its officers, employees,
and agents from any and all losses, costs, expenses, claims, liabilities, actions, or
damages, including liability for injuries to any person or persons or damage to property
arising at any time during and/or arising out of or in any way connected with Renter’'s
use or occupancy of the Facility and adjoining property, unless solely caused by the
gross negligence or willful misconduct of the City, its officers, employees, or agents.

2. Renter shall procure and maintain general liability insurance against any and all
losses, costs, expenses, claims, liabilities, actions, or damages, including liability for
injuries to any person or persons or damage to property arising at any time during
and/or arising out of or in any way connected with Renter’s use or occupancy of the
City’s facilities and adjoining property in the amount of $1,000,000 (one million dollars)
per occurrence. Such insurance shall name the City, its officers, employees, and
agents as additional insureds prior to the rental date of the Facility. Renter shall file
certificates of such insurance with the City, which shall be endorsed to provide thirty
(30) days notice to the City of cancellation or any change of coverage or limits. If a
copy of the insurance certificate is not on file prior to the event, the City may deny
access to the Facility.

3. Renter shall report any personal injuries or property damage arising at any time
during and/or arising out of or in any way connected with Renter’s use or occupancy of
the City’s facilities and adjoining property to the City Manager or his/her designee, in
writing and as soon as practicable.

4. Renter waives any right of recovery against the City, its officers, employees, and
agents for fires, floods, earthquakes, civil disturbances, regulation of any public
authority, and other causes beyond the their control. Renter shall not charge results of
“acts of God” to the City, its officers, employees, or agents.

5. Renter waives any right of recovery against the City, its officers, employees, and
agents for indemnification, contribution, or declaratory relief arising out of or in any way
connected with Renter’s use or occupancy of the Facility and adjoining property, even if
the City, its officers, employees, or agents seek recovery against Renter.



Security

1. The City, at its sole discretion, may require a certain number of security officers for
the event. Renter shall be responsible for procuring and paying for security officers
through the City or a private security agency.

2. Renter is solely responsible for supervising all individuals at the Facility and adjoining
property during the event. The City is not responsible for providing this supervision.
However, the City may evict individuals from the Facility during the event if their conduct
is not in the best interest of the public or is deemed to be detrimental in any way.

Set Up / Clean Up / Decorations

1. Renter shall be responsible for all set-up and break-down of equipment and furniture.

2. The City does not provide coffee, condiments, or any other beverages or food items,
linens, china, silverware, glassware, or serving dishes/utensils.

3. Renter, caterers, bands, transportation of rental equipment, and related individuals
and activities will not be permitted access to the Facility prior to or after the event time
period. Renter shall be responsible for arranging access during the time requested for
entry and exit of the Facility.

4. Renter shall not prepare or decorate the Facility prior to the event start time, unless
Renter provides rental fees, deposits, and insurance for the time of the preparation
and/or decoration.

5. Decorations for any program must be free standing or placed on tables. Do not tape,
stick, staple, glue or tack anything to the floors, walls or ceilings. Glitter, confetti, rice,
birdseed, hay, etc. are not allowed. Renter shall also not drive or permit to be driven
nails, hooks, screws, poles, stakes or other forms of fasteners into any part of the
Facility and shall not make or allow to be made any alterations of any kind therein.

6. For fire safety, use of open flame is prohibited within the facility. Electrical extension
cords and decorations shall be UL approved. Also, all exits shall be kept free of
obstructions and exit doors shall remain unlocked while the facility is being used.

7. Renter shall be responsible for all clean up of the Facility, including adjacent grounds,
at the end of the rental. Renter shall pick up, bag, and remove all trash generated by all
activity in any way connected with its use of the Facility, leaving the Facility clean and
free of all trash and litter. This includes but is not limited to removal of cups, bottles,
place settings and other items from tables, floors, counters, etc. and placing it in trash
cans; clean up of spills on tables, chairs, floors, counters, etc.; and removal of any and
all decorations. Renter shall also leave all fixtures, if any, in good working condition.



8. Renter shall not store any equipment or materials at the Facility or adjoining property
without the prior written approval of the City Manager or his/her designee. The City does
not assume responsibility in case of loss or damage to personal property. The City is
not responsible for lost or stolen items.

9. Renter shall be responsible for any and all damage to the Facility and/or its contents
during use. In the event damage occurs or excessive cleaning is necessary, Renter
shall be charged for any and all janitorial and/or repair fees incurred by the City as a
result.

Equipment / Accessories

1. Renter shall not remove, relocate, or take City property outside of the Facility for any
reason without the prior written approval of the City Manager or his/her designee.

2. Renter shall not use City equipment, tools, or furnishings located in or about the
Facility without the prior written approval of the City Manager or his/her designee.

3. Renter shall not drive motorized vehicles on field or green space.

4. City owned equipment may be used with permission of the Library Director only, at no
additional charge. Any damage to City-owned equipment will be charged to the Renter,
and if necessary, deducted from the security deposit.

5. Renter shall secure the approval of the City before using audio/visual systems, public
address systems, and live or recorded amplified music. Renter shall not record,
televise, or broadcast the event or any portion thereof without prior written approval of
the City Manager or his/her designee.

6. Loudspeakers and/or amplified equipment must be reasonably used. Requests from
City staff to reduce volume must be honored. Failure to reduce the volume of noise or

sound which City staff determines to be offensive will result in immediate revocation of
facility use privileges and forfeiture of all fees and deposits.

7. No adjustments or changes may be made to settings of thermostats or any other
City-owned equipment in the facility. EqQuipment settings found to be changed after an
event can and may result in deposit forfeiture.



Fee Schedule

Room Capacity | Cost (up to | Cost (each additional

4 hours) 4 hours or part
thereof)

Community Center 50 $75.00 per | $75.00 per event
event

Council Chambers (with 70 $100.00 per | $100.00 per event

permission only event

Combined Rooms (with 120 $175.00 per | $175.00 per event

permission only) event

Refundable Cleaning/Damage $100.00 per

deposit event

Weekly Renter Rate — Community | 50 $25.00 per | $25.00 per event

Center event

Weekly Renter Rate — Council 70 $50.00 per | $50.00 per event

Chambers (with permission only) event

Weekly Renter Rate — Combined | 120 $75.00 per | $75.00 per event

Rooms (with permission only) event

Non-Profit Fee Schedule

Room Capacity | Cost (up to | Cost (each additional
4 hours) 4 hours or part

thereof)

Community Center 50 $45.00 per | $45.00 per event
event

Council Chambers (with 70 $60.00 per | $60.00 per event

permission only event

Combined Rooms (with 120 $100.00 per | $100.00 per event

permission only) event

Refundable Cleaning/Damage $100.00 per

deposit event

Weekly Renter Rate — Community | 50 $15.00 per $15.00 per event

Center event

Weekly Renter Rate — Council 70 $20.00 per $20.00 per event

Chambers (with permission only) event

Weekly Renter Rate — Combined | 120 $35.00 per | $35.00 per event

Rooms (with permission only) event




Facility Rules and Regulations

1. The Facility is available for use Monday thru Saturday. The facility is not available for
use on Sundays or regularly scheduled City holidays. All facility rentals and activities
must cease by 10:00 p.m.

2. Any activity conducted in the Facility will be conducted according to all local, state
and federal laws and must conform to the written rules and regulations of the City of
Imperial and Imperial Public Library

3. Any group violating the regulations and conditions governing the use of the facility
shall be subject to immediate revocation of facility use and privileges. All fees and
deposits previously paid will be retained by the City.

4. As per Ordinance No. 676 passed and adopted on April 7, 2004, the City of Imperial
does not allow any alcohol use in or on any City facilities at any time by anyone. Failure
to abide by this requirement will result in forfeiting of use of the facility and any or all
fees and deposits paid.

5. City staff shall have full access to all activities, at any time, in order to ensure that all
rules, regulations, and City and State laws are being observed. Renter must obey
instructions of City staff on duty.

7. All minor children attending a non-City activity in the Facility must be supervised by
their parent/guardian or by a designated adult chaperon.

8. Renter is responsible for keeping all guests/participants in rented areas.

9. The Facility is a non-smoking facility. There is a designated smoking area in the
alcove on the North side of the building. The grounds will be checked before and after
the event by City staff and the Lessee; cigarette butts found on the premises after an
event will result in deposit forfeiture.

10. The Renter group must appear within thirty (30) minutes after the time specified on
the application or the permit will be cancelled and all fees forfeited.

11. There shall be no admission charge, no ticket sales and no collections or donations
solicited except by advance permission from the City Manager, or designated staff.

12. Firearms are prohibited in the facility and on the premises.

13. No animals are in the facility or on the premises with the exception of certified
assistance animals.

14. Profanity and fighting are not permitted in the facility or on the premises.



15. Renter shall not admit a larger number of individuals than can lawfully, safely, and
freely move about the Facility, and in no event shall the Renter exceed the capacity set
forth in the fee schedule.

16. Gambling of any kind is not permitted at the Facility

17. If Renter violates any part of this agreement or reports false information to the City,
the City may refuse Renter further use of the Facility and Renter shall forfeit a portion of
or all of the rental fee and/or the deposit.

18. The City may impose additional requirements as deemed necessary to protect the
health, safety, and/or welfare of the community.

19. Any person aggrieved by the City’s decision with respect to this agreement may
appeal to the City Manager or his/her designee in writing no later than five (5) days after
the City’s decision has been communicated to the aggrieved party.

20. If any provision of this agreement is held to be invalid or unenforceable, the
remaining provisions shall remain in full force and effect.



City of Imperial

Imperial Public Library

200 W. 9" Street

Imperial, CA 92251

Phone (760) 355-1332 / Fax (760) 355-4857

City of Imperial Community Center
Reservation and Use Application

Name of Applicant:

Organization (if applicable):

Address: City: Zip:
Primary Phone: Message/Cell Phone:

Date(s) requested: Type of Event:

Event Begins at: Ends at: Set-up begins:

*Events must be broken down/cleaned up and facility emptied no more than %2 hour after event end time

| am an authorized agent of the organization submitting this agreement. The
information provided in this agreement is true and correct. | have read and understand
this agreement and agree to all of the aforementioned rules, regulations, and conditions
of use.
Signature of Applicant: Date:

FOR OFFICE USE ONLY

Approved by: Date: Applicant notified:

Damage deposit paid: Received date: Cash__ Cashiers check
Room Rental Fees paid: Received date: Cash__ Cashiers check
Deposit amount returned: Date: Cash:___Check

If deposit not returned or partially returned, reasons:




