TOWN OF BERWICK 
TOWN HALL POLICY

PURPOSE
The purpose of this Policy is to define the conditions, circumstances and terms under which the public is allowed use of the Berwick Town Hall.  The Board of Selectmen is the custodian of the public property of the Town and, as such, wishes to insure that the public property is properly maintained and prudently used.  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. 

ADMINISTRATION
It shall be the responsibility of the Town Manager (or designee) to administer this Policy and to make the decisions required by it.  The Board of Selectmen reserves the right to make exceptions to this Policy on a case by case basis when circumstances necessitate doing so.  The Town Clerk or Recreation Director must schedule the date on the Auditorium Calendar.  Scheduling may not exceed 12 months prior to the event time.  The renter must read this Town Hall Use Agreement, sign it and pay a rental fee with a security deposit.  Reservations may be taken by phone or in person; however, the renter must come into the Town Hall 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. 

PUBLIC MEETINGS 
Town Boards and Committees and other public sector bodies shall have first use of the Town Hall. 

RECREATION DEPARTMENT EVENTS 
Events/activities offered or sponsored by the Berwick Recreation Department shall have a priority use of the Town Hall ahead of any outside group or organization. 

NON-PROFIT ORGANIZATION 
Non-Profit organizations and community groups from Berwick, North Berwick, South Berwick and Lebanon may use the Town Hall for non-profit, civic and community purposes on a first come first served basis.  A certificate of insurance showing liability coverage may be required if the nature of the event/activity poses a significant risk to those participating.  When appropriate, the Town shall be named as an additional insured.  The policy limits shall be at least $400,000. 

PROFIT ORGANIZATION 
For-Profit organizations and individuals from Berwick, North Berwick, South Berwick and Lebanon may use the Town Hall for profit making events when approved by the Town Manager (or designee). If there is a significant risk factor or other public policy concern by the Town Manager, he/she should consult with the Board of Selectmen.  A certificate of insurance showing liability coverage must be provided with the Town listed as a named insured.  The policy limits shall be at least $400,000 or higher if the Town Manager deems a higher limit appropriate due to the risk factor of the proposed event. 

SMOKING & ALCOHOLIC BEVERAGES 
There is no smoking in Town buildings or property and need to be extinguished in the receptacle provided.  Events involving the use of alcoholic beverages shall not be held without the specific approval of the Board of Selectmen. 

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 sent for repairs to the renter responsible.  If the renter does not make the payment within two weeks of the date of invoice, they may forfeit the privilege of renting in the future.  The Town of Berwick is not responsible for lost, stolen or damage done to items left in the Town Hall by a renter.

Trash and Garbage 

Any trash or garbage generated from the use of the Auditorium shall be the responsibility of the renter for removal, and not placed 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 having been left behind.  Leave the hall as it was found after an event.  Cleanup can only be done the next day if arrangements have been made to do so; otherwise, the hall must be ready for the next day’s rental period or set up for town business before the renter leaves the premises.  The security deposit shall not be refunded if trash or garbage is left behind. 
Security Deposit and Rental Fees

Security Deposit:  A $75 security deposit is required in advance of the event for those noted activities.  The deposit will be returned to the person making the reservation if the facility is returned to its original condition.  Any damage to the building or its contents will require full restitution in the amount determined by the Board of Selectmen or its agent.

The following schedule of fees applies:

Formally Recognized  School , Municipal & Youth  Activities:

· No fees, no deposits.

· The sponsor will be liable for any damage to the building or grounds. 

· The sponsor must be present while the facility is in use.
Non-Profit Civic & Community Organizations (Resident & Non-Resident):

· Cleaning Deposit of $75 - required

· Rental Fee: $15.00 / hour; $45.00 minimum

· The sponsor will be liable for any damage to the building or grounds. 

· The sponsor must be present while the facility is in use.
Private Individuals:

Residents:

· Cleaning Deposit of $75 - required

· Rental Fee - Residents – Small Functions 50 people or less:  
Rental Fee: $20.00 / hour; $60.00 minimum

· Rental Fee - Residents – Medium Functions 51 – 125:  

Rental Fee: $25.00 / hour; $75.00 minimum

· Rental Fee - Residents – Large Functions 126 and Up:  

Rental Fee: $30.00 / hour; $90.00 minimum

· The sponsor will be liable for any damage to the building or grounds. 

· The sponsor must be present while the facility is in use.

Non-residents:

· Cleaning Deposit of $75 - required

· Rental Fee – Non-Residents – Any Size Function. Rental Fee: $40.00 / hour; $120.00 minimum

· The sponsor will be liable for any damage to the building or grounds. 

· The sponsor must be present while the facility is in use.

Profit-Making Organizations and Individuals

 (Commercial shows, fairs, organizations using the facility for profit-making purposes)

· Cleaning Deposit of $75 - required

· Rental fee: $50.00 / Hour;  $150.00 minimum

· The sponsor will be liable for any damage to the building or grounds. 

· The sponsor must be present while the facility is in use.

GENERAL GUIDELINES 
The following guidelines apply unless waived by the Town Manager who is given the authority to do so. 

· Requests to use the Town Hall should be submitted at least 48 hours in advance of the planned event. 

· All Approved Requests must be accompanied by a signed Town Hall Use Agreement and a security deposit as may be determined by the Town Manager (or designee). 

· All youth activities must have adult supervision approved by the Town Manager (or designee). 

· No food, chewing gum or drinks shall be allowed in the auditorium for any event or activity. 

· All events/activities must end by 11 P.M. 

· All events/activities must remain in the reserved area(s) of the Town Hall. 

· Long term use of the Town Hall must be approved in advance by the Town Manager. 

· Depending on the particular events/activities, janitorial fees and/or the presence of a Police Officer may be required by the Town Manager. 

· The security of the Town Hall and the well being of those using the Building shall be of primary importance to the Town Manager when responding to requests. The ability of the Town Manager to allow use of the Town Hall depends on there being an acceptable level of building security during the event. The Town Manager shall make the determination if there is. 

YOUTH DANCES 
Due to concerns about traffic control and related safety issues, there are no longer Youth Dances held at the Town Hall except for dance events involving children and their parents such as the Father/Daughter Dance. 
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