Facility Use Agreement
Revised March 2nd, 2017, Adopted December 7th, 2016

The Facility Use Agreement is entered into on , 20 by

The Union Township Public Library and

(Licensee), with respect to Licensee’s proposed use

of the Annex at Main Street on ,20___. Library and Licensee agree to
the following rules, regulations and provisions:

While the primary use of the annex is so the library can hold programs with a larger capacity to serve our
community the Union Township Public Library (or library) makes its library annex, on a limited basis,
available to residents of the county. In order to reserve the space it is necessary to be a resident of Brown
County and to present a library card from one of the two Brown County library systems; Union Township
Public Library or Brown County Public Library.

Reserving the UTPL Annex

e To reserve the space one must have proof of residency in Brown County and a current library card.
Person (Licensee) who reserves must be at least 18 years of age. This person must be present with the
group during the event.

e After inquiring about a specific date, paperwork and deposits must be completed within 1 week, or
reservation will be cancelled.

e The Union Township Public Library director or the Library’s designee shall approve scheduling of
facility.

e The room may be reserved up to six months in advance and no more than one time per month for any
single group, with a 3 consecutive day maximum per event.

e The annex has a capacity of 270 people, and may be reserved for meetings, programs, and special
events such as wedding receptions, conferences and banquets.

e The space may be used for both public and private events.

e The annex may not be used for commercial purposes.

e Groups using the library annex must not use advertising or announcements that imply their programs are
sponsored, or cosponsored, endorsed or approved by the library, unless written permission to do so has
been previously given by the library.

e The library reserves the right to reject any application or ban further use by an individual if rules are not
followed in a previous event.

e All events must occur between 7 am to 11 pm unless pre-approved by UTPL Board of Trustees. If an
event will have minors present who are not accompanied by a parent or guardian, Licensee will be fully
responsible for Ripley Village curfew compliance. Minors must be picked up from events by adults after
10 pm weekdays or 11 pm weekends to comply with Ripley Village curfew.



Fees

1t is Licensee’s responsibility to comply with all applicable laws, ordinances and regulation in the use of
the facility. Licensee is responsible for the conduct of all the individuals attending Licensee’s event,
including, but not limited to, all caterers. Therefore, it is also Licensee’s responsibility that Licensee’s
guests and the caterer for the event also comply with all applicable laws, ordinances and regulations.
Library shall assume no liability for the loss, damage or return of any items of personal property
brought onto the premises by Licensee, or any of its guests. Licensee shall assume all liability and risk
of loss for any loss or damage to items of personal property brought onto premises by any member of
said Licensee, or any of its guests. The Library shall assume no liability for the loss or damage of
vehicles parked in the Library parking lot by Licensee, or any of its guests.

Any change or modification to this contract will not be effective unless made in writing and signed by
both parties to this contract.

(due upon acceptance of application)

All non-library events are subject to a $75.00 janitorial fee which includes set-up and tear-down of
chairs and tables.

Events including alcohol may be subject to fees to provide a library-approved security guard to be
present during the event if deemed by the Union Township Public Library Board of Trustees. A courtesy
notification of the event to the Ripley police department will be made for all events serving alcohol.
Licensee holding events requiring liquor permits are required to inform the local police department.
See separate alcohol policy.

Events including alcohol require that the person reserving show proof of an insurance rider to their
liability policy that adds Union Township Public Library, regardless of need of permit.

All non-library events have a $150 security deposit which will be refunded in full after the event less
damages and/or inadequate cleanup. Any abuse or, damage to, or loss of Library property, whether real
or personal, shall be the responsibility of Licensee. Licensee agrees to reimburse the Library, upon
demand, such sum as will be necessary to restore the damaged property to its original condition.
Cultural and educational events not sponsored by the library but open to the public may be excluded
from fees.

Food and drink policy

Food may be served at the facility.

Alcoholic beverages may be served/consumed at the facility. State alcohol laws will be strictly followed.
Licensee shall carry or obtain comprehensive general liability insurance in the amount of not less than
$1,000,000.00 and shall include the Union Township Public Library, the Union Township Public
Library Board of Trustees and the Union Township Trustees as additional insureds thereunder.

No cooking may be done on site. This includes frying and cooking in a crockpot (keeping food warm is
acceptable). There are no stoves or ovens available. Electric warmers or chafing dishes are acceptable.
A refrigerator is available and all items must be removed at the end of the event.

The kitchen and serving area must be completely cleaned by the person reserving the Annex.

Please do not place hot containers directly on the tables—even slow cookers with ‘feet” will cause
warping of the tables, and licensee will be charged for damages. Just put cardboard or mat under the
item.



Decorating

Absolutely NO decoration or signs are to be attached or affixed in any way to any walls, windows,
doors, columns, ceiling or light fixtures. Decorations are limited to table decorations or freestanding
decorations.

Open flame, fireworks, sparklers and such are not permitted with the exception of votive/tea candles (in
a glass candle holder), birthday candles or sterno for chafing dishes.

Room setup and cleanup

The chairs and tables will be set up and taken down by library staff. If the tables and chairs available are
not enough for the event, it is up to the Licensee to find additional chairs/tables. Those reserving the
annex must submit in writing a table/chair setup plan 2 weeks before the event. Please contact the annex
coordinator for table and chair availability (937-392-4871).

Groups using the annex may set up 24 hours before the event if the room is available. The library is not
responsible for any items left by the group before, during or after the event.

Cleanup includes cleaning tables and chairs, dry dusting or mopping spills on the floor if needed,
removing all food and ice that was brought in. Cleanup same day is preferred, but following day is
allowed, but no later than day after. Cleanup includes removing trash in the parking lot.

If the user of the annex fails to clean up after themselves a fee of $25 per 30 minutes will be deducted
from the security deposit for the amount of time it takes the facility janitor to clean up after the event has
ended.

Cancellation Policy

The library reserves the right to cancel the use of the room due to weather emergencies, fire and other
events that would make the annex unsafe.

Those reserving the annex with the $150 security deposit may cancel with full refund up to 48 hours
before the start of the event. If canceling after 48 hours janitorial fees will be subtracted from the deposit
for the time needed to break down the furniture that was set up.

Additional regulations.

Smoking is not permitted in the facility.

Absolutely no drugs of any kind are allowed in the annex or the outdoor areas there about including the
parking lot.

Ohio law prohibits the use of the annex for any gambling purposes including split the pot, raffles, or any
games of chance unless permitted by the Ohio revised Code. Ohio gambling laws will be strictly
enforced (see attachment).

Any obscenities, lewd behavior, obscene or disruptive behavior will not be tolerated in or on
annex/library property.

The person reserving the space is responsible for the overall behavior of all guests during the
reservation.

Any use of drugs, obscenities or illegal activity may result in the person or persons or the entire function
being asked to leave the premises.

The library reserves the right to access the annex at any time before, during or after the event.

Additions questions may be asked of the annex coordinator at 937-392-4871.



Attachments:
e Reservation form/disclaimer
e Alcohol Policy
e Ohio Law related to gambling and raffles.

LIBRARY:

Signed Date
I have read the rules and regulations as presented in this contract and will abide by them

LICENSEE:

Signed Date



RESERVATION FORM
UNION TOWNSHIP PUBLIC LIBRARY ANNEX

Date of application

Contact information for person making the reservation (must be age 18+)
Name of group

Contact person name

Address

City, State, ZIP

Phone #1

Phone #2 or cell

Email address

Alternate contact person
Address

City, State, ZIP

Phone #1

Phone #2 or cell

Email address

Information about the event
Date of event

Time of event

Number of people to attend
Describe food that will be served

Will alcohol be served/consumed? If yes person reserving must show proof of insurance rider
one week before the event. If yes person reserving may need provide a security guard (as

determined by library) and show a contract with the guard one week before the event.

Hold Harmless Form ( must sign following page )



Hold Harmless Agreement

The undersigned, , being the person reserving The
Annex at 19 Main Street, Ripley, Ohio, does hereby agree to release from all liability and indemnify the Union
Township Public Library, the Union Township Public Library Board of Trustees and the Union Township
Trustees, Crawford and John Woods Insurance Companies and their respective officers, agents, volunteers and
employees, both individually and as trustees for the Union Township Public Library from any and all liability,
claims, judgements, costs or expenses, including but not limited to attorneys’ fees, arising out of any injury or
property loss incurred from the activity ( ) involved, even
if caused by or arising out of the negligent act of failure to act of an indemnified party.

I hereby unconditionally agree that I shall utilize maximum care during to above activity to avoid accidents or
occurrences which might cause injury to persons or property. It is understood that I will hold the
aforementioned indemnified parties completely harmless from and against any liability, actions, causes of
actions, claims, judgements, loss, cost or expense whatsoever in connection with the mentioned activity, even if
caused by or arising out of the negligent act of failure to act of an indemnified party.

Signature Date

Witnessed by:

Date




