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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

USE OF COLLEGE FACILITIES

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
The primary purpose of college facilities is for use in meeting the academic, cultural, recreational, and student services functions of the College.

1.02
During time that the college facilities are not in use for college functions, they may be made available for use by organizations meeting cultural, educational, business, and recreational needs of the community.

1.03
The College and college facilities shall in no way be used as an advertising medium except for those things that pertain to the welfare and education of students.

2.00
SPECIFIC STATEMENTS

2.01
Scheduling the Use of Facilities and Food Service
a. Individuals or groups desiring to use college facilities shall request the use by submitting a signed “Request for Use of College Facilities” form, in person or online, otherwise known as the “agreement.”
b. The College master calendar, available on the College website, is designed to prevent scheduling conflicts and unauthorized usage of facilities.

c. The College master calendar should be used to verify the College is open, and food service is available, if desired.

d. No outside catering or concession services are allowed on campus, without prior approval by the Vice President for Student Affairs. 

e. A copy of the agreement shall be made available to the organization or group making the request for use of the facility. 

2.02
Rental of College Facilities

a. The President shall periodically establish and administer a schedule of rental fees and other charges for the use of college facilities.  The current fee schedule is attached to this policy, as part of the “Request for Use of College Facility” form.

b. In special circumstances the President may deviate from the established fee schedule.  Special considerations may be given to local civic or nonprofit organizations. 

c. All organizations and groups requesting to use college facilities must complete the request on the “Request for Use of College Facilities” form, available on the College website.
d. All monies collected from rental fees shall be deposited into the general fund      of the College.

e. There shall be no rental charges made for any recognized college group for     approved activities.

f. Fee schedules will be followed for setup, tear down, and cleaning of the facilities.  Locking and unlocking of the facilities is included in the up-front charge.  
2.03
Liability

a. When appropriate, rental agreements for the use of college facilities shall                  require the user to provide evidence of liability insurance for personal injury
     or property damage.
b. If liability insurance for the group is not available, the person responsible for the event, by signing the facility agreement, agrees to indemnify and hold harmless Allen County Community College against any and all claims for loss or damage.

c. Allen Community College assumes no responsibility for theft, injuries, or damages of any kind suffered by individuals or groups using college facilities.

d. Organizations or groups utilizing college facilities shall agree to reimburse the 
     College for the cost of any damages that occur or additional cleaning that is required.  The college administration is authorized to assess and charge the responsible group or individual for the cost of repair and replacement.

2.04
Security Provisions/Additional Services

a. College personnel must lock and unlock facilities for outside groups, cost is included in the up-front charge. 
b. The Director of Physical Plant Operations is responsible for making necessary 
     work assignments.
c. When it is necessary for the College to provide additional maintenance/
     custodial personnel or other qualified personnel, it shall be the responsibility of the renter to pay for services at the prevailing salary rate.  This cost is in addition to any other rental fees (See Attached Fee Schedule).

d. The President may designate a qualified and responsible individual to assume supervisory and /or custodial responsibilities during events.  The College retains the right to designate personnel required to provide services. 
II.
PROCEDURES

3.00
PROCEDURES FOR RENTING OF COLLEGE FACILITIES
3.01
Individuals or groups desiring to use college facilities shall request the use by submitting a signed “Request for Use of College Facilities” form in person or online to the college designee, the Administrative Assistant to Senior Administration.
3.02
The Administrative Assistant to Senior Administration shall determine the appropriateness of the activity and the availability of the facility prior to authorizing the event and placing it on the college master calendar.

3.03
Special requests, room arrangements, food service and additional services must be agreed on prior to event scheduling.  It is the individual/group responsibility to verify all arrangements. 

3.04
All general and specific statements, liability and security/additional services must be adhered to.

3.05
After all procedures are followed and arrangements are verified, a copy of the agreement shall be made available to the organization or group making the request for use of the facility.  Agreement can be faxed, mailed or emailed.  
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