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TOWN OF SOUTHBURY
PARKS & RECREATION  
 & SENIOR CENTER 
BUILDING USAGE POLICIES

Purpose
This town-owned facility has meeting rooms that are available for use for Town sponsored activities.  The Town sponsors or co-sponsors many educational, cultural, civic and recreational programs.  When the rooms are not needed for Town activities, non-profit organizations headquartered in Southbury and serving the Southbury community may request use of the meeting rooms for educational, cultural, and/or civic programs intended for and open to the public. No commercial or private use of the meeting rooms is permitted.

Reservation Policies
Town sponsored activities will have first priority for use of the Meeting Rooms and the Town reserves the right to deny a request for use of the rooms, cancel a reservation that has been made or preempt non-town use. Notice of cancellation of a reservation to use the Meeting Rooms, for any reason, will be given a minimum of 48 hours in advance, when possible.

A written application must be completed and submitted at least 30 days in advance of your use date(s) and indicate specific room, date(s), and time(s). An adult must apply for use of the room and adequate adult supervision must be provided. No fee is charged for use of the meeting rooms. Applications require approval by the Department Heads. Applications will not be accepted for dates more than four months in advance.  

The Town reserves the right to limit the times a single group may reserve a Meeting Room during a year.

Senior Center
The following rooms are available in the Senior Center:
Activities Room 1
Activities Room 2 

Parks and Recreation Department
[bookmark: _GoBack]The following rooms are available to the Parks and Recreation Department:
	Multi-Purpose Room
	Mat Room
	


Guidelines
Admission may not be charged.

If a fireman, police officer or custodian is required, as determined by the Fire Marshal’s Office, the user will pay for such services.

No animals are allowed unless they are providing assistance to persons with disabilities.

No smoking or vaping is allowed in or near the building.

All applications must list the person responsible for housekeeping and security. 

The Town will not be responsible for any personal items. The Room(s) shall be left in a clean and orderly condition. The applicant will be responsible for any damage to Town equipment or the premises. Any damage shall be promptly reported to the appropriate Department Head. Any repairs or cleaning costs will be incurred by the applicant. All rooms should be cleaned and left the way they were found.

In all advertising and press releases, it must be stipulated that the sponsoring group will be contacted directly for information regarding the meeting. A contact name and telephone number must be provided.

No events that require cooking are allowed.

Groups must vacate the building by 9:00 p.m.

For information about Outdoor Assembly Events, visit: Outdoor Assembly and Events https://southbury-ct.org/filestorage/20556/20567/33747/Outdoor_Assembly_and_Events_Application.pdf

Equipment
Tables, chairs, screen, and podium will be available for use. Setup and breakdown will not be included.

Supervision and Responsibility for Usage
The applicant is responsible for supervising the meeting and ensuring attendees adhere to the Town’s Behavior Policy. Meetings that interfere with other permitted uses will not be permitted.

Failure to comply with the Meeting Room Policy and Behavior Policy will result in cancellation of the meeting and/or a denial of future requests. 

In case of an emergency, exit the Town Building immediately.

By signing this document you are acknowledging that you have read this document and agree to follow the policies and guidelines.

__________________________________________________________  _____________________
Name (Sign)						(Print)   		Date                                                                                             


This policy is subject to continuous review by the Board of Selectmen. Adopted on 9/6/2007
Draft revised 12/21/23
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SOUTHBURY PARKS AND RECREATION 
FACILITY USE APPLICATION FORM
                  
NAME OF INDIVIDUAL/GROUP: ____________________________________________________
PERSON(S) RESPONSIBLE: _________________________________________________________
ADDRESS: ________________________________________________________________________
PHONE: (C) ______________________ SERVING FOOD (No food to be cooked on premise): Y / N 
REASON: __________________________________ TIMES: _________________________________
ROOM(S) REQUESTED: _____________________________________________________________
EMAIL: _________________________________________________________
PHONE # TO REACH DAY OF EVENT: ______________________________ 
ESTIMATED ATTENDANCE: ___________NUMBER OF CHAIRS: _________TABLES:_______ 
REMINDER: Applications will not be accepted for dates more than four months in advance.  
JAN. _____________________ MAY _______________________ SEPT. ______________________
FEB. _____________________ JUNE _______________________ OCT. ______________________
MAR._____________________JULY _______________________ NOV. ______________________ 
APR. _____________________ AUG. _______________________ DEC. ______________________
*SOUTHBURY TOWN OWNED PROPERTY USAGE POLICY MUST BE COMPLETED*

In making this application, I agree to comply with the regulations attached and be responsible for the conduct of the individuals attending the meeting and the care of property being used. Applicant accepts liability for any damage to property or injury to persons resulting from use by the applicant and, furthermore, the applicant agrees to indemnify and hold harmless the Town Of Southbury from any all claims and demands on account of the damage to/and destruction of property, or injury or death of any person, resulting from the applicant’s use of the Town facility. If the Town is liable or pay for any damage, for which the applicant would be responsible under this application, the applicant shall reimburse and indemnify the Town of Southbury for all payments made in discharge of such liability, including costs, reasonable attorney’s fees and necessary incidental expenses. Should the Town require the room requested, the Town reserves the right to cancel your reservation.



Signature                                                                                           Date
_________________________________OFFICE USE ONLY________________________________
COMMENTS: ______________________________________________________________________
REQUEST IS: APPROVED (   ) DENIED (   ) ROOM: ________________ON: _________________
Dept. Head Sign off: __________________________________________ Date: __________________ 
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