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Genevieve S. Staley Civic Center
Facility Use Policy

This usage policy is intended to provide guidelines and set procedures for use and reservation of the community meeting space and ground located in and around the Genevieve S. Staley Civic Center (DeRuyter Town Hall).
A) Allowed Groups/Users
The Genevieve S. Staley Civic Center is a municipal facility owned by the Town of DeRuyter, therefore meeting/event space is not available for private business use. However, space is available for meetings/events sponsored or hosted by:
· Town of DeRuyter
· DeRuyter Free Library
· DeRuyter Community Services
· Village of DeRuyter
· Federal, State, or County Governmental Agencies
· Civic Organizations, Non-profit Organizations, Community Service Organizations, and Political Parties
B) Priority of Use of Facilities
While meeting/event space within the Genevieve S. Staley Civic Center is available to the organizations mentioned above, Town of DeRuyter use will take priority. Scheduling conflicts will be resolved based on the following order of priority:
· Town of DeRuyter Court
· Town of DeRuyter Board Meetings/Events
· Town of DeRuyter Planning/Zoning Meetings/Events
· DeRuyter Free Library Meetings/Events
· Village of DeRuyter Meetings/Events
· Federal, State, or County Government Agency Meetings/Events
· DeRuyter Community Services Sponsored Meetings/Events
· Civic, Non-profit, Community Service Organizations, and Political Party Meetings/Events
C) Facility Availability
The meeting/event space in the Genevieve S. Staley Civic Center is generally available for use. Users are to check availability and schedule meeting space use with the Town Clerk during normal office hours. All meetings must be scheduled with the Town Clerk.

Any keys needed for meetings/events held outside of normal operating hours must be obtained from the Town Clerk. All keys must be signed for and returned by the responsible party within two business days of the scheduled event. There will be a refundable $25 deposit for all keys issued; deposit will be refunded when keys are returned.

In the event of inclement weather, the Town Supervisor or designee has the final authority on whether facilities are useable.

Town-sponsored meetings/events shall be given preference at all times in scheduling use of meetings space. Other meetings/events will be scheduled on a first-come, first-served basis. If an unforeseen circumstance requires the use of meeting space by the Town of DeRuyter, a group or organization may be required to reschedule or relocate their meeting/event.

D) Rules of Conduct
The following rules shall apply to all meetings/events located in the Genevieve S. Staley Civic Center or on the Civic Center property:
· Any group or organization using the facilities shall not discriminate on the basis of race, color, national origin, sex, religion, age, or disability.
· Any group or organization using the facilities shall conduct their meetings/events and themselves in a professional and courteous manner.
· All activities MUST be under adult supervision at all times.
· The responsible party must restore the facility to its original condition. No custodial services are provided; the user will be responsible for cleaning and removing any trash.
· Smoking is strictly prohibited in the Civic Center or on the Civic Center grounds. 
· No alcoholic beverages are to be served or consumed on the premises.
· There are no phones or technology (including internet) available for use.
· Anyone using the facility outside of Town or Library operating hours must ensure the building is locked, secured, and all lights have been turned off upon leaving.
· If for any reason the building cannot be secured or in the event of an emergency, the town supervisor or the town clerk must be notified immediately.
· Violation of any of the rules outlined in this policy may result in the loss of future privileges to use Town facilities.  
· Users may be required to provide insurance acceptable by the Town Attorney prior to using the facilities.
· Any damage to the facilities must be promptly repaired at the users expense.
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