TOWN OF SHERMAN

Charter Hall Rental

Who May Use the Firehouse Community Room (Charter Hall)?

Use of this facility is reserved for Sherman Volunteer Fire Department activities, Town
activities, local non-profit groups, local homeowner’s associations, SVFD members and their
immediate families, and residents. The facility is not available to non-residents at this time.

Use is subject to certain conditions outlined in this document and may involve an access
card/key(s) and damage deposit, proof of insurance, and/or rental fee.

Scheduling the Use of Charter Hall

To schedule an event in Charter Hall, contact the Business Administrator at 860-355-1139 during
Town Hall hours (Tuesday through Friday, 9:00 a.m. — 12:00 noon and 1:00 p.m. — 4:00 p.m.) or
by e-mail at LLaVia@townofshermanct.org. Walks-through to examine the facility can be
arranged by appointment with the Town’s Facilities Manager.

Charter Hall has been pre-booked for certain SVFD and Town activities that occur on a regular
basis. These bookings cannot be changed.

The Town has established a “priority of use” that will determine who will be allowed to use the
room in the event of conflicting requests. Once a booking has been made, however, it will not be
“bumped” by a higher priority individual or group.

The area of Charter Hall to be used must be specified when scheduling an event. Options are
half the room or the entire room, with or without access to the kitchen. When only half the room
is needed, without the kitchen, or when the renter wishes to rent half the room with access to the
public address system and/or audiovisual system, the booking will be for “Side A,” fronting
Route 39 North. When the kitchen is part of the booking but only half the room is to be used, the
booking will be for “Side B,” fronting the Sherman Green. Rental of only “Side B” eliminates
access to the public address system and/or audiovisual system.

The following capacity guidelines are provided for planning purposes. These guidelines do not
take into account space for serving tables, DJ or band, or dance floor space. A floor plan may be
required for review by the Fire Marshal that may alter the actual capacity of the room. A floor
plan is required when custodial services are required as part of the booking.

Entire room, chairs only, maximum capacity : 340
Half room, chairs only, maximum capacity: 170

Entire room, tables and chairs, maximum capacity: 140
Half room, tables and chairs, maximum capacity: 70



Proof of insurance naming the Town of Sherman as an additional insured is required for all
rentals excepting SVFD and Town functions, along with a signed Indemnification and Hold
Harmless Agreement. Renters who are unable to obtain a certificate of insurance from their
homeowner’s insurance carrier may obtain insurance through a Tenant-Users Liability Insurance
Program (TULIP) offered by the Town’s insurer, CIRMA. Rates vary based on the nature of the
event. All renters who intend to serve alcohol at the event must provide proof of insurance.
The certificate of insurance must be provided at the time access to the facility is obtained or, in
the case of rentals requiring custodial services, at the time the rental fee is paid.

A check covering an access card/key(s) and damage deposit of $250.00 in addition to the rental
fee for the use of the facility is required to secure all reservations and must be paid at the time of
booking. This deposit will be returned following an inspection of the premises after the event
and the return of the access card. The cost of repairing any damage will be deducted from the
deposit before it is refunded.

The fee for use of the facility must be paid at least one week in advance of the booking. This fee
will be returned if the Town receives notification of cancellation at least 48 hours prior to the
scheduled start of the event. A booking fee of $50.00 will be assessed for cancellations received
less than 48 hours prior to the scheduled start of the event.

Checks should be made payable to the Town of Sherman.

Fee Schedule *

Side A | Side B | Full Room | With Kitchen
AM/PM meeting (3 hrs max) $50 |$50 |$100 + $150
Half day: 8:00 AM —12:00 Noon [ $ 75 |$ 75 | $150 + $150
Half day: 12:00 Noon — 5:00 PM | $100 | $100 | $200 + $150
Evening: 5:00 PM — 10:00 PM $150 | $150 | $300 + $150
Full day: 8:00 AM —10:00 PM | $300 | $300 | $600 + $150

* Rental of the full room with kitchen for an evening or full day and rentals of any
length at which food will be served require custodial service, which is charged at an
additional rate of $34.50/hour. Services provided by the custodian are identified below.

Accommodation to provide additional time for setting up can be arranged if no other group is
using the facility.

Using Charter Hall

Users are responsible for setting up and breaking down tables and chairs for an event unless
custodial services are included in the rental. Tables and chairs are to be returned to the
appropriate storage space following the event. Only 25 rectangular tables sized 3ft by 8 ft and
180 metal folding chairs are available at this time.



When custodial services are required, the custodian will open and close the facility, set up and
break down tables and chairs, clean up after the event, and dispose of garbage.

Users will be provided with a fire safety announcement, which must be read aloud at the start of
the event.

Instructions for operating the public address system and “loop” for the hearing impaired will be
provided when use of this system is requested by renter. Please note that the system is operated
from the side of the room facing Route 39 North (“Side A”).

Instructions for operating the audiovisual system and retractable screen will be provided when
use of this system is requested by renter. Please note that the system is operated from the side of
the room facing Route 39 North (“Side A”).

The telephones available to renters are for local calls only. Any long distance calls made during
the event will be charged to the renter.

Renters will be provided with the phone number of the town’s Facilities Manager to be used in
the event of environmental issues (heating or cooling concerns, faulty lighting, problem with
bathroom function).

The facility is to be left in “broom clean” condition following the event. Cleaning supplies are
located in the Porter’s Closet.

SMOKING IS PROHIBITED in all areas inside the building.
Nothing can be pinned, taped, or attached to any surface, including tables and chairs.

Unless custodial service is required, garbage is to be disposed of in the trash collection area
outside the kitchen door. State law requires that all recyclable materials be separated from
garbage. A separate container is provided for recycling. Renters must provide their own
garbage bags.

Access card/key(s) must be returned on the next Town business day following the event. Failure
to return access card/key(s) will result in forfeiture of security deposit and may result in future
denial of

Charter Hall, the coat room, and upper level bathroom facilities are the ONLY areas of the
facility that are open to the public. No persons shall be allowed downstairs or in the
adjoining Fire Department space under any circumstances.

Events must conclude no later than 10:00 PM, by which time the building should be vacated and
locked. Events may be held up to 12:00 midnight only with the written permission of the First
Selectman.



Using the Charter Hall Kitchen

The kitchen is equipped with the following equipment:

e Double door refrigerator, which is available for use by renters when the kitchen facility is
part of the booking,

e Six burner gas range with griddle, double full ovens,

o Freezer,

e Several deep sinks for clean-up;

e Dishwasher, not intended for use by renters.

There are no service items (china, silver) or cookware available for renters’ use. These must be
provided by the renter or renter’s caterer.

All items, including food and preparation items, are to be removed after the event. DO NOT
leave extra paper goods or condiments.

The premises and any kitchen equipment used must be cleaned after use.

Parking

There is to be no parking on the side of the building facing Route 39 North.

Parking is limited to designated areas only. In the event of conflicting events that will absorb
available parking, the renter of the facility will be responsible for providing valet parking in
accord with the Town’s Overflow Parking Plan for the Sherman Green Complex. The First
Selectman has the sole discretion as to whether the Overflow Parking Plan is in effect and will
notify affected users in writing, enclosing a copy of the plan.



CHARTER HALL RENTAL
PO BOX 39
SHERMAN, CT 06784-0039

Rental Agreement
(Please Print)

Date requested: Event: From AM/PM To AM/PM
Reserved time: From AM/PM To AM/PM

Type of event: [ Private party [ Fundraising event [] Meeting []Other

If other than private individual, please give name of group or organization:

# of people expected # of chairs needed # of tables needed

Food service anticipated? [ Yes ] No
Renting (Check space needed):[] Side A [JSideB [ Entireroom [ Kitchen
Name of renter:

Address:
Telephone: Home Work Cell

| have read the rules, hold harmless agreement, and fees. My signature attests to my agreement.

Signature of responsible person:

Mail this contract, the hold harmless agreement, and your access card/key(s) and damage deposit
of $250.00 to: Town of Sherman, Attention: Administrative Assistant to the Selectmen, PO Box
39, Sherman, CT 06784-0039. Checks should be made payable to the Town of Sherman. Please
send separate checks, noting on each check whether it is for the access/damage deposit or the
rental fee. Access cards may be picked up at the Selectmen’s Office, Town Hall (860-355-1139)
during business hours. Access cards/key(s) must be returned to the Selectmen’s Office on
the first business day following the event.

[Side 1]



To be completed by Booking Clerk:

O

O

O

Date Deposit Received Amount of Deposit Check #
Date Rental Received Amount of Rental Check #
Date Deposit Returned Amount of Refund Released by

Date signed Indemnification and Hold Harmless received
Date Proof of Insurance received
Date key(s) access card number(s) # issued

Access prior to 8:00 AM and/or after 10:00 PM needed; approved by First Selectman ;
request sent to card issuer on

Access to kitchen required; key/kitchen access card # _ issued on

Custodial service required for __ hours at $34.50/hr.; add$___ to rental fee
Custodial service request forwarded to Facilities Manager on (date)

Room divider needed; request forwarded to Facilities Manager on (date)
Climate control request forwarded to Facilities Manager on (date)

Notification of use sent to SVFD liaison on (date)

Capacity exceeds 100 persons; Fire Marshal notified on (date)

Floor plan required by Fire Marshal; renter notified on (date)

Floor plan forwarded to Fire Marshal on (date)

Overflow Parking Rules in effect; renter provided with policy on (date)

[Side 2]



CHARTER HALL RENTALS

Fee Scale Based on User
[For use by office staff only]

User type Deposit Insurance required | Fee

required?
SVFD-sponsored training and NO NO NONE
functions
Town government meetings and | NO NO NONE
functions
Local political organizations NO NO unless alcohol | NONE
(e.g., RTC, DTC) is served
Private functions of SVFD NO NO unless alcohol | NONE
members is served
501(3)(c) entities and similar YES YES YES, at 75% of
organizations regular rental fee
Homeowner’s associations YES YES YES
Residents YES YES YES




CHARTER HALL RENTAL
PO BOX 39
SHERMAN, CT 06784-0039

INDEMINIFICATION AND HOLD HARMLESS AGREEMENT

WHEREAS, the undersigned has requested authorization from the Town of Sherman to use the
facilities known as Charter Hall on (date)

for the following purpose:

NOW THEREFORE, in consideration of the use of said facilities and as an inducement to the
Town of Sherman to grant such authorization, the undersigned hereby agree(s) at all times to
indemnify and hold harmless the Town of Sherman, the Sherman Volunteer Fire Department,
their officers, agents, representatives, servants, and employees from any and all claims, damages,
losses, or judgments for injury to persons or property which is alleged to have been sustained as
a result of activities conducted by the undersigned, its guests, and invitees at Charter Hall for the
activities herein described.

Signature:

Liability Insurance Policy Company:

Liability Insurance Policy Number:

Please return this agreement with the Rental Agreement and your deposit and/or rental fee to:
Town of Sherman, Attention: Administrative Assistant to the Selectmen, PO Box 39, Sherman,
CT 06784-0039.



