POLICY AND RENTAL GUIDELINES

GRAND ROOM
COURTHOUSE CENTER FOR THE ARTS

Basic Policies/Rules
· Any individual seeking rental shall be a current member of the CCA. (e.g. $30 – individual / $25 – senior.)
· The building is fully handicapped accessible from the north entrance, with elevator service to all floors.
· The following events are not permitted: gaming or gambling, “adult” entertainment, political, religious.
· Smoking is strictly prohibited throughout the building. A designated outdoor area is provided.
· Renters MUST provide proper insurance documents and be sure caterers/bartenders have necessary licenses and certificates.
· An assigned facilitator of CCA will be present during all rental events.
· Renters are financially responsible for any damage to the facilities as a result of their event.
Catering/Bartending/Kitchen Facility

· Cooking is not allowed in the catering pantry. A convection oven is available for use. The kitchen is equipped with a sink and refrigerator for your use and ample counter and under counter space for caterers.
· No linens, china, glassware or utensils are supplied by CCA.
· Caterers and bartenders MUST have all necessary licenses and certificates of insurance. Bartenders must be of appropriate age and are responsible for all handling and dispensing of alcoholic beverages.
· All catering wait staff will be appropriately dressed and not smoke or consume alcoholic beverages while on duty.
· Disposal of all garbage is the responsibility of renter and caterer. Rental space must be left in the condition it was rented, a fee will be assessed for additional custodial services if the rental space fails inspection at the conclusion of the event.
Parking

· The CCA parking lot can accommodate up to 80 vehicles (remember to include waitstaff and entertainers).
· Vehicles may not park on the grass areas of the property and are subject to towing at the owner’s expense.
Renting Procedures

· Rental is available on a first come, first serve basis and must be compatible with CCA scheduled events and classes. Musical events must first be approved by the Executive Director so as not to compete with CCA sponsored music events. The Executive Director has ultimate discretion over all events and fees.
· A 50% deposit is due at the signing of the contract, including a separate check for any required security fee. The balance is due on the day of the event.  The security fee will be returned within three business days of a successful inspection completed at the conclusion of the event.
· Cancellation of a reserved date must be made 90 days prior to event to receive a refund of deposit. Cancellations made less than 90 days prior to the event will sacrifice 25% of the rental fee (50% of the deposit.)
· Checks should be made out to The Courthouse Center for the Arts or CCA..
· Rentals include the services of a CCA representative. Please let the CCA representative know by filling out the Rental Agreement form and providing the following information:
when set up crew, caterers, entertainers will be arriving /any large equipment they will be bringing

whether you will need CCA chairs, tables, staging sections and how many

whether you will be using the piano

whether you will need: piano tuner, police detail (for groups in excess of 100)

· CCA CONTACT:  Russell Maitland  (401) 782-1018 ext.17
