CRCC SPECIAL EVENT FACILITY RENTAL CONTRACT
Town of Carbondale
Parks & Recreation
567 Colorado Ave
Carbondale, CO 81623
Phone: 970-510-1278

This Agreement is made and entered into by and between the Town of Carbondale (TOWN), a home rule
municipality of the State of Colorado and (RENTER) as listed below.

NAME OF ORGANIZATION (RENTER): Tax Exempt #:

NAME OF (RENTER): DOB:

PHONE: EMAIL:

NAME FOR CHECK RECIPIENT AND MAILING ADDRESS FOR DAMAGE DEPOSIT REFUND:

Name: Street:

City: State: Zip:

DESCRIPTION OF EVENT OR ACTIVITY:

DATE(S) FOR FACILITY RENTAL USE:

THE RENTER AGREES TO PAY THE FOLLOWING:

DATE DUE FEE DATE PAYMENT
RECEIVED

RESERVATION DESPOSIT (% OF THE
RENTAL FEE)

Due no later than 60 days prior to event
REMAINING RENTAL FEE (2NP HALF OF THE
RENTAL FEE)

Due no later than 60 days prior to event
DAMAGE DEPOSIT

Due no later than 60 days prior to event

By signing below the (RENTER) agrees to provide all applicable information requested in the contract no later
than 60 days prior to the event. The (RENTER) additionally agrees to abide by all the rules and regulations
therein during the contract period.

Primary Contact Signature: Date:

Recreation Manager Signature: Date:




RENTAL CONTRACT RULES AND REGULATIONS

1. General Rental Guidelines

CRCC only allows one large facility rental per month.
Maximum capacity for entire building cannot exceed 1,483.
A large rental is defined as an event beyond 2.5 hours, requiring closure the full gymnasium,
and/or takes place after business hours.
Rental space is available starting at 2pm. Earlier rentals incur an additional cost per hour per
space requested.
All events must be completed by 11pm. Clean up is allowed from 11pm until Midnight.

i. Overtime hours begin for staff and security personnel after midnight.
Rentals are made for the year beginning on January 15" of the same year. Any inquiries prior
to that date are noted and penciled in on the Rec Calendar as a non-binding hold. After January
15™ the Rec Manager will schedule appointments with the people on hold and begin to accept
the % down payments for the events to secure the rental space. Any person who does not
respond to the scheduled appointment or does not pay the % down forfeits their hold and the
CRCC has the right to rent the space to another party.
The CRCC and the (RENTER) can adjust the rental spaces and cost up to 60 days prior to the
event.

2. Payments and Pricing Guidelines

a.

The (RENTER) shall submit all payments in the form of a check (made payable to the Carbondale
Recreation and Community Center or CRCC), cash, or credit card (excludes American Express).
The (RENTER) agrees to pay % of the cost of the full facility rental fee to secure the rental on the
CRCC calendar.

The 2" half of the payment, the damage deposit, and the completed rental agreement are due

to CRCC no later than 60 days prior to the event.

i. If paying by check there must be a separate check for the rental fee and the damage
deposit fee.

Rental Fees:

a. The Day Rate (6+ hours) is defined as an occupation time of 2pm, event completion time of
11pm, and a departure time of 12am. Any time requested outside of those hours will result
in an additional cost of the per hour rate per space requested.

i. Only multi-day non-profit events are exempt from the additional hour per day rate and
are charged the 6+ hour day rate for the duration of the rental.

b. The “Entire Facility” means that the entire facility including the weight room will be closed
to the public. If you do not choose this option, the public will have access to any areas you
didn’t specify for your private rental through the lobby during our regular posted hours.

c. The with alcohol rate will be charged on all 6+ day rate fees if alcohol is being served at the
event.
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ii. Any additional per hour fee will be charged either at the alcohol or non-alcohol rate
based on when alcohol service begins.

. The base rental fee includes:

iii. The spaces requested in the contract
iv. 6-10 long rectangular tables
1. all other tables required will need to be procured and paid for by the (RENTER)
v. 250 chairs
vi. Private Security

e. Additional items that can also be rented incur a separate charge and will be added to the

rental fee.

f. Rental Fee Cost per room/item:

Room Costs Gymnasium Kitchen Activity Room | Lobby & Patio | Entire Facility
Day Rate S634 S254 $193 S127 $1328
Day Rate with Tax $497 $194 $166 No Discount $1081
Exempt Discount
Day Rate with Alcohol $882 S353 $270 S177 $1864
Day Rate with Alcohol &
ay nate with Alcono $695 $270 $232 No Discount $1511
Tax Exempt Discount
Per Hour Rate S127 S51 S39 S26 S266
Per H Rat ith T
er Hiotir Rate With fax $100 $39 $34 No Discount $216
Exempt Discount
Per Hour Rate with
Alcohol S177 S70 S54 S36 $373
Per Hour Rate with
Alcohol & Tax Exempt $139 S54 S46 No Discount S303
Discount
Deposit S300 S100 $100 S100 $1000
Deposit with Alcohol S600 $200 $200 $200 $2000
Staff Costs Per Person Per Hour Addltlon.a | Rental Item Cost
Options
1-250 chairs included in
. basic rental cost
IR (CesE 235 LIl Additional 251-400 chairs
S2 per chair
$20 per section; 12 4x8 foot
Security $45 Stage Sections sections available plus staff
set up time
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3. Damage Deposit Guidelines

a.

b.

C.

d.

All or a portion of the cleanup/damage deposit fee may be utilized by the TOWN for the
purpose of payment of unforeseen costs necessary to insure and protect public safety during
the EVENT, and to ensure the terms and conditions of this RENTAL AGREEMENT are fulfilled
including cleaning fees after the event.

The (RENTER) shall be responsible for paying for all property, equipment, and facility damage
(whether inside or outside) to the CRCC because of hosting this special event. If damage
deposit funds held by TOWN are insufficient to cover damage, (RENTER) shall be required to
pay any additional repair costs plus 15% once notified by TOWN to do so by a certain time or
date.

The deposit shall not limit (RENTER) from liability for such expenses more than the
Cleanup/Damage Deposit Fee submitted (see fee structure schedule).

The balance of damage deposits will be refunded via check mailed to the address listed on the
contract with-in 30 days of the last day of the event.

i. Inthe event of damage, security overtime, illegal use of drugs or consumption of alcohol
the TOWN has the right to deduct from the damage deposit for losses sustained or
amounts owed by the (RENTER) pursuant to this Agreement. An itemized list of
deductions will be provided. Once repairs are complete and all bills are settled, any
remainder of the damage deposit will be returned to the (RENTER) within 30 days.

1. The (RENTER) understands that should illegal presence, or illegal consumption of
alcoholic beverages or drugs occur within CRCC premises during the event by
(RENTER) or guests, the full amount of the Damage Deposit may be forfeited to
TOWN for violation of state and local liquor and or drug laws and the
perpetrators may be arrested.

4. Cancellation Policy:

a.

The EVENT may be canceled by the Town of Carbondale Town Manager, the Recreation
Department Director, the Recreation Center Manager, or his/her designee, if the terms of this
Agreement are not substantially fulfilled in a timely manner, or in the event of an unforeseen
catastrophic event or unforeseen circumstances out of our control. In the event of such
cancellation, TOWN shall remit to (RENTER) all deposits minus any expenditures incurred by
CRCC. Neither party shall be liable to the other for any lost profits, lost revenues or
consequential damages in the event of such cancellation. The (RENTER) will forfeit 100% of the
reservation deposit, which is 50% of the facility rental fee if they fail to cancel rental within one
week (7 days) of the event. If the rental is cancelled 7 days or more in advance the (RENTER)
will lose 20% of their reservation deposit as a booking fee due to our inability up until that time
to rent the space and potential lost revenue.
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5. Event Details
a. Rental Space Requests:

Space/Item

Requests 2R,

DATE(S)

OCCUPATION | DEPARTURE | TOTAL TIME
TIME TIME IN HOURS

Full Gymnasium

Kitchen

Activity Room

Lobby & Patio

Entire Facility

Alcohol Service

Security

DAY(S)

DATE(S)

Doors Open Event Ends

Actual Event
Time(s)

Total Items Requested

Chairs

Stage Sections

b. Anticipated number of attendees during the actual time of the event:

PERSONNEL

ESTIMATED NUMBER IN ATTENDANCE

Band

Caterers

Guests

People in the Event (non-guests/non-staff)

Security: (Required minimum number for
events with alcohol is 4)

Other(s)

Total number of people estimated in the
building at event:
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a. Cost Breakdown for Contracted Event: To be filled out by the Recreation Manager

FACILITY GYMNASIUM | KITCHEN | ACTIVITY ROOM | LOBBY & PATIO Fil\::-ll-ll.ll:{:Y
# of days
Day Rate (X) rate
# of days
Day Rate with ) ratZz
Alcohol —
# of days
Hourly Rate (X) rate
#of d
Hourly Rate with ()c()) raatz-s
Alcohol —
Column Totals:
FACILITY TOTAL:
. Depositfee:| | | |
DEPOSIT TOTAL:
ADDITIONAL SETUP &
STAFF COSTS SECURITY FLOOR SCRUBBING BREAK DOWN
Number of Personnel 1
Cost Per Hour S45 S35
Number of Hours 3
Column Totals: $105
. STAFFING TOTAL:
ADDITIONAL RENTAL OPTIONS CHAIRS STAGE
Number of Request Item
- ;
Cost Per Item »2 per chair (1 250 chairs are $20 per section
free)
Column Totals:
ADDITIONAL RENTALS TOTAL:
TOTAL RENTAL FEE LESS DAMAGE

DEPOSIT:
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b. Names of event organizers and their contact information:

NAME (PLEASE PRINT)

CELL PHONE NUMBER

Event Coordinator

Assistant to event
coordinator

Party Rental
Company (Tables,
plates, etc)

Decorator

Caterer

Band

Sound & Lighting
(if different from
band)

Cleaning Company
(for Non-Profit
events)

Other:

6. Set Up:

a. Rec Center Staff will raise the basketball hoops and fold up benches prior to the event.

b. Rec Manager will show the (RENTER) how to use the lighting control panel on the contract

signing.

i. Itisthe (RENTER’S) responsibility to protect the surface of the floor with carpet tiles.
Carpet tiles should be placed under all rented tables and chairs, sound equipment or
anything that may be heavy and potential cause wear and tear on the floor. Use the

carpet tiles for load in and out.

ii. Decorations are not allowed to be affixed to any wall surfaces. Stand alone frame work

and curtains must be provided by the (RENTER) for wall style decorations.

c. Tables and chairs will be left in the lobby or gym prior to start of function. It is the (RENTER’S)

responsibility to set up all tables and chairs in the (RENTER’S) designated spots.

i. None of the fire exits can be blocked with rental equipment and all exit signs must

always be visible and on.
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<" Carbondale Recreation & Community Center
| /J 5 Emergency Evacuation Routes
. EXIT
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d. Setup Time Line:
i. Note: No Load outs on the west side of the gym past 9pm and no parking on the grass in
the North Side Load out

TIMES OF ENTRY ORGANIZER NAME AND/OR ROLE LOAD IN LOCATION | LOAD OUT LOCATION

EXAMPLE: Premier Party Rental drops off tables, | Dirt parking lot west

L . Front door
Saturday, 2pm chairs, linens, and serving wear access doors
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e. Layout of CRCC:

i. On the layout map please draw in locations of everything applicable taking place inside
and outside of the Recreation Department: table locations, chair layout, band or DJ
location, photo booth, food serving line, bar layout, dance floor, stage, port-a-potties,
etc.

1. Access to emergency exits must remain clear and visible to the satisfaction of
TOWN and/or the Carbondale & Rural Fire Protection District.
ii. Alcohol is allowed inside the designated yellow areas unless otherwise permitted.
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f.

Alcohol and Crowd Management:
i. Access to facility

1.

Invited guests will be allowed multiple entry access until 8:30 pm. After 8:30 pm,
no reentry is allowed if a guest leaves the function. This is to prevent an
overcrowded occupancy level infraction and uninvited guests. This will be
managed by the security officers, the event coordinator and the (RENTER’S)
(Non-profit Special Events are exempt from this rule)

ii. Security
1. Events with alcohol:

a. A minimum of 4 Rec Contracted Ace Security Personnel are required for
any event serving alcohol. The cost for the Security Team is included in
the rental cost and the per hour fee is set by ACE Security. Ace Security
will be paid directly by CRCC.

For events with no alcohol:

a. 0-1 security personnel for 1-149 participants

b. 1-2 security personnel for 150 — 349 participants

c. 2-5security personnel for 350 — 600 participants

For Non-profit special events see Addendum E for additional requirements
Security is required to arrive fifteen (15) minutes prior to the beginning of the
event and are required to remain continuously for the duration of the event and
until the premises have been completely vacated and locked. If the time of
cleaning up extends beyond the original contracted time of midnight the
additional overtime security fee of $75 per hour per security officer will be
retained from the damage deposit.

iii. Alcohol
1. Until the security personnel arrive, alcohol at the event will not be allowed to be

served.

The (RENTER) event promoter is ultimately responsible to ensure no alcohol
violations occur, regardless of the number of security required. (Infraction
examples: minors in possession of alcohol, alcohol leaving the premises, serving
visibly intoxicates persons, etc.)

iv. Crowd Management

1. Security personnel shall:

a. Monitor that no under-age alcohol consumption or illegal drug use
occurs.

b. Monitor for fighting or other inappropriate behavior.

c. Monitor for weapons and other dangerous devices.
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Monitor event to ensure that no alcohol is brought in and no alcohol
leaves the CRCC premises.

Monitor the number of persons admitted based on the Agreement.
Monitor rental space and all associated public areas.

Monitor event attendees to ensure that they remain in appropriate areas
and not in off-limits areas in or around the facility.

Monitor parking lot area hourly and coordinate with the parking
attendant to ensure access for emergency service vehicles to the
satisfaction of TOWN and/or the Carbondale & Rural Fire Protection
District.

Ensure that all doors remain closed, and the sound is at an appropriate
level.

Be familiar with all exits and emergency exits.

In event of an emergency, should assist with mass evacuations.

Keep emergency exits clear for arrival of emergency services.

. Security will have access to the Recreation Center keys and will lock the

facility at the end of the event.
Other appropriate duties related to security and event monitoring as
requested by the person-in-charge of event and / or event coordinator.

2. The (RENTER) must designate crowd management monitors for the following:

a.

b.

An ACE Security liaison. This person also monitors all illegal activities
listed above and must be willing to call ACE security, the non-emergency
police number (970) 936-2662, or 911 as appropriate. (Typically, the
event manager or event manager assistant)

Alcohol Coordinator oversees alcohol distribution, conduct ID checks, and
distribute drinking designators such as wristbands. (Usually the caterer or
alcohol distributor)

Invitation Takers: all attendees must provide an invitation either
physically or electronically so that invitees can present for entry.

3. Medical and Emergencies:

a.

Both security and the (RENTER) are responsible in the case of an
emergency to act. The first person to see an emergency needs to call
911.

4. Parking and traffic attendants:

a.

No Parking in West Parking Lot. Parking is available in the North Parking
Lot, the South Parking Lot and in the overflow lot to the East of Town
Hall.
i. The west parking lot is for local resident parking and emergency
access through the parking lot and alley; no event participant
parking is allowed.
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ii. The (RENTER) may be required to provide for the management of
pedestrians, bicycles, and vehicular traffic at all EVENT activity
locations that impact sidewalks or streets. Locate the impacted
areas on the location map and mark areas where security or
traffic attendants will be stationed. The Recreation Manager will
coordinate and get approval for this plan by the Public Works
Department and Police Department.

5. Loading and Unloading attendant:

a.

b.

Loading and unloading may only be done out the west door between the
hours of 9am and 9pm; all other doors may be used for loading and
unloading at any hour.

All gym doors must remain closed when amplified music or live music is
present.

Carpet tiles must be used on the gym floor inside the doors for load —in
and load-out of heavy or dirty equipment.

CRLCC Load-in & Load-out Specifications and Rules
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v. Crowd Management Names and Contacts:

NAME CELL PHONE NUMBER

Alcohol Distributer

Alcohol ID Check
ACE Security liaison
Trained Volunteer
Security Personnel (only
for Non-Profit Events)
West Parking Lot
Monitor
Load in and Load out
Monitor
| |
People of legal drinking age are identified by:
Invitations are in the form of:

7. Facility Maintenance During the Event
a. Sanitation and Toilets
i. The (RENTER) shall provide their own attendant to ensure CRCC inside bathrooms are
kept clean, sanitary, and picked up during EVENT. Notify Rec staff if toilet paper is
needed.

ii. The recreation facility has one male bathroom with two urinals and one ADA stall and
one female bathroom with one ADA stall and two non ADA stalls. If you have a multi-
day event or more than 500 people at your event additional outside sanitation portable
toilets will be required at CRCC for EVENT. (See Appendix E for additional requirements)

b. Trash:

i. Itisthe responsibility of (RENTER) to collect and remove all refuse created by the event

from CRCC at the close of the event. (RENTER) may comply by:
1. Collecting and removing trash from the site themselves by midnight the evening
of the event.
2. Hiring a trash contractor who provides appropriate container(s) delivered to and
placed in the north parking lot as designated by the Recreation Manager.
3. Containers must be removed from the premises be the end of the first working
day of the week after the event.
c. Noise Abatement Rules
i. The maximum noise level shall not exceed eighty dB
ii. Amplified noise shall be created only between 9am and 11pm
iii. The arrangement of loudspeakers and instruments shall be such that it minimizes the
disturbance to others; no speakers directed West.
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iv.

Vi.

All reasonable measures shall be taken to baffle or reduce noise. To prevent noise
leakage from building, all doors of the gymnasium space must remain closed when any
amplified music (live or DJ) or public address announcements are being made.

Noise Measurements will be taken at a point located within a street or public right-of-
way in the town at a distance of at least twenty-five feet from the noise source; and/or
at the common property line of the property on which the noise source is located and
the adjacent property. (Ord. 3-2006 Exh. A (part)).

Town Code Chapter 9.45 & Noise measurements 9.45.050. Private events as to which
the public is not invited. Noise measurements for the purpose of these regulations shall
be taken on a decibel or sound level meter of standard design and quality operated on
the "A" weighing scale. Measurements shall be made at the most appropriate location
to determine compliance with the regulations of this title as listed below and a violation
in any of the locations shall be a violation of this title:

8. Event Clean Up

a. If the following clean-up is not completed properly it will result in a loss of your security deposit

in the amount that it takes to remedy the situation.

After event is over tables must be wiped down with disinfectant and stored back in the
activity closet.

All Rec chairs must be stacked back on the chair carts, 21 chairs high, and lined up in the
lobby along the North wall.

1. Any chairs that appear dirty must be wiped down.

Carpet tiles should be cleaned off at the end of the event and placed back on the rack
above the purple chairs in the Gym Storage area.

It is the (RENTERS) responsibility to dispose of all garbage accumulated at their event.
Garage left outside or inside the facility will result in loss of your full damage deposit.
All spaces rented must be cleaned up properly, please see below:

1. Kitchen: The kitchen countertops should be wiped down with disinfectant spray.
Any appliances used such as the refrigerator, stove, dishwasher, and microwave
should be cleaned to its original state. Everything brought into the kitchen
should be moved out by the end of your rental period. The floor should be swept
and mopped. Please do not remove any CRCC equipment including utensils, etc.

2. Gymnasium: Everything must be out of the gym by the end of your rental
agreement which includes: tables and chairs, sound and lighting equipment,
carpet tiles, garbage cans, decorations, etc. The gym floor should be swept
including under the bleachers, and any large spills should be hand mopped by
the (RENTER). All food stuck to the floor and any major scuff marks should be
removed. Any damage to the floor will be noted on your rental agreement and
taken out of your security deposit. If gym is not properly cleaned up by the end
of the night you will be charged additional fees for staff time to clean up any
messes.
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9. Legal

3. Bathrooms: It is the (RENTER'’S) responsibility to clean the bathrooms at the end
of the night. All bathrooms must be swept and mopped if needed. Any toilets or
sinks that are dirty must be cleaned. If trash is overflowing one must remove the
trash and put in new trash liners.

4. Lobby: The lobby must be swept and mopped at the end of the night. It is the
(RENTER’S) responsibility to wipe down all lobby furniture. Trash cans should be
emptied and trash removed from the premises.

5. Outside Patio: The patio must be swept. Tables wiped down.

6. Activity Room: It is the (RENTER’S) responsibility to have everything out of the
activity room by the end of the rental agreement. Floor should be vacuumed.
Tables and chairs used in this room should be put away. The small bathroom
inside this room should be cleaned properly.

vi. Agreements can be made with the Rec Manager for places to store items that cannot be
picked up by outside rental companies until the next business day.

Licenses, Permits, and Fees: (RENTER) shall adhere to all local and state requirements and laws
regarding liquor, marijuana, business licenses, taxes, vending, and special event permits and
policies.

Indemnification: (RENTER) agrees to indemnify Town of Carbondale, the Carbondale Recreation
& Community Center, its officers, agents and employees, and to hold them harmless as to any
claim, liability or damages, including attorney fees and court costs, arising out of, or directly or
indirectly resulting from the conduct of the EVENT.

Release of Liability: TOWN or CRCC assumes no responsibility whatsoever, for any non-
municipal property used within CRCC PREMISES, and TOWN is hereby expressly released and
discharged from any and all liabilities for any loss, injury or damages to any person or property
of (RENTER), its employees, agents and concessionaires, or of any performer or spectator that
may be sustained by reason of the occupancy of CRCC PREMISES under this Agreement.
Authority to Contract: TOWN and (RENTER) represent that each has the power to enter into this
Agreement, and grant or receive as the case may be, the license herein granted; each
represents that it does not require the consent of any other person or entity (governmental or
otherwise), and that this Agreement constitutes a valid and binding obligation of TOWN and
(RENTER) enforceable against the respective parties in accordance with the terms hereof.
Attorney’s Fees: In the event that suit is brought (or arbitration instituted) or any attorney is
employed or retained by any party to this Agreement to enforce the terms of this Agreement,
to collect any money due thereunder, or to collect any money damages for breach thereof, the
prevailing party shall be entitled to recover, in addition to any other remedy, reimbursement
for reasonable attorney’s fees and costs incurred in connection therewith, including the
reasonable value of salaried attorney’s time.
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f. Rates are subject to review and potentially change annually. Rentals will not be grandfathered
to a specific rate at the time of signing and will be subject to annual increases should they be
imposed for the calendar year for which the actual rental takes place.
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APPENDIX A

Rental Check List for Damage Deposit Return
Following rental, all rooms used by (RENTER) will be thoroughly checked by CRCC staff. Any infraction of the
Agreement or CRCC Policies may result in a portion or all of damage deposit being retained by TOWN.
(RENTER) agrees to reimburse the TOWN for any cost that exceeds the damage deposit.

Post event checklist to be filled out by the RENTER after the event and left under the Rec Manager door.
Rec manager will also check

SCHEDULED | ACTUAL NOTES: Additional staff

USAGE cleaning/damage repair time or after
hours work will be deducted from the
damage deposit at the rate of
$35/hr/staff. Overtime for security is
$75/hr/staff and starts at midnight.

Time set-up began

Time clean-up ended
Time security arrived
Time security departed

Number of guests

Check List: (RENTER) Rec Manager | Notes:
Initials Initials

Tables & chairs
clean/undamaged

Trash bagged and
removed from facility
(Town dumpster not
available for event trash)
Spills mopped/floor clean

Decorations removed

Facility equipment intact
(Furnishings, carpet tiles,
Etc.)

Bathrooms show no
obvious wear or filth
Other rental equipment
removed

Lobby clean
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Kitchen clean

Gymnasium floor free of
all spills and any sticky
objects or scuff marks
removed

Activity room clean

Lobby furniture
clean/undamaged

Outside area
clean/undamaged

Key returned, if issued
Yes No NA

Other / Report of Incident
Police Called? Incident
Report filled out?

Damage deposit total
amount charged:
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APPENDIX B

Occupancy Loads
Total facility capacity 1,483.

Gymnasium Net Floor Area: 6,300 Sq. Ft.

Occupant Load (concentrated, chairs only not fixed): 900
Occupant Load (standing space): 1,260

Occupant Load (unconcentrated, tables & chairs): 420

Activity Room Net Floor Area: 315 Sq. Ft.

Occupant Load (concentrated, chairs only not fixed): 45
Occupant Load (standing space): 63

Occupant Load (unconcentrated, tables & chairs): 21

Lobby Net Floor Area: 798 Sq. Ft.
Occupant Load (standing space): 160

None of the fire exits can be blocked with rental equipment and all exit signs must always be visible and on.
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APPENDIX C
CRCC Electrical Configuration

Provide this information to the DJ, Band, Audio Visual Company or other sub-contracted entity that will need

this information. FYI-We do not have 220 volt service, only 110 volt, so older lighting and sound equipment

may not work. A licensed electrician that is under contract with a bonded and insured electrical company is

the only one who can change the existing electrical wiring of the building and “patching in” is not allowed by
renters for private parties. Only the existing outlets can be used for power.
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APPENDIX D

Stage Rental Information

Stage rentals are $20 per stage section. There are 12 4’x8’ sections available.
8 hours of additional staff time at $35/hr (2 employees + 2hrs set up + 2 hrs takedown) = $280
Stage includes one bank of stairs with handrails and floor length black skirting around stage perimeter. Stage
must be set-up and taken down by employees of the Town of Carbondale.

Gym is 80 feet wide x 139 feet 4 inches long
Stage can be set up anywhere in gym space and
can be smaller than the configurations shown.
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APPENDIX E

Additional Requirements for Public Special Events

1. Set-Up

a. Signage
i

On the layout map on page 10 please mark location of emergency exit signs if the
regular signs are to be blocked by event features.

Note additional emergency evacuation route signs and ADA routes.

Note flow of traffic lay out for tickets, entrance and exits.

Label areas for No Liquor beyond here signs.

2. Crowd Management
a. Security

Non-profit sponsored public events that have processed a Special Event Liquor
License, may have the security ratios adjusted and/or waived, if they can provide an
adequate number of trained volunteers and a comprehensive event management
plan that mitigates staff concerns for public safety, event monitoring and the
following of applicable federal and state laws. While there is no federal law on
crowd safety, the National Fire Protection Association’s 101 Life Safety Code is
considered the standard.
You may choose to offset the number of security personnel you hire with volunteer
security persons. For special events can provide up to 25% of the required security
personnel with trained volunteers, as long as the volunteer security person can show
they meet the following requirements:
1. Volunteer security personnel shall be responsible for the following:
a. Liaison with on duty law enforcement and other Ace Security officers
for the event (Radio/Face to Face, Cell phone)
b. Monitoring all responsibilities outlined in the “Crowd Management”
Section under “Security personnel shall.”.
2. Training Requirements:
a. ICS 100 (Incident Command Systems) (Available Online at the
following link)
i. https://training.fema.gov/is/courseoverview.aspx?code=IS-
100.c&lang=en
b. ICS 200 (Incident Command Systems)
i. https://training.fema.gov/is/courseoverview.aspx?code=IS-
200.c&lang=en
c. CPR First Aid Certified
d. Carbondale Police Department Special Event Training (1-day training)

b. The (RENTER) must:

List volunteer security on contract in “Crowd Management names and contacts.”
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1.

Attach addendum to the contract documentation showing completion for
each volunteer of training requirements

ii. Volunteer security must be easily identifiable as on-duty

iii. Off duty Volunteer Security shall not wear material which identifies them as

potentially on-duty

iv. Volunteer Security must be sober and not be participating in the event while on duty

v. Volunteer Security must work in concert with law enforcement and other security

organizations.

vi. Formal check-in and check-out process with the volunteer security liaison at the

start and end of each shift.

c. Emergency Services:

i. The (RENTER) is required to let the fire department know that you are holding a

large special event at the Carbondale Recreation and Community Center in case of

an EMT emergency.

d. Alcohol

i. Alcohol permits are required for ticketed public events selling alcohol. Requests

must be submitted to the town clerk 60 days prior to the event. To obtain the

license submit to the Town Clerk:

1.

A filled-out copy of the Carbondale Special Event Liquor License Application
(provided by Town Clerk or available on the Town of Carbondale Website,
www.carbondalegov.org under the forms banner) accompanied by a $50.00
per day fee (check payable to: Town of Carbondale)

A Copy of Colorado Secretary of State Certificate stating (RENTER) is a non-
profit corporation in good standing within the last two years (if applicable).
Letter stating: Set-up plans for serving alcohol (AND) Policy plans for serving
alcohol (TIPS training, ID carding, wrist bands, etc.)

Present the signed front page of the CRCC Large Rental Agreement Form.
Page 10 of this contract with the set up map CRCC reflecting alcohol storage
during the event, alcohol serving area, alcohol consumption control area
with fencing, ropes, barriers, ingress, & egress, location of ID checkers and
security personnel. Note: If the event is to be held outside, please submit
evidence of intended control, i.e., fencing, ropes, barriers, etc.

ii. If this permit was granted and you would like alcohol in other areas: add liquor point

of sales, location of liquor entrances/exit gates, security personnel, and fencing

locations to the map on page 10 and 13.

e. Onsite parking management plan

i. (RENTER) may be required to provide for the management of pedestrians, bicycles,

and vehicular traffic at all EVENT activity locations, including the CRCC, its north

parking lot, Colorado Avenue, 4th Street and 6th Street. If required, on page 13 note
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locations for bike, parking, street closures, and location of traffic control
coordinators.

3. Facility Maintenance During the Event
a. The (RENTER) is required to:

Contract with a Sanitation Provider to install two (2) portable toilets for 500-1000
people per day or three (3) for more than 1000 people per day.

Keep portable toilets clean and stock toilet paper within portable toilets from
beginning to end of EVENT.

Map the location of the toilets on the location map on page 10.

The (RENTER) shall remove all waste disposal in accordance with applicable State
laws, and all portable toilet facilities shall be removed from CRCC Premises no later
than the first working day of the week after the event by 12pm.

4. Event Clean Up

a. ltis allowable to contract with a professional cleaning company to clean the facility after

the event.

5. Legal

a. Insurance

(RENTER) shall obtain general liability insurance coverage in an amount and form
acceptable to the (TOWN), naming the TOWN OF CARBONDALE as an additional
insured and insuring TOWN OF CARBONDALE and its officers, agents and employees
against any and all liability and damages which may arise out of or directly or
indirectly result from the conduct of the EVENT. The minimum limits and
requirements of the coverage shall include:

1. *$1,000,000 per occurrence primary coverage, and $2,000,000 annual

aggregate

2. *Host and general liquor liability insurance in the same amounts listed above

3. *$1,000,000 personal and advertising injury coverage; and

4. *$50,000 fire damage.
Certificates of insurance shall be provided to CARBONDALE Town Clerk and a copy to
the Recreation Center Manager by 60-45 days prior to event.

b. First Amendment Activity

The Event Organizer acknowledges that the constitutional right to free speech and
expression is afforded careful protection in traditional public forums like Town

parks, streets, and sidewalks. If an event is open to the general public and occurring
on or within a Town park, street, or sidewalk, the Event Organizer acknowledges
that the Town, including its Police Department, will not enforce or otherwise
support any restrictions on an individual or group’s First Amendment rights, except if
determined, in the Town’s sole discretion, that the First Amendment activity raises a
significant and real issue of governmental concern, including but not limited to
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public health, safety, or pedestrian or vehicular traffic impediments, or significantly
interferes with the specific expressive message of the event.

Once within the boundaries of the CRCC at a ticketed event you can call the non-
emergency phone number for the police to remove protesters.
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APPENDIX F

SPECIAL EVENT ALCOHOL PERMIT
SUPPLEMENTAL QUESTIONS

Name of applicant, organization, or political candidate:
Name of event:

Description of event:
*Event Dates/Hours:

Date(s): Set-up will start at:
Event/alcohol sales from Clean-up over by:
*Please note that if the event is multi-day the applicant can submit one application, but will need to pay $50
per day. If the time of event varies per day, please include below:

1. How many people are expected to attend this event?

a. What is the occupancy of the facility if indoors?

2. What type of restroom facilities will be available during the event?

3. CONTROL PLAN Questions.
a. Describe how the perimeter of the event will be established (roping, fence, walls, etc.).

b. What processes will be implemented to ensure alcohol will be served to patrons 21 years of age
or older? What method will be used for checking the identification of patrons?

c. How will you prevent alcohol from being removed from the proposed premises? Will the event
include security, organization marshals, police officers, etc?

d. How and where will alcohol be stored when not being served?

e. Are any of the servers certified through a Responsible Vendors Training program?

f. Who is responsible for monitoring the conduct, age, and level of intoxication of the patrons?
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4. FOOD PLAN Questions.
a. Sandwiches or other food snacks must be available during all hours of alcohol service during the
special event.
i. What type of food items will be available at the event? Provide a copy of the menu if
possible.

ii. Who will provide the food? If a catering company, food establishment or mobile food
vendor will be used, a copy of their retail food license needs to be provided with the
application. If food will be purchased from a grocery store, please provide the location
address.

| hereby certify that the facts contained within this questionnaire are accurate and true, and any variation
could result in revocation of the permit.

Applicant’s Signature: Date:
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APPENDIX G

LARGE EVENT CRCC FACILITY RENTAL AGREEMENT DIRECTORS REVIEW AND COMMENTS

RECREATION CENTER MANAGER REVIEW AND COMMENTS:

RECOMMENDATION:  APPROVAL:
Signature:

DENIAL:

Conditions Suggested:

PARKS & RECREATION DIRECTOR REVIEW AND COMMENTS:

RECOMMENDATION: APPROVAL: DENIAL:
Signature:
Conditions Suggested:
POLICE CHIEF REVIEW AND COMMENTS:
RECOMMENDATION: APPROVAL: DENIAL:
Signature:
Conditions Suggested:
TOWN CLERK REVIEW AND COMMENTS:
RECOMMENDATION: APPROVAL: DENIAL:
Signature:
Conditions Suggested:
TOWN MANAGER REVIEW AND COMMENTS:
RECOMMENDATION: APPROVAL: DENIAL:
Signature:
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Conditions Suggested:

TOWN OF CARBONDALE:

Date:

Town Manager

EVENT REQUIREMENTS APPROVED:

Date:

Parks & Recreation Director

Date:

CRCC Manager

(EVENT NAME):

Date:
Event Organizer Signature
Authorized To Sign Agreement

Date:
Event Organizer name printed
LIQUOR LICENSING APPROVAL:

Date:
Town Clerk

Date:
Police Chief
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