Rules Of Use For Centennial Hall
Purpose and Eligibility:
Centennial Hall is a unique self-contained complex of three meeting spaces adjoining the historic Central Library.  In addition to providing a venue to help the Library further its mission and vision through programming, Centennial Hall facilities are available for use on a fee basis to organizations engaged in educational, cultural, civic, intellectual, or charitable activities.  Use of this facility expands the library's ability to provide meeting rooms as a community resource.
Mission:  The Milwaukee Public Library provides materials, services, and facilities for all citizens of Milwaukee and others in order to meet present and future informational needs and raise the level of civilization in Milwaukee.

Vision:  The Milwaukee Public Library is every person’s gateway to an expanding world of information.  Providing the best in library service, we guide Milwaukeeans in their pursuit of knowledge, enjoyment, and life-long learning, ultimately enriching individual lives and our community as a whole.

Application may be made by any organization subject to the rules prescribed by the Library's Board of Trustees.  Application must be made on the proper form and must be signed by the adult member of the group who assumes responsibility for this event.  This adult must be present at and monitor the event for the duration of the reservation.   This responsible party must check in with library staff upon arrival and be present and accessible throughout the entire reservation.
There must be at least two (2) adults per 25 minors present.  If the group consists of minors, a list of chaperones must be furnished to the Milwaukee Public Library Business Office 30 days prior to the event.  
Please note that permission to use Centennial Hall is revocable and does not constitute a lease, nor does it imply library endorsement of the views, aims, policies, or activities of any group or organization.  All regulations are subject to change without notice. 

Events held in Centennial Hall must be educational, cultural, civic, intellectual, or charitable. Examples of eligible activities include author lectures, seminars, classes, graduations, etc.   Non-eligible uses include profit-motivated activities, events where contestants/performers pay a fee to participate or are competing for a prize (e.g. talent shows, beauty contests), and events which require a series of three (3) or more reservations in a year.
Application Submittal:

Applications must be submitted not less than 60 days and not more than one year prior to the scheduled activity.  Reservations are made on a first-come, first-served basis.  You must complete, sign, and submit the application with required security deposit in order to hold a date.  Phone inquiries do not hold a date.  Full payment, insurance certificate, and final floor plans/setup specifications are due at least 30 days prior to the scheduled activity.  
At time of reservation, times for entering and exiting the complex must be arranged.  Library staff and security will be scheduled according to these time specifications.  “Entry” is defined as the time that your group will be able to gain access to the building.  “Exit” is defined as the time that you, your guests, and everyone from your group will have vacated the Hall.  Your group’s entry and exit times must be shown on your application must include sufficient time for preparation and post-event time needed in the complex.  All changes in schedule must be made through the Library Business Office.  The library will retain your security deposit and/or your organization will be billed if you do not adhere to your established schedule.  Refunds will not be given for events which are shorter than the agreed-upon time period.

Hours of Use:

The Centennial Hall complex may be used Monday through Sunday, 7:00 a.m. to 10:00 p.m.  No one may remain in the building after 10:00 p.m.  The Hall is not available on City of Milwaukee holidays and closings, and reservations are subject to the availability of Library staff.  

Fee:
A fee and additional security deposit are required for each use of the facility except for Library-affiliated events.  The deposit will be retained if the event goes over the scheduled time, or the facility is left in a condition which requires extra cleaning or repair. 
Centennial Hall may not be scheduled for less than three hours unless the event is a rehearsal for a future event to be held in the facility.  Rehearsals may not be scheduled for less than two hours.  For billing purposes, hours will not be broken into fractions.  If use is for more than one hour, billing will be for the entire hour.

Payment must be made with money order or certified/cashier’s check only.  Cash or personal checks will not be accepted.  The rates for utilizing the Hall are as follows:
	Area
	Fee
	Additional Security Deposit Required at Time of Application

	Complex
	$750 for first three hours, and then


$250 per hour thereafter
	$250

	Auditorium
	$450 for first three hours, and then


$150 per hour thereafter
	$150

	Loos Room
	$300 for first three hours, and then


$100 per hour thereafter
	$100

	Masters Room
	$225 for first three hours, and then


$75 per hour thereafter
	$75

	Loos and 

Masters Room
	$375 for first three hours, and then


$125 per hour thereafter
	$125


Floor plans and Setup:

The person signing the application must make an appointment to view the Hall at least 30 days prior to the event.  Final floor plans will be completed and setup specifications will be established at that time.  There will be no changes in setup after that meeting.  The required on-site consultation with Library staff will be provided, by appointment, free of charge one time only.  A $25 fee will be imposed for each additional on-site consultation.
Please note:

· Placement of materials on walls or use of decoration is prohibited without specific approval.

· Use of fog/smoke machines in the complex is prohibited.

· Due to fire hazard, no equipment may be placed in the lobby stairway or in the emergency corridor on the north side of the Hall.

· No group is permitted to store materials before or after an event, or for an event booked at a future date.

· Additional furniture or equipment other than that provided by the Library shall not be brought into the complex without prior written approval from the Business Office.

· The Library cannot be responsible for any equipment or items left in the Hall. 

Cancellation:
Cancellation with full refund can be made by the applicant 30 days prior to the date of the event.  Cancellations made by the applicant less than 30 days prior to the event will receive a refund minus a $100 service charge.  The Library will cancel an event if all required items are not received at least 30 days in advance of the event.  The library may cancel any reservation for violation of the Rules of Use at the discretion of library administration.  On rare occasions, the Library may have to cancel a group’s use of a meeting room due to unforeseen circumstances.  
Americans with Disabilities Act:
Applicant agrees to comply with all applicable requirements of the American Disabilities Act of 1990, 42 U.S.C. 12101, et seq.  The agreement to provide accommodations is to be included in the publicity or notices for each meeting or program.  See “Promotional Material” below for language.

Services Provided/Library Staff:

A security guard, contracted by the Library, is mandatory and will be provided for each event held in the Loos and / or Masters Rooms.  Two security guards will be provided when the complex or Auditorium are used.

A Library custodian will be present at each event.  This person will be the on-site consultant for any situations that arise.  He or she will open and lock the facility at the prearranged times.  


The library audio-visual assistant will be scheduled and must be present at all events in the Auditorium.  This audio-visual assistant is a library staff person who is trained in using the equipment in the facility; they are not professional sound/light technicians. 
If the sound or lighting setup required for your event is beyond the scope of our audio-visual attendant and a sound/lighting technician is required, your group may contract the services of a company or individual acceptable to the Library.  The Library is not party to this agreement.  Associated costs are billed directly to the renting organization.  (In these circumstances, the Library audio-visual assistant must still be present.)

Conduct:

The groups and guests of Centennial Hall will be held to the same standards of conduct that are required in the Milwaukee Public Library.  No unlawful activity is permitted in the meeting room or on Library premises.  Use of the complex cannot be disruptive of the programs and activities of the Library, nor can it create a public safety hazard. The Library may impose reasonable conditions for the use of Centennial Hall to ensure that public or private property is not damaged through use of its facilities, and to ensure that the comfort, convenience, safety or welfare of the public is not disturbed.
Milwaukee Public Library employees and security personnel are empowered to expel any person(s) from the premises whose conduct is not proper.  The person making this reservation assumes the responsibility for the proper conduct of the event.  Damage to the building or equipment will be deducted from the security deposit.  If that amount exceeds the deposit, it will be billed to the renting organization.
Inappropriate behavior during an activity or any infringement of Library rules will be considered cause to refuse the use of the Centennial Hall complex on future occasions.  Also, repeated cancellations or failure to keep appointments for meetings can be cause for denial of future requests.

Indemnification and Insurance:
Applicant assumes full liability for all acts which occur during their use of the Library.  Applicant will indemnify and keep harmless the Board of Trustees, Milwaukee Public Library, City of Milwaukee and any of its officers or employees from and against all liability for claims, damages and judgments, costs and expenses, which may in any way come against the Board, City or any of its officers or employees which may in any way result from the Applicant’s use of the Centennial Hall complex.





(continued)

Indemnification and Insurance (continued):
Applicant will release Board and City, and its officers and employees from all claims against any of them for any loss, damage or injury suffered by Applicant or its agents, employees or property arising out of or in connection with the use of Library, malfunction or failure of equipment, material, appliance, or furnishings owned by Board and supplied to Applicant, or Board's handling, care, or custody of Applicant's property. 

Applicant will, at its own expense, obtain liability and property damage insurance in connection with the Applicant’s use of the Library.  Applicant will give proof of such insurance satisfactory to Library at least 30 days prior to use of the building.  The City of Milwaukee and the Board of Trustees, Milwaukee Public Library must be named as additional insureds.  Insurance deductible must be less than $1,000. Minimum insurance coverage is to be:
	General Liability
	Bodily Injury/Property Damage

Personal Injury
	Each occurrence
$1,000,000 
Aggregate
$1,000,000
Aggregate
$1,000,000


Food and Beverages:

Food and beverages may be served in the Loos Room if handled by a licensed caterer carrying adequate insurance coverage.  Alcoholic beverages are not allowed.  No food or beverages are allowed in other parts of the complex.  

An exception will be made for the serving of light refreshments such as coffee, tea, and cookies.  Groups may not serve cake, hot foods, or colored beverages which could stain the carpeting.  These refreshments may be furnished and served by the group using the facility subject to the following:

·
the serving equipment used must be furnished by the group; and

·
any group serving light refreshments is responsible for room cleanup and must indicate their plans to serve at the time the reservation is made.  All plans for serving food must be pre-approved at the on-site meeting when setup is discussed.
The kitchen area of the complex is a private area and is not available for use by renting groups or caterers.
Promotional Material:
Centennial Hall should be listed in promotional materials as follows:  Centennial Hall of the Milwaukee Public Library, 733 N. Eighth Street.  Other names such as Central Library or Downtown Library are inaccurate and should not be used.
A copy of your promotional materials should be sent to the library Business Office as soon as possible.

All events will be publicly noticed throughout the MPL system via the Library’s meeting room schedule.  The contact person’s name and telephone will be listed on the schedule, and will be given to anyone who would like more information about the meeting. [image: image1.png]



Caterers


Arrangements for catered food service are made by the renting organization directly with the approved caterer.  Associated costs are billed to the renting organization by the caterer.  The caterer must provide a liability insurance certificate to the Business Office at least 30 days prior to the group's event:  


City of Milwaukee must be listed as additional insured under caterer's existing insurance policies, with the following liability limits:


a.	General Liability for personal injury of $200,000 to $500,000; and property damage of $50,000.


b.	Products Liability for personal injury of $500,000; and property damage of $50,000.


c.	Workmen's Compensation Insurance in the amount required by law.


d.	Additional coverage in such areas and for such amount as the Library may deem appropriate at any time that the Library feels itself insecure.  The insurance carrier should be one acceptable to the Milwaukee Public Library.


The caterer shall comply with all statutes, ordinances, and regulations of governmental bodies and departments having jurisdiction over this service as applicable to the business of catering.  Caterers are responsible for removal of service equipment used at the conclusion of the event and the placement of waste materials in receptacles furnished by the Library.





Please note:


Smoking is not permitted in any part of the Hall.


Groups must conform to the meeting room capacity limitations.


Dancing is not allowed unless a pre-approved part of a performance on the stage.





Promotional materials must include:


-The name and phone number of the organization holding the event.  


- The following disclaimer statement:  Permission to use Centennial Hall does not imply library endorsement of the aims, views, policies, or activities of any group or organization.  


- Notice of agreement to provide accommodations according to the ADA, using the following language:  Upon reasonable notice, efforts will be made to accommodate the needs of individuals with disabilities.  For more information or to request accommodations, contact us at (your telephone, address, email and/or other contact information).





Your promotional material should NOT INCLUDE:


The library should not be listed as a program sponsor unless the Library Communications & Marketing Department authorizes the sponsorship.  


Names or phone numbers of library staff.  





Sound, Lights, and Electrical in the Auditorium


The sound system is essentially a “PA” system, designed to meet the needs of a lecture hall.  No other equipment may be attached to or plugged into the Hall's system.    You can bring in your own sound system, but our audio-visual person can only operate Library equipment.   





Sound volume must be kept to a level that is acceptable by the library.  Any sound associated with your event must remain inside the auditorium, with the doors closed.  If sound escapes the auditorium, you will be required to lower the volume.  The Auditorium is best suited to lecture programs.  It does not provide an optimal environment for music performance, although, chamber music, solo recitals, or drama productions may be suitable.


  


The audio-visual assistant cannot alter the Hall lighting; nor is any group permitted to alter the existing lighting. 





Centennial Hall does not have 220 wiring.  Any alteration to or tampering with the Library’s wiring is strictly prohibited. 










                    Date:  5/27/05

