SNYDERTOWN BOROUGH MUNICIPAL CENTER
BUILDING USE POLICY

POLICY ESTABLISHING GUIDELINES, FEE SCHEDULES, SECURITY
DEPOSIT AND BUILDING USAGE PARAMETERS FOR USE OF THE
SNYDERTOWN BOROUGH MUNICIPAL CENTER

PURPOSE

The Snydertown Borough Municipal Center (hereafter referred to as Center) was financed
with public funds to serve as a multi-purpose activity center for residents of Snydertown.
Residents are encouraged to use the Center. The following guidelines are intended and
designed to promote the orderly and harmonious use of the Center.

USAGE

The Center is available for public meeting purposes for municipally-orientated groups such
as the Borough Council and Snydertown’s Boards, Commissions, Council sponsored
committee/groups, or other municipal-related activities. The Borough and its Council,
Boards and Commissions and Borough Events shall have first priority in using the Center.
The Center will also be available for other public and private meetings across the broad
spectrum of civic related activities including but not inclusive of, religious, service, social,
fraternal, or other non-profit organizations whose membership provide service and support
to the community at large. Additionally, the Center will be available for private parties,
weddings, reunions, chamber business meetings, and certain other non-profit enterprises like
benefits, banquets, fund raisers, sports shows, home shows, festivals, dances, etc. providing
these functions do not interfere with Borough business. No private commercial use of the
Center is permitted, absent specific approval by the Borough Council. No contracting or sub-
contracting of any rented area of the Center for profit is allowed.

AVAILABILITY

The Center is broken down into a formal gathering facility, social hall, and an outside picnic
area. Itis intended that the area be multi-use. Portions of, or the entire facility, are generally
available from 8:00 a.m. to 9:00 p.m. A Reservation and Use Application is available from
the Borough Office or at the Borough website at www.snydertownpa.org. Reservations may
be made up to 12 months in advance of the event.

APPLICATION PROCEDURE

1. Use of the Center will be handled so far as possible on a first come, first serve basis
with preference given to Borough government entities.



2. No informal reservations will be accepted by telephone, email or otherwise. In order
to request and guarantee the reservation, a completed application for use of a building
must be received and the security deposit and fees paid.

3. Application forms may be obtained from the Borough office during normal office
hours, and are also available from the Borough’s website at www.snydertownpa.org.

4. The Applicant(s) signing the hold harmless agreement is responsible for the building.
A resident may not apply for a non-resident. The applicant must be a part of the event
being held.

5. Application(s) shall be fully completed by the requesting individual or organization

and returned to the Borough office at least TWO (2) WEEKS prior to the scheduled
use with the exception of unforeseen circumstances (i.e funerals etc.).

6. The purpose of the sponsoring organization’s, group’s or individual’s program shall
be accurately described when a reservation is requested. Any advertising or publicity
shall clearly state the purpose of the program. Non-profit organizations must provide
their tax ID number on the application.

7. The applicant must contact the Borough Office to arrange entrance into the facility
and coordinate the pickup of the key.

The Borough will advise the requesting applicant of the status of their application request as
soon as possible by sending them an approved/not approved copy of the application.

RULES AND REGULATIONS

Any group or organization using the Center for the purpose of convening a public meeting
must conform to the Sunshine Act/Open Meeting Laws of Pennsylvania. No group or
individual(s) shall be discriminated against with respect to use of Snydertown Borough
because of race, color, religion, sex, national origin, physical condition, or age; providing
however, that in some cases residents of the Snydertown shall be given preference.
Snydertown reserves the right to refuse rental to any person or group. The facilities are
available to any individual at the age of 18 or older at the time of the application.

Snydertown assumes no liability for loss, theft, damage, injury or illness incurred by the users
of the Snydertown Borough. No alcohol or smoking is allowed in the Center.

While use of decorations is allowed, use of tacks, nails, or staples for hanging any decoration
is not allowed on any wall surface. Masking tape is the only acceptable means of securing
decorations. Use of any scotch tape is prohibited, along with other sticky substances that
would mar or mark the surface. Decorations of any kind are prohibited from hanging from
the ceiling or lights of the facility.
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Candles must be contained in a drip-proof holder so the wax will not be able to fall onto the
tables, chairs or floor.

The use of ladders, of any kind, is prohibited inside or outside of Borough buildings unless
approved by the Council on a case by case basis.

The use of the Center is at your own risk and Snydertown will not be responsible for any
losses/problems due to unforeseen equipment failure or power outages that occur when the
building is rented. The applicant must sign a Hold Harmless Agreement for Building Usage
as a condition of utilizing the facility.

Any individual, group or organization shall use Borough-provided cleaning supplies and be
responsible for cleanup and closure activities including:

. Outside entrance doors MUST BE KEPT CLOSED so the heating & cooling
system will work properly and insects are kept out of the building. Failure to
do so may result in forfeiture of your deposit.

. The kitchen area must be cleaned thoroughly. Clean sinks, stoves,
refrigerators and counter tops. Remove all personal items, including leftovers,
before leaving.

. Sweeping and mopping of areas used is required.
. Washing all tables and any chairs that have spillage of any kind on them.
. Wash and store all dishes, cups, glasses, silverware and cooking equipment in

their appropriate place.

. Building users are required to empty all trash receptacles and take all bagged
trash with you. Bags will be supplied by the Borough. If you have paid the
additional garbage disposal fee to the Borough, all garbage bags shall be
placed in the designated area.

. Remove all decorations and properly dispose of all garbage. All decorations,
including contractor items, must be removed when you leave the building.

. Use of the inside building equipment (chairs, tables, etc.) off of Snydertown
property is strictly prohibited. No tables or chairs are allowed outside of the
building.

. Close all windows that may have been opened.

. Double check to see that all lights, ovens, and stoves are turned off and that all
doors are locked.

. Return keys to the locked box located in the foyer.

. Report, repair, or replace any damage of facilities or loss of equipment within

24 hours of activity.
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A complete inspection of the Center will be done the next day or as soon as possible after the
event to determine if everything is in order. Any damage or repairs needed over and above
the security deposit will be charged to the applicant at the actual cost of the repair. If
everything is in its place and no damage occurred, your security deposit will be returned
AFTER THE BOROUGH COUNCIL HAS APPROVED THE REIMBURSEMENT, usually
within two or three weeks.

LIQUOR

No use of alcoholic beverages is permitted under any circumstances, absent ceremonial wine
for religious services.

SECURITY AND INSURANCE

The Borough reserves the right to require the use of security, at the expense of the applicant,
at any event where the Borough deems it appropriate.

A copy of the Certificate of Insurance must be provided listing Snydertown as an additional
insured. The Policy must be provided upon request. A minimum amount of $100,000.00 in
general liability insurance is required.

The Borough reserves the right to require an approved overseer. The approved person or
event staff will oversee any event within the Center at the applicant’s sole expense.

RENTAL CHARGES AND SECURITY DEPOSIT REQUIREMENT

Snydertown has set rental charges to help defray operational expenses for non-governmental
use of the Center according to the adopted schedule.

A security deposit fee and current fees are required at the time of application by the
applicant. The security deposit will be returned to the applicant only. All fees must be paid
at least two weeks ahead of the event. Cancellations must be made one week in advance of
the event or your security deposit will be forfeited.

The security deposit will be held by the Borough and returned upon satisfactory inspection
of the premises and inventory checklist. The security deposit covers any physical, structural,
or other related damages to the facility itself; it does not cover theft of equipment (i.e. tables,
chairs, kitchen inventory, memorabilia, etc.). The Borough does retain the right to file
criminal charges or another claim beyond the security deposit in order to recover or replace
these items.
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OTHER REQUIREMENTS

The Borough shall deny the use of any of the facilities to any individual, group or
organization that is not current with any payments due the Borough, including sewer rentals.

Failure to comply with guidelines and rules established by Borough Council regulating the
use of the Center would be cause for the forfeiture of future use privileges.
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