Rabun County Civic Conter
Clayton, Georgia < (706) 212-2149

Operating Guidéelines

STATEMENT OF PURPOSE

The Rabun County Civic Center is a multi-use faciiesigned to be a setting for a variety of usésh the
main objective being to serve the citizens of RaBoanty. General policies, procedures, rules agdlations
have been established to insure the Rabun Courty Center, its personnel, contract labor, andteela
personnel are working in a safe and orderly fashiwhto insure the safety of lessees and guestsseT
policies, procedures, rules and regulations ses\gualelines for all concerned and will be enforbgdhe
contract labor, staff and management of the Rabmumy Civic Center. If you have any questions bbems
or need clarification on these guidelines, pleas#act the Civic Center Director. Any request\variations or
exceptions should be submitted in writing and appddby the Rabun County Civic Center Director. All
guidelines are subject to change without priorfroatiion.

STATEMENT OF DEFINITION AND CLAIRIFICATION

+ When the term lessee is used this refers to trepeagent or entity that signs the lease anggfieable,
the organization they represent. The terms anditions of these guidelines shall likewise applyhe
lessee’s guest, ticket holders, invitees and/odeen

+«» When prior approval is needed for any requestedigbs to Guidelines, unless otherwise specified, th
request must be made in writing to the Civic CebBlieector a minimum of 14 days prior to the eveAt.
response to the request will be granted no later five (5) days prior to the event.

+ House sound and light refers to the lighting amahsl that is available at no additional chargéneoléssee.
For the Diner, house lights consist of the overhadding. There is no house sound in the Dinexvéver
there is an authentic Wurlitzer Jukebox that candsz by lessee and guest for a quarter a plag. Clvic
Center also has a portable public address systaifabhe for an additional fee. House lights fog 8allroom
are the wall sconces and the overhead lightingitcBes are available for on/off purposes. Housadas
subject to the Rabun County Civic Center’s reaskenadgulations of the public address system. Tigkides
one microphone hooked to the system and turnedrere will be no control of volume once it hasrbset.
Any additional needs or requirements will be chdrgdditional fees.

% Lease period shall normally not exceed a maximanogd of 15 hours, 9 am until 12 midnighthe lease
period includes move in and move out times. Times used outside of this time frame will bejsat to an
additional charge. For more than one-day leasey, te the lease for dates and time of lease period

RESERVATION OF FACILITIES

+ The Rabun County Civic Center requires that omeqrebe selected as the spokesperson or chairman to
work directly with the Civic Center Director or BEweCoordinator. This person will be the persor thil sign
the lease and be held responsible for the Civid€2emd key pick up/return. This person will be tontact
person for both the Civic Center and the membetkefessee’s organization, family, vendors or otreup.
All questions, needs or other items must be adddegsough this person.

+« The Rabun County Civic Center will conditionallgdk a date for a period of up to fourteen (14) days
During that time, the Lessee must either confirmdhte with a $50 deposit and a signed lease eagelthe



date. The reservation deposit is part of the tdata A date is not considered confirmed untd tlessee has
submitted the required deposit and has signecetsel At that time, the Civic Center office wik&n a
booking number. Deposits for holding dates arerefaindable. If another request for the same date
submitted to the Civic Center two attempts willhade to contact the first perspective lessee tdlpayeposit
and sign the contract to hold the date. After taited attempts the Civic Center staff will reledlse date to
the party first to pay the deposit and sign a lease

+ The balance of the lease fee and any additioealdee due and payable in the Civic Center office a
minimum of 30 days prior to the event. The serf@a(s) and $500 security/damage deposit are dilie an
payable in the Civic Center Office a minimum ofddys prior to event. The Rabun County Board of
Education is exempt from paying the security/dandemosit and the key deposit with a full understagthat
if obligations are not met they will be billed fany damages or misuse of the policies.

+» Not-for-profit rates will be extended to those amgations maintaining a current 501(c) not-forfprstatus
with the Internal Revenue Service. A copy of tR& ltax-exempt certificate will be required priorthe
execution of the lease; this copy shall remainilenat the Rabun County Civic Center office.

+« The approved methods of payment for all eventedlaxpenses are payable in United States of Americ
currency in one of the following forms. (a) chdxkik draft utilizing a local bank, (b) company dhgc)
certified check/cashiers check, or (d) money ord&.SH WILL NOT BE ACCEPTED.

+« All payments should be made to the Civic Centdic®flocated at 201 West Savannah Street, Clayton,
Georgia, unless other arrangements are made vet@ithc Center Director.

¢+ All checks should be made to the Rabun County o&dCommissioners with a note in the memo refgrrin
to the assigned booking number. There will be asvice charge plus any legal fees on all retlaiecks.

+« Event advertising, naming the Civic Center, malbedistributed prior to the Civic Center recegihe
signed lease and deposit.

% The Rabun County Civic Center base rates are asadfour wall’ policy and include water, overlgea
lighting and heating/air conditioning which, in d@pinion, is adequate with the intended use foragsgned
time of rental. The center will consider both thedens placed by the intended use and the redsomedxds of
the lessee. The failure to furnish air conditioningat, lights, water or janitorial services simait abrogate the
agreement and shall not entitle the lessee toelate in rental fees.

+ The Rabun County Civic Center will provide accesS500+ chairs, 42 ~ 5’ round (6 to 8 people), 6 ~ 6’
round (8 to 10 people), and 60 ~ 6’ rectangle (8 people) tables as a part of the basic lease.tidddl table
numbers and sizes may be available, please askiihgve a specific request. Set up of these itetwsbe
done by the lessee. The day and date of set gplmewscheduled with the Civic Center Director aimum of
14 days before the event. The lessee may elgeyt@dditional fees to have the room set up. €hsde then
may select from an approved set up or, for an ewhdit charge, may customize the set up. For theCenter
to set up, this option must be selected a minimtiB0alays prior to event. Any changes made afftisrtime
are subject to additional charges. All other smwior equipment will be at the expense of theekess

“ When a move-in/out day is needed or requiredngaments must be made at the time the lease is\draw
and an additional fee will apply. Move-in/out 8sxmust be completed within the date/time specdiethe
lease. The Civic Center Director must approvetamtal time and a fee will be charged at the currate.



User rates between the hours of midnight and 8 dhbecharged at a rate to be determined by tiwecCi
Center Director.

+«+ The Civic Center Ticket Booth is available to sed by lessee on the day(s) of lease at no adalitibarge.
Please request to use this area if you need meJiother than the lease period may be rented@naal fee
and must be arranged through the Civic Center Rirecminimum of 14 days prior to the beginninguege
time.

% The Rabun County Civic Center and the Rabun CoBotrd of Commissioners reserve the right to refuse
lease privileges to anyone (private citizen, pubtiwup, business or any other entity).

SAFETY REQUIREMENTS

+ The lessee or his/her representative must remaine dacility at all times when the facility is lmcked. The
lessee or representative must remain at the fatilé entire time of the event. The lessee orasgntative
must remain until the event is over and all pgpaits, all audience, guest, equipment and/or prpparve
been removed.

* Anyone found abusing, defacing, destroying or remg Civic Center property will be barred from the
premises and subject to criminal prosecution.

+« Abusive language, threats, assaults, vandaliseft, ahd all other inappropriate actions will resalt
immediate removal from the premises and prosecitiappropriate.

% All youth (persons under the age of 18) must lpeesused during use of facilities and must not bsnaed
to roam the buildings or grounds. An adult summwvimust be present until all youth have left trenpses.
An adult must be present at all times and in @harof the Civic Center that are in use by theeles\
minimum of one adult (over the age of 21) must Esent for each youth based on the following gindst
grade K ~ 1 adult/3 youth, grade 1 to 6 ~ 1 adult/dtly, grade 7 to 8 ~ 1 adult/7 youth, grade 9 te- 12
adult/10 youth. The names of these adult supewiswist be submitted in writing to the Civic Ceribarector
when the lessee picks up the key to the facility.

% No in-line skates, roller skates or recreationgbtnormally used outdoors will be allowed in thei€
Center or on the property.

% No obstructions (including but not limited to tab] chairs and decorations) are allowed in thesisl
walkways, sidewalks, entries, passages, vestibdtesways or passageways. This is strictly entbimethe
Fire Marshal.

% Injuries, breakage, damage, missing property aipagent should be reported to the Civic Center @ae
immediately.

+ No large trucks or signs are to be placed in #r&ipg lot areas. House trailers and tractordraibre
prohibited on the property unless permitted by €@enter Director.

% No person will be allowed to bring in or keep e ffacility anything that may create fire hazardb®
detrimental to the protection of the building. Nezea fires are to be built. No pyrotechnics maybed within
the facility or on the property.



+ No gasoline, explosives, oils or artificial lighse permitted in the building or on the groundthaut the
consent of Civic Center Director. The number, arage and wattage of lights, fixtures or equipmentiny
event may be limited, subject to availability.

+ The lessee must not sell tickets nor invite guiesexcess of facility capacity. The lessor ressrthe rights
to monitor the attendance and to limit the admissioould the facility reach capacity.

* The Civic Center does not furnish security asra giathe regular lease agreement. The minimuno#igc
requirements (inside and outside) for lessee eweititbe determined by the Civic Center Directodgraid for
by the lessee. Unless otherwise arranged witittextor a minimum of 14 days in advance of thengyall
security personnel and crossing guards will bereghtabor contracted by the Civic Center.

EVENT PERSONNEL

+»+» The Civic Center Director will contact and hiré @ntract labor to be used in the Civic Centet.nétime
should a lessee contact a member of the contiaat &aff. If contact between these individualeeégded the
Civic Center Director will contact the contractadm@oyee and the lessee for a meeting or discussitn

+ Rabun County Civic Center lessee using the seswo€eutside vendors must have them approved ulseng
approved process of the Civic Center. A list @vpously approved providers is available at thecC@enter
office, upon request; however, they must be apmtdoreeach event in which their services are catdich
Lessee must deal directly with outside vendors.b&ancluded on the provider list, contact the C@enter
Director.

+* The Civic Center Director reserves the right \dew and receive copies of any and all contracta/éen
lessee and other providers involved in the event.

+« Anytime the Ballroom sound or stage lighting sys®) are utilized the lessee will be required tmptete a
sound and light technician request form and tothayees associated with that service. This semad
include a pre-event meeting (estimated at 1 haudjdcuss the needs for the event. Rental rate®timclude
technician fees. Please see Sound and Lightimgn&tion Sheet for additional information on thes\éce.

% Musical entertainment is allowed. However, papproval of entertainment (band, DJ, etc.) is neglji
using form rcccl-va. This form is available in iic Center office and must be completed by teedor,
signed by the lessee and approved by the CiviceC&itector.

+ Planners/Consultants/Decorators are allowed. Mevwerior approval is required, using form rccel-v
This form is available in the Civic Center officedamust be completed by the vendor, signed byasseke and
approved by the Civic Center Director.

+ Food Service Vendors may be used in providing fad beverages for an event. However, prior agbrov
is required, using form rcccl-va. This form isitaale in the Civic Center office and must be coetetl by the
vendor, signed by the lessee and approved by thie Center Director.

+» Cake makers are allowed to provide this servidaenCivic Center. However, prior approval is regd,
using form rcccl-va. This form is available in tBic Center office and must be completed by teedor,
signed by the lessee and approved by the CiviceC&itector.



+ Rates for all personnel contracted between theshafiumidnight until 8 am and on holidays will bleacged
at double the normal rate.

+ Civic Center staff personnel are not on duty dyements. If the lessee desires to have a stedbpe
available for an event an additional fee will baicfed. Arrangements for a staff person must beemaith the
Civic Center Director a minimum of 14 days priotthe event.

EVENT DECORATIONS

“ When the lessee takes control of the Civic Cetterfacility has been cleaned. If the preparatimn the
event result in messing up the floor, stage, batimsy concession area, lobby or other area, cleavillipe the
lessor’s responsibility. Janitorial service isreedime, after event, service, unless otherwisgigeal for in
lease.

+« Tables that belong to the Civic Center are to bged by a minimum of two (2) people picking thend an
placing them where they need to go. Tables aréono¢ dragged across the carpet or flooring. IGhmaust be
moved with a chair mover or one chair at a timéndpeicked up and carried. All items placed onstege or
dance floor by the lessee should have protecteet 50 as to not scratch or damage the surfatteesé areas.

% Decorations must be approved by the Civic Centexdibr prior to being attached to any surface.

+* No nails, tacks, staples, brads, or other attadtsmaay be driven into any portion of the facilitjo
changes, repairs, painting, staining, or alteratibiat will change the finish, appearance or castofithe
building will be permitted without the consent bétCivic Center Director. All use of tape, gluesonilar
material on Civic Center furniture, walls, equiprhenbuilding structure is prohibited. Written aippal from
the Civic Center Director may be obtained if nee@drioven and no damage can occur as a result.

¢ No construction type of work, including but nohlted to sawing, hammering and drilling may be done
inside of the Civic Center.

+ No exhibits, banners or signs may be displayedidetof the facility or suspended from permanetitfies
without the written consent of the Civic Centerditor.

+» All decorative material must be flame retardanbeéaused inside of the facility.

¢ After unpacking, all boxes and packing materiaistribe removed from the building. If materials @rée
reused for packing, materials may be stored inad, mederly and organized fashion in dressing roommber
116 on the left side of the stage.

+« Exhibits are not allowed in the lobby area withptbr consent of the Civic Center Director. Thei€
Center reserves the right at any time to displatenmas about any upcoming events.

s All articles, exhibits, fixtures, displays, dectioas, etceteras shall be brought into and outhefauilding
only at such entrances as may be designated itvieCenter Director.

+ Rabun County Civic Center permanent graphicsssigrdisplays may not be visibly blocked in any mam
nor may temporary signs or decorations be attathedrmanent building graphics.



+ Items such as planters, furniture, equipment dhdratems in such public areas, lobbies, restro@md
food service areas, may not be removed or repastiovithout prior permission from the Civic Center
Director.

+ Adhesive tapes of any kind (i.e. duct tape, magkape, scotch tape) are not be used to secure ooather
items to the stage area, dance floor or carpet Hriéems need to be secured, lessee may obtaiciatapes
from the Civic Center Director. There may be addil charges for this service.

« When glitter, confetti, birdseed or rice is usedonjunction with an event, an additional clearfigmay
be assessed and deducted from the damage/se@piagid

FOOD, BEVERAGE AND CONCESSIONS

+ Tablecloths are available to be rented from thecGTenter. Lessee is responsible to coordindiiedcsoth
rental with the Civic Center Director a minimumiaf days prior to the event. White table skirtind.8’
sections and white cloths are available in 70" tht80” round, 108” round, 54” square, 54" x 120¢tangle
and 20" square napkins.

“ No food or beverage shall be brought into the €&enter without the prior approval of Civic Center
Director.

++ No alcoholic beverages shall be sold on the premises of the Rabun County Civic Center without the
expresswritten consent of the Rabun County Board of Commissioners. Alcoholic beverages may be
consumed at the civic center in conjunction witlddiags, receptions and dinners. All laws and adoes set
forth by local, state and federal authorities gougy the consumption of alcohol, public drunkenreass
disorderly conduct will be strictly enforced. Leess held responsible for all aspects of the sgref alcoholic
beverages. The Civic Center Director reservesitfi to require the lessee to hire an approvedrggfficer
when alcoholic beverages are to be served.

+ The Rabun County Civic Center reserves all congesghts, including but not limited to food and
beverage. The lessee is not allowed to serve@tydr other edibles or drinks in the building artbe
grounds unless the Civic Center Director givesrajaproval. The Civic Center reserves the righttie
operation of the concession stand for all evefitptions for the lessee to operate the concessamal shust be
arranged with the Civic Center Director a minimufri anonth before the event. A fee may be chavgeen
the lessee operates the concession stand.

+ Food and beverages are permitted in designated ardy. Consumption of food or beverages is [mitdd
in the stage area, including back stage and tresuohg rooms. These areas are not to be usedfagst of
food, without the prior approval of the Civic CenBrector.

+ The food service area is equipped with a refriggeracemaker, microwave oven, sinks and countacsp
Basic cleaning supplies are provided by the Civaat€r and are located in a designated area.

 If the kitchen is rented for use, the lesseespaoasible for the operation of the equipment aedcteaning
of the kitchen. Civic Center staff can provide @img instructions. Lessee will be responsiblecieaning
and replacing all Center equipment to its origstate. Any missing or damaged equipment will ipgaeed at
the lessee’s expense. Lessee agrees to cleajugdhgent, kitchen and prep area after use. Faituotean
these items will result in an additional cleanieg being charged against the damage/security deposi



GENERAL GUIDELINES

% In the event of ticketed events (free or pay),l&@ssee must provide the Civic Center Directornmfation on
where tickets will be available for the event. Foamplimentary tickets must be provided to theiC®enter
for each event.

 Parking is available in the Rabun County parkwotg.l Unless otherwise specified, parking musirbédd
to lots on each side of Civic Center and lot digeatross the street in front of the Civic Center.

% The Rabun County Civic Center ilN® SMOKING facility. If lessee violates this rule, the $500
security/damage deposit will be forfeited. Smokimgllowed outside the building and cigarette lootitainers
are provided. Under no conditions are cigarettéstio be thrown into the lawn, shrubbery or oth drives
and parking areas. If lessee or their guest \@sl#tis rule, the County Marshall will issue atoia to the
lessee for littering.

+ The lessee is responsible to see that all garisagenoved from the Civic Center prior to theinlize the
facility. Garbage collected from the event is éodbaced into garbage can liners, then placedti@umpster
located behind the Health Department. The dumpstecked and a key is issued to the lessees the
responsibility of the lessee to unlock and re-ltek dumpster. Can liners are provided by the R&aumty
Civic Center. Garbage not removed by the lesstdwicharged $25 per bag and deducted from the
damage/security deposit. Recycling is suggestatiafl possible, and may be left at the Civic @effdr pick
up. This option must be coordinated with the Ci®enter Director. Recycling guidelines are prodidethe
Supplies drawer. Large items to be discarded tmeisbordinated with Civic Center Director.

% Chewing gum, wax and other similar foreign in tagpet or on the tables and chairs is consideretade.
If any area requires patching, paint, or is peryantrked or damaged, a portion of the security/aigen
deposit will be withheld. Any extraordinary cleagiefforts will be paid from the security/damageatst.

% Animals and pets are not permitted in the Civiat@€eexcept in conjunction with an approved exhibit
display or performance legitimately requiring us@wmmals. The presence of animals in the Civiat€emust
be coordinated with the Civic Center Director. iBgesye dogs are permitted.

+ Certain retail and wholesale lessees of the R&mumty Civic Center may be required to obtain g Gft
Clayton business license. Contact the City of @ayor additional information at (706) 782-4512.

% No pamphlets, inserts, advertising matter, palittandbills or the like may be distributed on phneperty of
the Civic Center without the prior consent of thieebtor. Pickets and solicitors are prohibitedioa Civic
Center property. The Civic Center reserves that tigg advertise for any upcoming events at anyahd
functions held in the Civic Center.

+« The Rabun County Civic Center assumes no respbtysibr items left by users, their guests, ortlasd
found items. The Civic Center is not responsibleitems left for pick-up. The Civic Center reses\the right
to remove from the building or grounds all prope#dynaining in the building or on the grounds after lease
expires (see contract for time, midnight in mostes) or to charge the lessee a storage fee of&$2bay or any
portion thereof. Stored property left by the |leses&l be disposed of at the discretion of the Ci&enter
Director.



* The Rabun County Civic Center assumes no respbtysior items delivered to the Civic Center bylsu
lessees relating to events. A delivery/pick-upues form must be completed and approved a miniwium
seven (7) days prior to scheduled delivery/pickeugthe delivery/pick-up may not be made. Thesastenust
be stored in an orderly, organized manner in adesegnated area. Items may not be delivered thare
three (3) days prior to event, nor left for pickmpre than three (3) days after the event, progidpace
availability. Failure to meet the above requiretsanay result in a fee charge of $25 per day orpamtion
thereof. Any such fees will be assessed agaiersidimage/security deposit.

% The sound/light booth is for technicians only. diee else is allowed in this area to take picturego,
record or any other reasons. Only sound/lightrigtains will be allowed to operate the Civic Center
equipment. All technicians will be paid for thegrvices.

 Both levels of the facility and the stage arethefRabun County Civic Center are handicapped aitites
and handicapped parking is designated near tharemts to both levels.

+ The lessee may check out one set of keys to thigydahey are leasing. Arrangements for key pigkmust
be made with the Civic Center Director a minimunooé week prior to the event. Keys must be cheoked
according to the key agreement. Once keys are&kelemut, the lessee is responsible for the pratedf all
property. In order to conserve air conditioningfreg for your event, outside doors are not to topped open
except for loading and unloading. Doors must roldft unlocked when the lessee (or lessee’s aggentt on
the premises. The locking and unlocking of dosrthe responsibility of the lessee. Keys not tdrine
according to the key agreement will be subject i@ charge of $25 per day or any portion theréaite
charges will be deducted from the security/damagposit.

% Lessee is responsible to see that:
All decorations and personal belongings are remdyethe end of the lease period.
All tables used by the lessee are wiped cleangdlan the table caddies and returned in an orderly
fashion to the storage building.
All chairs used by the lessee are stacked 10 gh,like kinds (armed/armless) stacked together an
returned in an orderly fashion to the storage lngjd
Spills on the floor (either dry or liquid) are ateed up by either sweeping, mopping or vacuuming.
Food Service areas are to be left cleaned witfomdt, trash, spills, etc.
All trash is picked up, removed from the facilagd placed in Civic Center dumpster.
All lights are turned off when leaving the buildin
All doors are locked and checked for security beteaving the property.
Heat/Air Condition is turned off or left as diredtby Civic Center Director.

% Nothing contained in the rental agreement shatidestrued to prohibit the Rabun County Civic Cente
Staff, Health Department, Police Departments arnydatimer agency of the City of Clayton or the Couoity
Rabun, its agents or its employees from enteriedghsed premises for the purpose of dischargigig ldwful
duties.

+ No facility furniture or equipment is to be usesistage sets by anyone leasing the facility (tichides
office equipment) without the prior consent of @iwic Center Director.

% The building of theater sets is limited to the @pparking lot area. The work area must be kegzrcht all
times. The driveway must be left open and unbldcked cleared upon completion of construction, teefo
opening night. Parking spaces on the building sidst not be blocked with construction items. Mapg, sets



or other materials are to be transported throughdhbby area. All sets, props and other matenmlst be
removed by the end of lease period or be subjesnmval by Civic Center staff with an additioneéfbeing
assessed, a storage fee being charged and thedigmosed of at the discretion of the Civic Celgector.

% Lessee accepts the building in good order andrrapd agrees to return it to the County in theesam
condition, normal wear accepted.

+ The lessee will be liable for any and all damagpassed through the lessees actions or the acts/affats
employees, agents, providers or anyone visitingabdity upon the invitation of the lessee, asIvesl damages
caused to the building, persons or property forcllihe County may be held liable.

+ No portion of the facility may be sub-leased by kassee. The facility is only to be used by dssée for
purpose stated in the lease.

% Any and all inside painting of any type must beraped by the Civic Center Director a minimum of 24
hours before painting can begin. Areas aroung#et area must be completely covered with approved
coverings. For outside painting, care must bertakensure that paint is not allowed on the fagilihe
parking lot or placed in any way that paint cartdaeked into the facility.

+« The Diner furnishings are to be used exclusivelthe Diner. If lessee needs additional tableshairs to be
used in the Diner, additional charges will be imedrand the lessee will be responsible for movinegitems to

and from the Diner. This activity must be scheduwiath the Civic Center Director a minimum of 15ydarior

to event.

+ If a band or Disc Jockey performs in the Dinecagpet must be placed under the area in whichwlléget
up to protect the flooring. The Civic Center hasrent a carpet and small stage that can be uSedtact the
Civic Center Director for additional information.

% The electronic message board in front of the GBenter can be used to advertise events scheduiled a
Civic Center. In addition, Birthdays and Annivatea may be advertised at the rate of $10 per\dily,a
minimum of 3 days notice. The information thabrsthe sign will be at the discretion of the sigput
operator and the Civic Center Director. Pleasdautrihe Civic Center Director for more informationto
request use time. Payment for this service mustdde in full before the message will run.



