Township Hall Use

Board Adopted 2/14/2006


Policy for Scio Township Hall Meeting Room Use
Scio Township will make the main Township meeting hall available to certain organizations for meetings. The small conference room is not available because of its open access to the offices. A Scio resident must be a member of the organization, must be responsible on behalf of the group, sign for and pick up the key, and provide his/her name, address, telephone number, signature, expected number of attendees and the group’s name to the Township. The group must be associated directly with the township government, a homeowners association located within the Township or formed in response to a specific Township issue. The Township Manager will be responsible for authorizing the use and denied parties may appeal to the Board of Trustees. Denial of a request will be forwarded to the Board members by e-mail within 24 hours.
We do not allow any religious service, social organizations, commercial solicitation or sales meetings, dinners, private receptions, or crafting activities. Dates may be booked no sooner than one month in advance and no standing reservations will be accepted without Township Board approval. Official Township activities will take preference over any other request and Board requirements may lead to the cancellation of any reservation on 24 hour notice. Any group may book no more than one date per month. This policy will be reviewed in 6 months (August 2006).
In order to provide maximum access for Township functions and locally oriented groups, the following guidelines apply to the use of the meeting room:

There is no custodial service to clean up and rearrange the room after you use it. So please observe the following guidelines:

1. Behavior: Prohibited behavior includes but is not limited to: possession and consumption of alcoholic beverages, fighting, threatening or abusive behavior toward another, possession or dispensation of narcotics or other dangerous substances prohibited by law, illegal possession of firearms or other lethal weapons, malicious destruction of property, littering, and other inappropriate behavior.  

2. Refreshments: Light snacks and non-alcoholic beverages are allowed, but will require a refundable deposit of $100. Entrée or main course items such as pizza are prohibited.  No on-site food preparation is allowed. You must supply disposal cups, plates, and utensils Please be sure to clean up entirely afterwards with your own cleaning supplies.

3. Trash: If the group will generate more than a waste basketful of trash, please bring your own trash bags and place the filled bags in the outdoor dumpster found behind the northwest corner of the hall.

4. Furniture: Setup of chairs and tables can be done by the Township per a request. In the meeting hall, all chairs and tables should be returned by the users to the original position prior to the meeting.
5. Unlocking and locking doors:  Be sure to lock all doors when you leave. Double doors must be locked with post locks in place. The door key should be left in the drop box outside the front door.

6. Equipment: The Township can not supply audio/visual equipment. The audio system is available, but the applicant must be received orientation in advance. Please do not touch any switches or attempt to use the equipment unless you have received instructions.

7. Room capacity: Posted room capacity must not be exceeded. 
8. Responsibility:  The designated representative of the group is responsible for the care of property and for the conduct of participants, patrons and guests.  They are financially responsible for any physical damage to, or theft of, Township property
9. Other areas of the building: Please do not enter or use the employee area, offices or other areas, including employee lounge/kitchen. 

NOTE:  Duplication of the key is not allowed! The key must be picked up during regular business hours (9 to 5, Mon.-Fri.) on the day of the scheduled meeting. The Township reserves the right to bill the responsible party for any clean up costs caused by failure to comply with these guidelines, and to revoke any group's right to use the facilities for any reason. Thank you for using your public building with care! Please complete the attached key receipt form for township records.

NOTE:  Directions for unlocking and locking meeting room door:  To unlock, turn key to the left, open door, push in striker, and turn key to the right. The striker should be in. To lock, turn key to left and the striker will come out.  Please make sure to check the door before you leave.
NOTE:  The door to the west side of the meeting room hall, toward back parking lot, is for exiting only.  Do not unlock or use it for an entrance.  
Scio Township Resident Key Receipt
Name_________________________________________ Date key received:___________ 
Address _______________________________________Date reserved:______________ 
Phone_______________________   Group: _____________________________________ 
Signature:_________________________________

Food  yes (   )   no (  )          Deposit: $___________________    
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