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           FACILITY RENTAL USAGE POLICY

1.     Facility
The primary function of The Hines Center is as a facility for the use and enjoyment of employees of The Hines Group, Inc. and its private members. The Hines Center reserves the right to refuse to make its facilities available to any prospective user for any reasons which the management, at her/his sole discretion, deems appropriate.  At no time may a rental event interrupt or disturb the regular function and activities of The Hines Center.  A representative from The Hines Center will be on the premises during the event at all times.  
2. 
Access

Access time is confined to the contracted rental time period.  The Hines Center staff reserve the right to refuse admittance prior to the contracted time.  Failure of guests and/or caterers to arrive or vacate the premises at the agreed arrival or departure time will result in an overtime charge of $50 per hour billed against the client’s security deposit. 
3. 
Equipment
No equipment is to be borrowed or taken out from the building, nor is it to be moved from room to room without prior permission.  Additional charges may be incurred for the use of equipment not listed in the rental agreement, including extension cords and wheeled dollies.  An assortment of tables and chairs are provided with the room rental for indoor use only.  Set up arrangements for tables and chairs must be given to The Hines Center five (5) days before event start date.  Failure to provide set up arrangements five (5) days before event or requiring a second table and chair arrangement will result in a set up charge of $75 deducted from the deposit.  All tables and chairs must be returned to the original location during take down and clean up.  All deliveries of equipment and supplies to The Hines Center prior to the contracted set up period will not be accepted unless prior approval is obtained.  Approval for prior delivery is required at least two weeks prior to the event.  Vendors should not assume that all requests for prior delivery of equipment and supplies will automatically be approved.  There are a wide variety of activities occurring at the facility which will affect whether equipment and supplies can be accepted in advance.  Lessor will not be responsible to Lessee for any loss, disappearance or damage to any goods, wares, merchandise, fixtures, or property of any kind stored, kept, maintained, displayed or used on or about the Facility, the use of which Lessee may have alone or in conjunction with other persons, regardless of the cause of said damage or disappearance.  Lessee shall indemnify and hold harmless Lessor for any loss or damage to such property in the receipt, handling, care, storage or custody of such property at any time.

4. 
Alcohol

Alcohol consumption is limited to the confines of The Hines Center facility leased, and must comply with Commonwealth of Kentucky liquor laws.  The Hines Center is not liable for any injuries to guests resulting from negligence or otherwise where alcohol is involved.  Consumption of alcohol shall cease at least one half hour before the conclusion of the event.  Lessee will provide responsible bartenders who will oversee the set up, dispensing of alcohol, and clean up of the bar area.  Bartenders are required to sign agreements with The Hines Center concerning policy and liability.
5. 
Decorations/Use of Facility 
No decorations may be attached to the walls, windows, doors or fixtures without prior approval and all material must be flame retardant as per fire codes. Decorations may be placed in lobby no more than twenty feet from the ballroom doors. The use of rice, confetti, silly string and the like is prohibited.  The use of a smoke machine inside the facility is also prohibited unless THC Management has given prior approval.  No animals are allowed.
6. 
Catering
All caterers and food service providers must be approved by The Hines Center.  The Hines Center reserves the right to refuse approval of any caterer or person providing food service. The name and address of the caterer or food service provider shall be provided for approval no later than 30 days prior to the event.  It is Lessee’s responsibility to receive a written approval from The Hines Center on the caterer.  Caterers must be licensed, and must provide proof of proper liability insurance upon request.  Caterers and food service providers should make themselves available for set-up appointments as it is necessary for the caterers to become familiar with the facility and facility staff before the event occurs. Caterers and food service providers must follow the posted policies in the kitchen area.  All food must be prepared off site. The catering area is used for staging, plating, and organization and is not to be used for food cooking or making of sandwiches, entrees, desserts or other dishes.  Caterers are responsible for providing all food service equipment and serving staff. Any equipment used that belongs to The Hines Center will incur rental changes and be deducted from the deposit.  Please note this includes wheeled dollies and extension cords. inCaterers and food service providers should also provide trash bags/containers and cleanup supplies and be responsible for bagging and removing trash from the premises.  Dumping of ice on the grounds is prohibited.  Lessee should schedule their caterer/food service provider to remain on the premises until event catering has finished.  Before leaving, the caterer/food service provider must check in with The Hines Center representative for final inspection.  Unusual cleaning costs incurred by any materials or actions attributed to the caterers/food service provider will be deducted from the security deposit.  Lessee will be billed for any charges exceeding security deposit.  A 15% fee on catering gross costs will be assessed on all caterers unless otherwise approved by THC Director.  The security deposit will be retained by The Hines Center if a caterer/food service provider is used and is not pre-approved at least 3 days before the event.
7. 
DJs, Bands and Other Vendors
All vendors, of any type, must be approved in advance and must carry general liability insurance naming The Hines Center.   Certificates of insurance concerning this must be received by The Hines Center 30 days before the scheduled event. The Hines Center has final authority regarding any aspect of a vendor’s privileges on the premises.  Any equipment used by Vendor that belongs to The Hines Center will incur rental charges and be deducted from the deposit, including wheeled dollies and extension cords.  Amplified and electrified sound levels from DJs, bands, or any other performances may not exceed that level deemed appropriate by The Hines Center.  Sound levels must be lowered when a request is made by the on site Hines Center representative.  After two requests to lower sound volumes and failure of the vendor to comply with the requests, Lessee will be notified of the excessive sound volumes and requested to lower sound levels.  If the third request fails to lower sound levels, all music will cease for the remainder of the event.  In addition, vendors are responsible for returning their area to the original state in which it was found.  Unusual cleaning costs incurred by any materials or actions attributed to vendors or charges from vendors going beyond event end times will be deducted from the security deposit.  Lessee will be billed for any charges exceeding security deposit. 
8.     Cleanup
Lessee will be responsible for maintaining a clean and safe environment in all areas used before, during and after the event.   Lessee is responsible for the general clean up of tables, take down and removal of all decorations and property owned or under the tenure of Lessee or owned by a vendor of the Lessees and the removal of all trash to the designated area behind the facility.  Everyone involved with the event must leave The Hines Center by the pre-agreed final closing time or the security deposit could be retained by The Hines Center.  Items approved for delayed removal are to be stored in a designated area for removal no later than noon of the first business day following the event.  Any item not picked up is removed at the client’s expense.  The Hines Center is not responsible for the loss or damage to any item.  If any extra or unusual cleanup of facility & grounds is needed, the Lessee will be charged.  Examples of extra clean up, but not limited to, would be body fluids or large amounts of food or liquid spilled or discharged on grounds or property.  Charges for janitorial services will be deducted from the security deposit at a rate of $50 per hour, minimum of one hour, additional hours pro-rated at 15 minute intervals.  Lessee will be billed for any charges exceeding security deposit.

9.     Safety and Security

The Lessee is responsible for the personal safety of all guests.  The Lessee is also responsible for ensuring that all children are under the supervision of an adult at all times.  The Hines Center, at its discretion, may require that a special duty police officer(s) be on premises throughout an event.  If applicable, The Hines Center will make arrangements for the hiring of the off duty police officer and add the cost to the rental fee. 
10.    Smoke Free
The Hines Center is a smoke-free facility and Lessee shall enforce The Hines Center’s non-smoking policy in all areas of the Facility.  Failure to do so could mean the eviction of guests and/or the event stopped with all fees, deposits retained by The Hines Center including any additional charges incurred for clean up of the facility.
12.     Parking
Lessee’s use of the Facility shall include parking across from the front of The Hines Center.  Lessor shall not be responsible for damage to the property of Lessee or Lessee’s guests whether parked in the designated parking area or at any other place. Parking is not permitted on the drive to the front door of the Facility except for authorized handicapped parking.  Parking is not permitted in any non-paved areas.  Lessee will be responsible for any damage caused by Lessee or Lessee’s guest in paved and non-paved parking areas.
Lessee’s Initials __________________

Date _____/_____/_____
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