Portage Community Center

Community Meeting Rooms Policy

The Portage Community Center's (PCC) community meeting rooms are available on a first come, first served basis, to residents of Kalamazoo County.  The rules and regulations below are designed to better serve the community.

General Rules for the Use of the Center's Community Meeting Rooms
1.
Community meeting rooms may be reserved by the following: local professional and 
governmental 
groups; local organized groups; local businesses; and by local private citizens 
for parties and social gatherings.  Local is defined as Kalamazoo County.

2.
PCC's use of the community meeting rooms takes precedence over all other uses.  In an


emergency situation, if PCC should find it necessary to cancel a scheduled activity in a 


community meeting room, then the PCC staff person in charge of room reservations will


notify the renter who booked that room that other arrangements must be made.  A full refund of


the room fee will be issued to the renter.

3.
Approved use of PCC's community meeting rooms does not include selling or moneymaking


activities such as, but not limited to, selling, 
solicitation, order-taking, or charging participant 


fees.  PCC is exempt from this condition.

4.
Users of the community meeting rooms may charge fees only to recover the cost of consumable


materials or to cover the cost of the room rental, provided financial profit is not the purpose of 


the activity.

5.
A group's use of the community meeting rooms is not sponsored or endorsed by PCC unless


sponsorship is expressly approved in writing by PCC.  In their written and distributed 


materials, groups shall not cause confusion or a misunderstanding as to sponsorship of their use 


of PCC's community meeting rooms.  

6.
If a party or social gathering is for minors, there must be one adult chaperon (persons over 21


years of age) for every 10 minors.

7.
Set up and tear down of a meeting room is the responsibility of the organization using the


meeting room and must be accounted for within the block of reserved time.  Existing chairs and


tables are provided at no additional charge.  Any time spent prior to, or after the reserved time, 


may result in an additional charge of one or more two-hour blocks of time.  At the conclusion 


of a meeting, the room should be left in the same condition as it was found or an additional fee 


will be assessed equal to a minimum of one two-hour block of time for clean up.

8.
Any damage done, whether accidental or due to negligence, including the need for special


cleaning, will result in the billing of the contact person for the actual cost of the cleaning, 


repair, and or replacement of the damages articles(s).

9.
Organizations must be completely out of their meeting room by the end of their reserved time.  
If an organization remains past their reserved time, an additional fee of $50.00 per hour may be 

charged to the contact person.   
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10.
Food and drink are permitted but must remain within the organization's rented room.  If using a 


caterer, the catering service must be approved of in advance by the Executive Director.  Coffee


pots are available, however, PCC does not supply coffee, cream, sugar, serving ware, etc.  As


per fire codes, no open flames of any kind are allowed within PCC.  


No alcoholic beverages are allowed on PCC premises.


No smoking is allowed inside or on the grounds of PCC property.

11.
PCC's meeting rooms are used for multiple purposes and therefore nothing may be


permanently affixed to the walls.  
12.
PCC is not responsible for loss or damage to exhibits or materials left in the community


rooms or for the personal property of those attending the meetings.

Policy Regarding Animals on the Premises

Health, safety, and courtesy reasons preclude the presence of animals in the Portage Community Center (PCC) facility or elsewhere on the PCC premises.  An exception is made for "service animals" as provided for by law and this policy.

Persons with disabilities protected under Michigan or federal law may bring their "service animal" to the Portage Community Center under this policy to the extent provided by law. Under this policy, a person with a protected disability who wishes to access services, programs, activities, and facilities of the Portage Community Center may be accompanied by his/her "service animal" on the PCC premises provided that the person states what specific task the "service animal" is performing for them.  This policy does not extend to "comfort animals".  

The owner of the "service animal" must appropriately care for and supervise their animal on the PCC premises and control their animal on a short leash or harness at all times.  

If the above conditions are not met, the "service animal" shall not be allowed in the Portage Community Center facility or on the PCC premises.

The Board of the Portage Community Center authorizes the Executive Director to make amendments to this policy in accordance with all applicable legal authority and requirements.
**********************************************************************************
PCC reserves the right to cancel any use of the community meeting rooms, and to suspend or terminate future use of said rooms, by any organization or group that violates these community meeting room policies.
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Rates for the Portage Community Center's Meeting Rooms

1.   Rooms are booked on a first come, first served basis.  Rates are based on a minimum two-hour  

      block of time, with additional one hour rates.  
2.   Rates are based on Open Hours, when the organization is open to the public, and Closed Hours. 
      Open Hours are Monday - Friday 8:00am to 8:00pm.
3.   25% of the rental fee must be paid at the time of agreement - this 25% fee is non-refundable. The 
      remaining 75% of the fee, plus deposit if for a private party, must be paid 15 days prior to the 
      rental date.   
4.  A damage deposit fee is required for private parties - $100 for the Community Room and $50 for   

     Rooms 1, 2 & 3.  This deposit will be refunded following the event if there has been no damage to
     the facility.  PCC reserves the right to charge additional fees if damage repair exceeds the deposit  

     amount. Please refer to #8 under "General Rules".  
5.  Groups wishing to take advantage of the non-profit rate may be required to present documentation 

     of their non-profit status.
COMMUNITY ROOM 
Holds 90 in a classroom style seating arrangement.
	Meeting Room
	Documented Non-Profit Rental Rate*
	For-Profit 
Rental Rate

	Individual/Family

Private Party Rate



	Community Room
	Open Hours

$40 first two hours

$20 each additional hour

Closed Hours
$50 first two hours

$25 each addition hour


	Open Hours

$70 first two hours

$35 each additional hour
Closed Hours

$90 first two hours

$45 each additional hour
	Open Hours

$70 first two hours
$35 each additional hour

Closed Hours

$90 first two hours

$45 each additional hour


COMMUNITY ROOMS 1, 2, 3
Room 1 holds 15 in a classroom style seating arrangement; 20 in a theatre style seating arrangement.

Room 2 holds 20 in a classroom style seating arrangement; 30 in a theatre style seating arrangement.

Room 3 holds 20 in a classroom style seating arrangement; 30 in a theatre style seating arrangement.

	Meeting Room
	Documented Non-Profit Rental Rate*


	For-Profit 
Rental Rate

	Individual/Family

Private Party Rate**



	Room 1, 2, 3
	Open Hours

$20 first two hours

$10 each additional hour

Closed Hours

$30 first two hours

$15 each additional hour
	Open Hours

$30 first two hours

$15 each additional hour
Closed Hours

$40 first two hours

$20 each additional hour


	Open Hours

$30 first two hours

$15 each additional hour
Closed Hours

$40 first two hours

$20 each additional hour




*Contractual agreements can be arranged in special circumstances at the discretion of the Executive 

  Director.
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