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  TOWN OF SANDWICH

                     8 MAPLE STREET ~ PO BOX 194                      
      SANDWICH, NEW HAMPSHIRE 03227 
                       COMMUNITY USE OF TOWN HALL FACILITIES 

                     POLICIES AND PROCEDURES                 
Purpose:  To ensure safety, fairness, and for mutual protection of all patrons of the Town’s facilities, the Town of Sandwich maintains certain operating rules and regulation.  The policy and procedures have been developed to be in the best interest of all users; recognizing that municipal buildings and properties have been created by, and are supported by the residents of Sandwich.  The Board of Selectmen encourages the use of the Town Hall facilities by individuals, groups and associations for educational, cultural, civic and recreational activities.  

Policy:  It shall be the policy of this Town to ensure that facility spaces within the Town are available primarily for departmental use.  When not in such use, the facilities may be used for non-profit, civic, recreation and fitness purposes by Sandwich-based individuals, community groups and organizations.  The use of municipal facilities is not available for commercial activities, transactions or enterprises.  All non-municipal use of facilities is offered at the discretion of the Board of Selectmen.
Rules and Procedures:  The following rules and procedures have been established by the Board of Selectmen to serve as guidelines in the use of the Town Hall facilities at 8 Maple Street.  
1. The use of the facilities by the Town of Sandwich for town business and events shall take priority over public use.  In the event of an immediate need for the space, the Selectmen’s Office will make every effort to notify the non-governmental user of the schedule change as soon as possible.

2. The applicant requesting the use of the Town Hall facilities must be a resident of the Town of Sandwich and at least eighteen (18) years of age.  Sandwich-based individuals and civic, cultural, education, and recreational groups and/or associations will be considered. 

3. _____Application for use of Town Hall facilities must be made not less than two weeks and not longer than three months in advance of the requested date(s).  Applications must be made in person during normal business hours.  All requests are on a first-come, first-served basis.  Payment is due at time of application.  
4. Granting of permission to use Town Hall facilities should not be construed as an endorsement of any individual or group by the Town of Sandwich.
5. _____The Town of Sandwich assumes no liability for injury to persons authorized (or unauthorized) to use the Town Hall facilities and further assumes no liability for loss or damage to equipment, materials or other individual property.  The applicant and all participants must sign a liability waiver.  Originals must be returned to the Selectmen’s Office prior to the scheduled event.
6. _____Town Hall facilities must be maintained in a clean and orderly condition.  Groups who leave the space in disorder will be prohibited from future reservations.  Trash removal:  please place bagged trash next to the stairs on the first floor.
7. _____Light refreshments may be served with advance approval.  A refundable cleaning deposit of $50 may be required.  Refreshments are only to be served in the following designated areas:  second floor hallway and second floor multi-purpose room.  
8. _____All damage to municipal property must be reported to the Selectmen’s Office immediately.  Individuals, groups, and organizations are financially responsible for damage to municipal property. 
9. _____Group size may not exceed the room occupancy limit of 125 in the 2nd floor multi-purpose room.  Storage of equipment or supplies is not permitted on the premises of the municipal facility. Children must be supervised at all times and are not allowed in the building unattended.  For groups larger than 25 people, the Police Department must be notified – 603.284.7139.
10. The following are strictly prohibited on Town Hall property:  smoking or use of tobacco products; possession or consumption of alcoholic beverages; use/possession of illicit drugs or marijuana; possession of, use or storage of any explosive, incendiary device or weapon.
11. Animals/pets are not allowed in Town Hall during classes and/or events.  Exception:  certified guide dogs.  
12. No solicitation is permitted on Town property.
13. No person shall enter or remain in Town Hall unless properly clothed:  street clothes and footwear are required.
14. It is customary to close the Town Hall on all officially recognized holidays.  When permission is granted by the Board of Selectmen, the building may be used as applied for and permitted, users of the building shall ensure the doors are secured and entry is prohibited to the general public.  Upon completion of permitted use, the Town Hall should be inspected and made secure upon exiting the building.  Furthermore, use of the facility shall not in any way interfere with reverence to holiday ceremonies and/or observances.  The Town Hall facility will be closed for community use on the following days:  Sandwich Fair Weekend and Election Days.
15. Activities which have potential to cause damage to the Town’s facilities will not be allowed.  Sports, which are inherently outdoor sports (e.g. soccer, lacrosse or any objects that have wheels), will not be a permitted use.  Shoes that leave black marks are not permitted as well as shoes with any form of cleats.  All other questionable activities will be permitted at the discretion of the Board of Selectmen.  

16.  ______ Sprinkler System and Smoke Detection System:  The Town Hall is now equipped 
       with a sprinkler system and a CO2/smoke detection system.  There are two computerized 
       alarm panels which monitor the building and report all issues to our alarm company as well 
       as 911.  If the alarm panel(s) sounds an alarm, do not touch the panel to try and silence it 
       –  ever.  Respond in the following manner:

a.  “Trouble Alarm” – a basic, high-pitched buzz will be heard.  The panel will read, 
                 “Trouble Alarm” and will list the location of the issue.  When the Fire Department 
                 arrives, they will read the panel to determine the location of the issue, which is why 
                 users of Town Hall are not to touch the panel.  The sound is not too loud that it will 
                 disrupt the use of Town Hall.

b.  “Full Building Alarm” – an extremely loud alarm, which cannot be missed!  Evacuate 
                 the building immediately.  Please do not congregate in the parking lot so as to 
                 impede the access of emergency service equipment and personnel.  

c.  In the event of an alarm, do not use the lift as loss of power may be one of the reasons 
                 for the alarm.
17.  _____Noise.  Please be mindful that Town Hall is a place of business and our business hours 
       are Monday through Thursday from 7:30 A.M. – 5: 30 P.M.  Selectmen’s Meetings are 
       every Monday from 5:00 – 9:00 P.M.  During these hours, please refrain from excessive 
       noise.  If it becomes too disruptive during our normal business, we may have to reschedule 
       the event or prohibit the use of Town Hall during normal working hours.  
18.  Before locking Town Hall, please check and ensure the following has been taken care of: 

a.  Windows.  All windows are closed and locked.


b.  Sweep all rooms used as well as bathroom(s), stairs and hall.  


c.  Trash:  please bag all trash and leave next to the stairs on the first floor for custodial 
                 pick-up.


d.  Stage curtains are closed.


e.  Lights.  Please ensure all lights have been turned off.  The outdoor lights (parking lot 
                 and front entrance) are on timers.  The parking lot lights are located in the front 
                 entryway on the wall to the left of the lift.  The front entrance lights are located on the 
                 front wall of Town Hall.  All lights are labeled.

f.  Ensure all doors are closed and locked.

19.  _____A key will be issued which opens both the front and back doors of Town Hall.    
       For one-time events, the key must be returned to the Selectmen’s Office by the next 
       working day.  For weekly events, the key must be returned at the end of the program.  
       Replacement cost for lost keys are the responsibility of the user.
20.  _____ No parking zones.  Per order of the Fire Chief, prior to an event taking place at Town 
       Hall, the applicant must place traffic cones in the following designated emergency vehicle 
       zones:  1) in front of Town Hall (space for at least two emergency vehicles); and 2) fire lane 
       in the right-hand rear of the Town Hall parking lot.  In the summer, the white lines 
       designating the no parking zone is visible; however, cones must still be placed.  In the winter 
       months, snow cover obscures this area and cones are needed to ensure access to the fire 
       hydrant.  The traffic cones are provided by the Town and are located beside the back door to 
       Town Hall.  The applicant is responsible for returning the cones to their storage area at the 
       conclusion of each event.  
Use Fees
1.  Non-Profit Organizations:  no admission charged




No Fee
2.  Non-Profit Organizations:  admission/donation charged (one-time event):
$10.00

3.  One-time Event:








$10.00

4.  Other Weekly/Monthly Use:  






$20.00/month

Payment
1.  One-time Event:  Payment is due at time of application.
2.  Regular Use:  Fees are due to the Selectmen’s Office by the first of the month prior to the 
     start of the class.  Fees for multiple months may be paid for in advance.  Any 
     group/organization may forfeit their use of Town Hall if they are two (2) months behind in 
     payment.
Usage fees are collected in order to cover utilities, maintenance and custodial costs.
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                         POLICIES AND PROCEDURES                
Application for Use of Town Hall
Name of Applicant:  ______________________   Telephone:_______________

Address: __________________________________________________________

Date(s)/Time: ______________________________________________________
Event Description: __________________________________________________

Signature: _________________________________________________________
Liability Waiver for Instructor and Participants
Date Received/Received By: ________________________________

* Waivers will be kept on file until the termination of the class/event
Fee
Paid: _____________ Received By: _____________
*A payment log will be kept when events are held on a regular basis

Key
Date Received: _________ 
Date Returned: _________

Issue Date:  June 14, 1993

5th Revision / February 21, 2013 


