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VILLAGE OF SOUTH ROXANA COMMUNITY CENTER RENTAL POLICY

PURPOSE
The purpose of this policy is to establish rules, procedures, and standards governing the reservation and use of the Village of South Roxana Community Center in order to ensure safe, orderly, equitable, and responsible use of the facility.
ELIGIBILITY
The Community Center is available for use by residents and non-residents of the Village of South Roxana. Individuals reserving the facility must be at least eighteen (18) years of age and shall be responsible for compliance with this policy, the rental agreement, and all applicable federal, state, and local laws.
RESERVATION PROCESS
Reservations shall be made through the Village Hall during normal business hours. A reservation shall not be considered approved until:
(a) the required rental agreement has been completed;
(b) all applicable fees and deposits have been paid unless waived by the Village; and
(c) the reservation has been approved by the Village.
Reservations may be made up to six (6) months in advance. The individual making the reservation shall be considered the primary responsible party for the event.
RENTAL FEES
Rental fees shall be established by the Village and may vary based upon residency status, rental duration, and day of use. Additional charges may apply for overtime use, damages, excessive cleaning, policy violations, or other costs associated with the rental.
DAMAGE/CLEANING DEPOSIT
A refundable damage/cleaning deposit may be required for rentals as determined by the Village. The deposit may be retained in whole or in part for:
(a) damages to the facility or equipment;
(b) excessive cleaning requirements;
(c) overtime occupancy;
(d) policy violations; or
(e) unpaid fees associated with the rental.
If damages or costs exceed the deposit amount, the renter shall remain financially responsible for the balance.
FACILITY USE
The Community Center shall be used only for lawful purposes consistent with this policy and all applicable federal, state, and local laws. The Village reserves the right to deny, revoke, terminate, or cancel any reservation for violations of this policy, unlawful conduct, safety concerns, prior misuse of Village property, conflicts with governmental operations, false information on rental documents, or other legitimate governmental purposes.
ALCOHOL POLICY
Alcoholic beverages are permitted for private events only and may not be sold on the premises unless specifically approved in writing by the Village. All events involving alcohol must comply with Illinois law and Village ordinances. The renter is responsible for ensuring alcohol is not provided to minors or intoxicated persons. The Village reserves the right to terminate any event involving disorderly conduct, unlawful activity, unsafe behavior, or violations of this policy. No admission fee, ticket sales, cover charge, alcohol sales, fundraising activity, merchandise sales, or similar paid-entry activity shall be permitted without prior written approval of the Village.


SMOKING POLICY
Smoking, vaping, and the use of tobacco products are prohibited inside the Community Center in accordance with Illinois law.
DECORATIONS AND FACILITY RESTRICTIONS
Nails, staples, tacks, tape, adhesives, or any material which may damage walls, doors, floors, ceilings, tables, fixtures, or equipment are prohibited unless specifically approved by the Village. Only approved non-damaging decorative materials may be used.
CLEANING RESPONSIBILITIES
Renters shall remove all decorations, dispose of trash properly, wipe down tables and chairs, sweep and mop floors as necessary, and leave the kitchen and facility in clean condition.
Failure to properly clean the facility may result in forfeiture of the damage/cleaning deposit and additional charges.
EVENT SUPERVISION
The renter or designated responsible representative shall remain present at the facility during the entire duration of the event. The renter shall be responsible for the conduct and actions of all guests, invitees, vendors, and attendees.
FACILITY ACCESS
The Village may provide remote access to the facility for approved rentals. Unauthorized duplication, sharing, or misuse of access credentials or entry methods is prohibited and may result in cancellation of the reservation and denial of future rentals.
EMERGENCY PROCEDURES
The facility is generally not staffed during rentals. In the event of an emergency, renters shall immediately contact 911 and follow posted evacuation procedures. Renters are responsible for maintaining a safe environment during the event.
EVENT TERMINATION
The Village may immediately terminate an event or require guests to vacate the facility for:
(a) unlawful conduct;
(b) disorderly behavior;
(c) unsafe conditions;
(d) violations of Village policy;
(e) alcohol-related violations;
(f) smoking violations;
(g) property damage; or
(h) failure to comply with instructions from Village officials or law enforcement.
Termination of an event shall not entitle the renter to a refund.
CANCELLATION POLICY
Cancellation requests must be submitted to the Village. Refund eligibility, if any, shall be determined according to Village policy and the timing of the cancellation. The Village reserves the right to cancel reservations due to emergency conditions, governmental necessity, facility maintenance issues, safety concerns, or violations of Village policy.
NO PREFERENTIAL TREATMENT
No Village official, employee, elected official, volunteer, or affiliated organization shall receive preferential scheduling priority over previously approved public reservations unless required for official governmental purposes.
EMPLOYEE COMPLIMENTARY USE
Full-time Village employees may receive one (1) complimentary Community Center rental per calendar year for personal, non-commercial use, subject to availability and compliance with all rental policies and deposit requirements. This provision does not create a vested right or entitlement and may be modified, suspended, or revoked by the Village at any time.
FEE WAIVER OR REDUCTION
The Mayor, Village Administrator, or Village Board may approve a waiver or reduction of rental fees for governmental, educational, charitable, nonprofit, community service, employee appreciation, or public benefit events when determined to be in the best interest of the Village. Approval of a fee waiver or reduction does not exempt renters from compliance with facility policies or damage/cleaning deposit requirements unless specifically waived by the Village.
LIABILITY
Individuals renting or using the facility assume responsibility for damages, losses, injuries, claims, or liabilities arising from use of the Community Center. The renter agrees to indemnify and hold harmless the Village of South Roxana, its elected officials, officers, employees, and agents from claims arising from the renter’s use of the facility, except to the extent caused by the willful and wanton misconduct of the Village.
AMENDMENTS
The Village of South Roxana reserves the right to amend, revise, or update this policy at any time. All renters shall be subject to the most current approved version of this policy.
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