Talbot County Parks & Recreation
Facility Rental Agreement Form

Phone: 410-770-8050 ¢ Fax: 410-822-7107
Office Hours: Monday-Friday  8:00 AM-4:30 PM
TalbotParks.org | parks@talbotcountymd.gov

Meeting/Event Title: Expected Attendance:
Activity Description:
Event Date(s): Rental Start Time: Rental End Time:

To access your space before your event, additional time may be reserved (subject to availability) at an
additional cost. Rooms MUST be vacated by the Rental End Time.

i i Gymnasium:
[]Ice Rink []Skip Jack Room y O Full Gy
(11 Court/Half Gym
[] Curling Rink [ Tuckahoe Room (] Pickleball Court(s)
[ Wye Oak Room [1Pro Shop [] Sport Field
Sport:
[]Chesapeake Room Location:

Responsible Party Name:
Reservation contact must be in attendance and available as the on-site contact for staff & emergency purposes

Name of Organization/Group (ifapplicable):

Address:

Street City State Zip
Cell Phone: Secondary Phone:
Email Address:

Set-up Instructions:

Describe your desired room layout (# of tables, chairs, classroom, theater, banquet, dance floor, vendors, etc.) A floor plan may be required for larger events.

Will food/drink be served? {J Yes [J No Will alcohol be served? [J Yes [ No

Ifyes, event insurance and required permits must be provided prior to the event.

For Office Use Only:
Date Received: Check Cash Charge Amount: Date Paid: Staff Initials:




DAMAGE WAIVER

I, the undersigned, assume responsibility for any damage caused by this group and agree to reimburse
Talbot County for all costs thereof within ten (10) days of being billed by the County. I agree to assume
liability for damage as determined by the Parks & Recreation Director. Failure to reimburse Talbot
County for damage may result in legal action. [ have read and understand the Rental Rules and
Regulations hereinbelow and agree to abide by them. In signing this Damage Waiver, I certify that [ am
legally authorized to assume responsibility for this group.

Please Note: During County office hours, persons in charge of activities are accountable to the Talbot
County Recreation Department. If an activity interferes with County business or conduct is not in
accordance with accepted standards, the activity may be halted and all persons removed.

Signature Date

GENERAL LIABILITY RELEASE

I, the undersigned, in consideration of permission to use Talbot County facilities and services
hereunder, indemnify, release, and hold harmless Talbot County, its agents, officers, and employees
from any liability for injury, loss, or damage, including death, which may occur while using the facilities
or participating in activities. If signing on behalf of an organization or group, I certify [ am authorized to
act on behalf of the group, and this release is binding on the group, as well as our respective heirs,
personal representatives, successors, and assigns to the extent permitted by law.

Photography Notice: Talbot County Parks & Recreation may take photographs or video during facility
use for promotional, informational, and marketing purposes. By entering the facility, attendees

acknowledge they may appear in such media.

[ have read and understood this release prior to signing.

Signature Date

RENTAL RULES & REGULATIONS ACKNOWLEDGMENT
By signing below, I acknowledge that | have read, understand, and agree to all Talbot County Parks &
Recreation Rules & Regulations. [ specifically acknowledge the following key items:

Reservation time includes setup, decorating, event, and cleanup.

The room must be fully vacated by the end of the reservation.

[ am responsible for the conduct of all guests, who must remain in the designated rental area.

Events involving alcohol require proper permits and insurance, and all alcohol must remain in

the reserved area.

e AV/projector equipment and Wi-Fi are provided as available; functionality is not guaranteed,
and I am responsible for testing equipment in advance.

e [am responsible for removing decorations and trash and leaving the space clean.

e Failure to comply with any rules may result in termination of the event, additional fees, and/or

denial of future rentals.

[ further acknowledge that [ have read, understand, and agree to all other rules outlined in the Rental
Rules and Regulations hereinbelow, including occupancy limits, prohibited items, political events,
outdoor trash rules, vehicle restrictions, and enforcement policies.

Signature Date

Print Name



10.

11.

12

Rental Rules and Regulations

Reservation & Payment: A completed Rental Agreement Form and full payment are required at the time of
reservation. Reservations should be made at least forty-eight (48) hours in advance whenever possible. Forms
may be submitted in person, by email, or fax during business hours to the Talbot County Community Center.
Payment is accepted by cash, check, or credit card (in person, by phone, or online).

Reservation Time: Reservation time includes setup, decorating, event time, and cleanup. The room must be
fully vacated by the end of the reservation time. To access your space before your event, additional time may
be reserved (subject to availability) at an additional cost. Rooms MUST be vacated by the Rental End Time. All
events must vacate the building by 11:00 PM unless approved by the Director. Failure to vacate may result
in additional fees, denial of future rentals, and/or involvement of law enforcement.

Room Set-Up, Clean-Up, & Equipment: Room setup requests must be submitted in advance. Staff will set up
the room based on the provided floor plan and handle breakdown. Renters must remove all decorations and
personal items and place trash in provided receptacles before leaving. Tables and chairs are limited; additional
equipment may be rented by an outside vendor at the renter’s expense.

Cancellations: To cancel a reservation, please call 410-770-8050 or email parks@talbotcountymd.gov. No
refunds will be issued for cancellations made less than ten (10) business days prior to the scheduled
reservation. In the event the facility must close due to severe weather, emergency conditions, or other
unforeseen circumstances, refunds or rescheduling options will be provided.

Authorized Representative & Guest Responsibility: Applications for events held by an organization or
group must be completed by an individual authorized to act on behalf of the group. The individual signing the
rental agreement must be at least twenty-one (21) years of age and must always be present during the event.
The renter is responsible for the conduct of all guests, who must remain within the designated rental area.
Events must comply with maximum occupancy limits for the rented space. Misconduct and/or failure to
follow these Rules and Regulations may result in the event being terminated and the group being
directed to vacate the premises, in which case no refunds shall be issued for lost event time.

Non-Profit Organizations: Non-profit rates may be available to verified 501(c)(3) organizations and are
subject to approval. Proof of verified 501(c)(3) to be submitted with Reservation Form. Reduced rates are not
available for private events or events charging admission or vendor fees without approval.

Alcohol & Facility Use: Events involving alcohol must provide insurance coverage and obtain required
permits, including an alcoholic beverage license. Alcohol must remain in the reserved area. Unauthorized
alcohol use will result in immediate termination without refund and may involve law enforcement.

Use of the facility for any activity in violation of federal, State, or local laws or regulations is prohibited and
may result in termination, law enforcement involvement, and/or denial of future rentals.

Political events (other than County functions) must be approved by the Director.

Decorations & Prohibited Items: Only blue painter’s tape may be used on walls or surfaces. Glitter, confetti,
fog machines, and open flames (including candles) are prohibited. All decorations must be removed at the end
of the event. Talbot County is not responsible for lost or unattended property.

Technology & Wi-Fi: Some rooms include AV /projector equipment and complimentary Wi-Fi. Functionality
of technology is not guaranteed, and technical support may not be available during evenings or weekends.
Renters are encouraged to test equipment in advance.

Surveillance Notice: Talbot County Parks & Recreation facilities may be monitored by video surveillance
systems 24 hours a day. Recordings may be used for security, rule enforcement, damage assessment, and law
enforcement purposes.

Outdoor Events & Trash: All outdoor events shall comply with Talbot County Park Rules and Regulations and
all applicable provisions of the Talbot County Code. All trash must be placed in the dumpster(s) with lids fully
closed. If dumpsters are full, renters are responsible for removing additional trash from the site. A fine may be
issued if trash is left behind. No vehicles are allowed on grass areas.

. Enforcement: Talbot County Parks & Recreation staff reserve the right to enforce these Rules and Regulations.

Any disruptive, destructive, unsafe, illegal, inappropriate behavior, or misrepresentation of an event, may
result in immediate termination, forfeiture of fees, denial of future rentals, and/or involvement of law
enforcement.



Talbot County Community Center Facility Rental Rates & Information

Room Rental Rate Capacity Features
56 w/ Tables ¢ Meetings or gatherings
Wye Oak S75/hr 90 Theater Style e AV System & Projector available
e AV System & Projector available
Chesapeake $75/hr 54 w/ Tables e Bathroomsin room
Available April-October 80 Theater Style L .
¢ Catering Kitchen available
P 48 w/ Tables e Bathroomsinroom
Sklp]ad{ $50/hr 60 Theater Style e Skating parties, exercise classes, or small meetings
48 w/ Tables . . ,
50/hr e Skating parties or small meetings
Tuckahoe >50/ 50 Theater Style
Pro Shop S40/hr 40 w/ Tables e Skating parties or small meetings
$120/hour ¢ Banquets, weddings, large meetings
Curling Rink or 300 w/ Tables * No Projector; Audio available
Available April-October Event Package- $800* 400 Theater Style e Kitchen access available with Chesapeake Room rental
(2 hr. min.- subject to availability)
Sept.-Mar. $375/hr e Limited Availability Sept.-March
Ice Rink Apr.-Aug. $325/hr 300 Max * Perfect for private ice skating, ice hockey, & party rentals
Available Year-Round Weekdays (8AM-3PM) Occupancy e Skate rental is available at an additional cost.
$250/hr e Party Packages available (Separate Form)
Sports: $50/court/hr » 2 full-sized basketball courts or volleyball courts or 6
) Pickleball $20/court/hr pickleball courts
Gymnasium Other Events: Contact for Pricing 1,100 Max Occupancy |, Large events- meetings, banquets, vendor events, etc.
Floor Protective Cover- $150 .
(Required at facility discretion) e Party Packages Available (Separate Form)

Curling Rink Event Package- $800
e Up to 8 consecutive hours (set-up, event, and cleanup)

e Upto 3 hours of complimentary decorating/vendor setup the
evening before or morning of the event (subject to availability)

e Additional event time: $120/hour

Rental Information

e Talbot County Employees receive 25% off eligible rentals.

e Eligible 501(c)(3) organizations may qualify for reduced rates (approval required).

e Additional decorating/setup time may be reserved at an additional cost (subject to availability)
e Rooms MUST be vacated by the Rental End Time.

Questions or Availability Requests - 410-770-8050 | parks@talbotcountymd.gov

Rates, room availability, and policies are subject to change.




Room Set-Up Examples

Using the setup examples below, please indicate how you would
like the room arranged for your event in the space provided on Page 1 of this packet.

For larger events, renters may be required to provide a floor plan showing the requested room layout, including the

T
=]
==k

placement of tables, chairs, stages, dance floors, decorations, and other equipment.

BANQUET

Generally used for meals and sessions involving small group discussions. A five foot round table seats eight people comfortably. A six foot round table seats 10
people comfortably.

E-SHAPE, U-SHAPE AND T-SHAPE

Appropriate for groups of fewer than 40 people. These are best for interaction with a leader seated at the head of the setup. Audiovisual is usually best set up at
the open end of the seating

SCHOOLROOM OR CLASSROOM

The most desirable setup for medium to large-size lectures. Requires a relatively large room. Tables provide attendees with space for spreading out materials and
taking notes.

THEATER

Appropriate for large sessions and short lectures that do not require extensive note-taking. This is a convenient setup to use before breaking into discussion or
role-playing groups because chairs can be moved.

CONFERENCE AND HOLLOW SQUARE

Appropriate for interactive discussions and note-taking sessions for fewer than 25 people. Many hotels have elegant "boardrooms” for 10 to 20 people, equipped
with full audiovisual capabilities, a writing board, cork board and a flip chart.
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