
S ECT IO N 1 -P U R P O S E

1.1 P U R P O S E. T he City ofBaraboo encouragesthe use ofthe m eeting room sin the M unicipalBuilding,located at 101 S outh
Boulevard inBaraboo,w hentheusedoesnotinterferew iththenorm alfunctionofthebuildingandw hentheuseconform s
to the guidelinesofthisP olicy.M eeting room sare available foruse by groupsand forthe presentation ofinform ational,
educationalorrecreationalprogram s.M eeting room sare intended foruse by largergroups,and therefore am inim um
attendancerequirem entm ay beim posed.

T heCity doesnotadvocateorendorsetheview pointsofm eetingsorm eetingroom users,andm eetingroom usersm ustnot
publicizetheireventinany m annerthatim pliesthatitissponsored,co-sponsored,endorsed orapproved by theCity unless
perm issiontodosohasbeengiveninadvanceby theCity Adm inistrator.

S ECT IO N II-P O L ICY

2.1 GEN ER A L R ES ER VA T IO N T ER M S .

2.1.1 Advancereservationsarerequired touseam eetingroom ,and theindividualm akingthereservationm ustagreeto

abideby thisP olicy andallotherapplicablelaw sandregulations,inadditiontoagreeingtoindem nify theCity.

2.1.2 Individualsm ay requestaspecificm eetingroom ;how ever,room sw illbeassignedby City staffbasedonthesizeof

groupand room availability.

2.1.3 First preference for reservationsw illbe for City sponsored and associated m eetingsand program s. S econd

preferencew illbetoothergovernm entagencies. T hirdpreferenceshallbeforlocalnon-profit/com m unity groups.

2.1.4 Eatinganddrinkingisprohibitedinallm eetingroom sw ithoutpriorw rittenauthorizationfrom theCityAdm inistrator

ordesignee. T hedecisiontoallow foodand/ordrinksisinthesolediscretionoftheCity Adm inistratorordesignee.

2.1.5 M eetingroom sm ustbeleftinacleanandorderly conditionaftertheiruse. Forexam ple,garbagem ustbeproperly

disposed of,table/chairsreturnedtothepositionthey w ereinpriortotheuse,andaudiovisualequipm entm ustbe

properly stored. City staffm ustbeinform edim m ediately ofany dam agethatoccurstoCity property duringtheuse

ofam eetingroom .S eealso:S ections2.3.2 and2.3.3.

2.1.6 T em porarily orperm anently attachingitem stothew alls,doorsand fixturesinm eetingroom sisprohibited.

2.1.7 T heCity retainstherightto m onitorallm eetings,program sand eventsconducted on theprem isesand in m eeting

room stoensurecom pliancew iththisP olicy andotherapplicablelaw sand regulations.

2.1.8 City staffm usthavefreeaccesstom eetingroom satalltim esandnoentry orexitdoorm ay belocked orbarred.

2.1.9 M eetingsm ust be held during regularbuilding hours;how ever,w ith advance notice to the City Adm inistratoror

designee,specialaccom m odationsm ay bem adeform eetingroom usageoutsideofregularbuildinghours,inw hich

caseany City costsassociated w ith the use ofaroom outside ofregularbusinesshours,such asstaffingto ensure
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thebuildingissecureafterthem eetingroom use,w illbethesoleresponsibilityoftheapplicantandtheprepaym ent

ofthecostsm ay berequired.

2.1.10 T he City,asdeterm ined by the City Adm inistratorordesignee,retainsthe absolute right to deny areservation

request.

2.1.11 T he City,asdeterm ined by the City Adm inistrator,Fire Chief,P olice ChieforCity Engineerortheirrespective

designees,m ay term inateareservationatany tim eforany reasondeem ed tobesafety related.

2.1.12 A violationofthisP olicy m ay resultinareservationbeingterm inated,theviolatorbeingrem ovedfrom thebuilding,

theindividualorgroup beingunableto m akefutureroom reservations,and any otherlaw fulrecourseavailableto

theCity.

2.2 P R O HIBIT ED U S EO FR O O M S . T hefollow ingusesofCity m eetingroom sisstrictly prohibited:

2.2.1 U se that involvesthe sale,advertising,solicitation (including the solicitation of donationsand gifts) and/or

prom otionofproductsandservices,includingpoliticalralliesand fundraisers.

2.2.2 P ersonaland fam ily m eetingsandparties.

2.2.3 U se that requiresafee ofany kind,including entrance feesorparticipation fees,w ith the exception offees

associatedw ithparticipatinginCity sponsored orrelated functions.

2.2.4 U seintended,directly orindirectly,toobtainclientsorcustom ersforafor-profitserviceorcom pany.

2.2.5 U se that involvesillegalactivity and/oractivity that m ay pose asafety riskto personsorproperty,including any

activitythatinvolvescom bustiblem aterialsoranyotherdeviceorobjectthatm aytriggerasm okealarm orsprinkler

system .

2.2.6 U se that supports,advocatesfor,encouragesorresultsin any discrim inatory practice oractivity,w hetherdone

intentionally orunintentionally,including,butnotlim ited to,m eetingsthatarenotopento an individualbased on

theindividual’sage,race,creed,physicalorm entaldisability,religion,gender,genderidentity orsexualorientation.

2.2.6 Any otherusethattheCity reasonably believesw illviolatethepurposeorintentofthisP olicy.

2.3 FEES .

2.3.1 Exceptasotherw isedescribedinthisP olicy relatingtoCity costs,reservationsarefreeofcharge.

2.3.2 IfCity staffprovidescleanupofaroom afteruse,am inim um feeof$25w illbechargedtotheindividualw hosigned

upfortheuseoftheroom . T hetotalfeeam ountw illdepend ontheactualcostofcleaning. Any feechargedm ust

bepaidw ithin30 daysofthedateoftheCity’sinvoiceorinterestintheam ountof1.5% perm onthshallaccrue.

2.3.3 Dam agetoCity property,w hetheraccidentalorotherw ise,thatiscausedby apersonattendingam eetingheldina

m eeting room shallbe the sole responsibility ofthe individualw ho signed up forthe use ofthe room . T he City’s

actualcoststo repairany dam ages,plusany applicable adm inistrative costsand fees,shallbe charged to the

individualw ithpaym entduew ithin30 daysofthedateoftheCity’sinvoiceorinterestintheam ountof1.5% /m onth

shallaccrue.


