ROSWELL CULTURAL ARTS CENTER
POLICIES & PROCEDURES
Approved by City Council 11-15-99
(as amended through 11-11)

The use and scheduling of the Roswell Cultural Arts Center, and its components, shall be managed on an annual basis contingent on the following criteria:
1. Authority
A. The Cultural Arts board shall have advisory oversight of the Center.   As to the Center, the role of the Board is generally defined as follows:
1. Sets all policies and fees for the Cultural Arts Center property, subject to approval of the Roswell City Council.
		2.	Recommends rules and regulations governing the use of the Cultural Arts Center, 			subject to approval of the Roswell City Council.
3.	Reviews and discusses the overall operation of the Cultural Arts Center.
4. 	Reviews and approves Resident Status for the Resident Companies at the Cultural 	Arts Center, subject to approval of the Roswell City Council.
5.	Promotes and enhances the use of the Cultural Arts Center.
6.     	Other duties as outlined by municipal ordinance.

B. The Historic & Cultural Affairs Manager shall have responsibility for the operation of the Center, and shall act on behalf of the City of Roswell in management, supervision, and control of the facility.  The Manager may designate the Cultural Arts Center Coordinator or other individuals to represent the City in managing these policies.

2. 	Resident Companies
A. Definition:  A Resident Company of the Roswell Cultural Arts Center is defined as a local arts organization that is a non-profit 501(c)3 or similar status  organization  as recognized by the United States Internal Revenue Service that has a contract with the City that gives the organization and the city long term benefits outside of the normal rate structure of the venue.
B. In return for a reduced rate of market rental fees, each resident company shall agree to provide services for the citizens of Roswell outside of their normal performance and production schedule.  These services shall be determined by mutual agreement of each resident company and the Cultural Arts Board in a contract.  This contract shall be reviewed and approved by the Resident Company, Cultural Arts Board, City Attorney and City Council.
C. The Cultural Arts Board may recommend a reduced rate for Resident Companies based on desired revenue as part of the Cultural Arts Center’s annual budget process. 
D. The Cultural Arts Center may have up to four resident companies.  These Resident Companies may represent the four different disciplines of dance, opera, orchestral music and theatre. 
E. Resident Companies shall be designated by recommendation of the Cultural Arts Board and approved by the City Council on a two-year basis.  An evaluation of the resident status shall be made at mid term.  At the end of the two-year term either party may decline to renew the resident status.

Additional Criteria established by the Cultural Arts Board include:
F. Resident Companies must be a non-profit 501 (c) 3 or similar status organization.
G. Must have a contract with the City that gives the organization and the City mutual long-term benefits outside of the normal rate structure of the venue.
H. Must be a local arts organization.
I. Must provide services for the citizens of Roswell outside of their normal performance and production schedule.
J. Must support the goals for the Cultural Arts Center as defined by the Cultural Arts Board.
K. Must present a “season” of three or more performances.
L. Must provide benefits to other Roswell institutions such as businesses, schools, etc.
M. Must contribute to the overall diversity of the cultural life of the community.
N. Must have a positive history as a primary user of the Cultural Arts Center.
O. Must provide increased recognition of the City of Roswell as a community that supports the performing arts.
 
P. Resident Companies shall be required to use the following line on all public materials: “Support for this production/performance is provided in part by the City of Roswell.”

3.	Contracts
	A.	All contracts shall be in writing and executed for and on behalf of the City of Roswell.
            B.	All contracts for users other than resident companies shall be reviewed and approved by both the Historic and Cultural Affairs Manager and the Cultural Arts Center Coordinator, 	subject to annual review according to the guidelines as established by the Cultural Arts Board of this approval authority.
C. Each facility Lessee shall agree to indemnify and hold harmless from and defend the City, and Mayor and members of the City Council and their agents, and employees, against any and all claims for liability or judgement for any injury to or death of any person or damage to property whatsoever caused by, created by, or in any way connected with the use of the Center by Lessee.
D. The Lessee is required to return the RCAC Work Sheet  and Cost Projection along with all other contract documents in order to determine arrangements, special services, labor and 	equipment necessary for the staging and proper management of the event. Details provided on the Work Sheet will be confirmed by the Cultural Arts Center staff no 	later than 30 days prior to the contracted rental event date, Failure to provide confirmation of Work Sheet details may result in additional charges as incurred by the City of Roswell..

4.	Right to Cancel
A. A Lessee may cancel a contract at any time.  Cancellations less than twelve (12) months prior to an event will incur cancellations fees.  The following refund policy applies: If cancellation is submitted to Cultural Arts Center Coordinator before the first reservation date:
1.	Twelve months prior, Lessee will receive a full deposit refund less a $100 cancellation fee. 
2.	Between 12 months and 6 months, Lessee will have full amount of deposit charged as cancellation fee.
3.	Between 6 months and 1 month, Lessee will have deposit and half the minimum rental fees charged as cancellation fee; 
4.	Between 1 month and the date of the event, Lessee will have deposit and the full minimum rental fees charged as cancellation fee.
B. Resident Companies who wish to deviate from their Standard Calendar must cancel their dates with the approval of the Cultural Arts Center Coordinator and negotiate re-scheduling through the Cultural Arts Center Coordinator.
	C.	Requests for new dates by those who cancel shall not be made until after May 1 annually.			Additional dates as available only after other groups have booked.  These dates will also			be charged at regular market rate.

5.	Rules and Regulations
The Cultural Arts Board may, from to time, recommend to the Council a list of operating “House Rules and Regulations” to be followed by all Lessees, staff and other personnel using the Center.

6.	Rental Policies
A. All rental fees shall be paid with lawful money of the United States, certified check or other manner deemed adequate by the City Administrator.  All rental fees and related charges shall be deposited by the Cultural Arts Center Coordinator or the City’s Finance Division, if specified.
B. Lease agreements for all users may be executed up to 24 months prior to usage dates with a deposit of one-half (1/2) of estimated use charges due at lease signing.  If the reservation date is less than six months prior to the booking date the lease agreements shall be executed at the time of the reservations.  .  If the reservation date is greater than six months prior to the booking date, the lease agreements shall be executed and submitted along with all required deposits and documents within 30 days from the date the reservation is made or the reservation will be forfeited. The remaining fees will be invoiced to the Lessee following the event, which amount shall be due no later than thirty (30) days following issuance of such invoice.
C. The rental includes only the portion of the facility indicated in the use agreement, normal clean-up, heating and air-conditioning service, and the appropriate use of dressing rooms.  The rental does not include any special services, labor or equipment not supplied by management under the terms of the lease agreement.  A minimum level of facility and equipment supervision is required.
D. The city shall designate an organization as Technical Crew for events held at the center. This designee shall be selected by the Cultural Arts Center Coordinator.
E. Lessees must use the Center’s contracted technical crew for lighting, sound and rigging, subject to prior arrangement and certification by the Center’s technical crew, with the following exception:  
Companies presenting a minimum of 12 performances per season have the authority to use alternate technical crews with the express approval of the Cultural Arts Center Coordinator and the Center’s contracted technical crew for sound and lighting.  The Cultural Arts Center Coordinator and its contracted technical crew 		reserve the right to refuse the approval of any individual or organizations that they feel are not qualified to operate the Center’s equipment.
F. The use of the Center’s lighting, sound, and rigging equipment is for the enhancement of the Lessee’s event and may be withdrawn in case of abuse.

G. For the protection of the equipment and the safety of persons occupying the stage areas, the Center, through its technical crew, reserves the right to request the removal of any member of the Lessee’s crew whose conduct or procedures maybe considered damaging to the equipment or hazardous to the safety of any person occupying the space.  In the case of a dispute, appeal may be made to the Cultural Arts Center Coordinator.

H. The Cultural Arts Center Coordinator, or a designated House Manager, will be present at the center for event periods.

I. As a matter of practice, requests for performance and event dates shall be made in writing to the Cultural Arts Center Coordinator within the following guidelines:
1.	The Cultural Arts Center shall maintain its scheduling calendar 24 months out.
2. Standard Calendar shall be established with the following: 
A. Dates for each production of performances for each Resident Company per their contractual commitment to time allotted.
B. The months of May and June shall be reserved for recitals of dance companies. These companies shall have first refusal of dates.
C. Remaining dates open to other arts organizations and school groups that wish to rent the facility for performances.
3. Season is defined as July 1 – June 30, e.g. July 1, 2000 – June 30, 2001
4. All dates for Resident Companies will be set by May 1 for the following two year contract period.
5. Scheduling will be open to all Lessees after resident company’s dates have been confirmed. 
6. Whenever possible, at least one (1) set of alternative dates shall be provided by the Lessee.

J. The rental fee schedule for the Center shall be based on the rates recommended by the Cultural Arts Board and approved by the Roswell City Council as part of the City regular budget process.

K. Non-profit organizations’ rental fees may not be waived except with the approval of the Cultural Arts Board (or by the approval of the Mayor) and with the following stipulations:
	1)  Must be a 501(c) 3 non-profit organization based in Roswell
	2)  All proceeds should be designated for a specific charitable use other than for the direct
	     benefit of the organization using the Roswell Cultural Arts Center.
	3)  The following will be paid by user:
		a)  all technical fees
		b)  minimum $75 daily maintenance fee
		c)  any repairs or direct costs to the facility attributable to user
	4)  Only one annual request can be made by each non-profit organization
	5)  Thursdays, Fridays, Saturdays, Sundays, and holidays will not be available.
	6)  Requests will not be considered more than six months in advance of event.

	L.	Lessee agrees that all materials pertinent to the event which are not the 				possession of the facility will be removed from the premises by the expiration 			date of the contract.  Any set pieces being disposed of that are not made from 			cardboard or paper products can NOT be placed in dumpster or left outside 			dumpster. Any disposable set pieces made from wood must be removed from City 		property by Lessee on the expiration date of contract and can not be placed in 			dumpster.
 
The Roswell Cultural Arts Center shall be authorized to remove, at the expense of Lessee, all materials remaining in the rented space or on City property at the termination date of the Rental Contract for a minimum fee of $500.  The Lessee agrees that the Roswell 		Cultural Arts Center shall in no way be responsible for loss, damage or claims 	against   material removed from facility under this provision.
7.	Event Period
The Event Period is a period of time when the facility is used to present an event attended by the public, audience or member of a group.  The Event Period is also that period when the facility is used for the purpose of broadcasting, televising, recording or filming an event.

8.	Non-Event Period
The Non-Event period is the period of time when the Lessee occupies the facility but it is not open to the public or audience and the lobby and front of the house could otherwise remain closed.  The Non-Event period would include rehearsals and moving in or out of sets and equipment.  

9.	Ticket Sales and Box Office
A. The Lessee may elect to sell their event tickets themselves or may use the Cultural Arts Center’s ticketing system for the sale of their event tickets. If the Lessee utilizes the Cultural Arts Center’s ticketing system, service charges and staff fees may apply.
B. Lessee shall have the right to determine ticket price to each event produced by its organization.  Prices may be scaled depending on day, time, seat location, group or other discount and other conditions provided such pricing is compatible with Ticket Office technology and ability to provide clear, quality service to the customer.
C. Lessee may designate any number of “house” seats for its own purpose including complimentary tickets, staff use or for promotional purposes.  .
D. The Center reserves the right to hold for its own use, at no charge, two (2) house seats for every event at the facility. Said house seats shall primarily be for the purpose of monitoring operations at the Center. In the event house seats are not utilized for any performance, they will be returned to sale inventory not later than one hour prior to a performance.
E. All Lessees must provide a full report of all ticket sales for each performance including number of all complimentary tickets distributed no later than 30 days following the performance.

10.	Concessions
A. Pre-Show, Intermission, Post-Performance 
The City reserves all concessions rights for the sale of all food and beverage on the premises for its own benefit.  The City, at its own discretion, may designate an individual, group or company to provide concession sales at all or some performances, or allow the producing organization to provide concession sales and retain all or a portion of the 	proceeds. All producing organizations providing concessions must pay a $50 fee and must obtain the approval of the Cultural Arts Center Coordinator for the location of all concessions to be served in the facility.
B. Souvenir and Gift Sales
Programs, records, tapes or other merchandise related to a performance or to the producing organization may be sold at designated locations throughout the Center as approved by the Cultural Arts Center Coordinator.  Such sales may be subject to a fee to be determined annually by the Cultural Arts Board on an annual basis as part of the budget process.

11. Alteration of Leased Premises
Each Lessee shall take the premises in the condition the Lessee finds them, and in the event any Lessee finds it necessary to remove or change the location of any stage, rigging, or equipment, such changes shall be made at the Lessee’s expense with the approval of the Cultural Arts Center Coordinator; and the Lessee shall agree to return all such equipment, stages or rigging back to the condition in which it was found following each Event Period if necessary.  Any stage equipment or rigging modifications must receive written permission of the Cultural Arts Center Coordinator and shall be under the supervision of the Center technical crew at the Lessee’s expense.


12. Observance of Law
All Lessees of the facility shall comply with all laws of the United States and the State of Georgia and with the ordinances and policies of the City of Roswell and regulations of the Roswell Cultural Arts Center.  The public policy of the City of Roswell is declared to be equal opportunity for all persons.  The Cultural Arts Center shall be available to all persons on an equal basis without regard to race, color, sex, religion, national origin, marital status, age, or physical handicap.

13. Copyright Infringement
	Royalty payments and copyright clearance is the sole responsibility of the Lessee.  Lessee must 	accept all responsibility for and absolve the Center and the City from any liability or expense 		arising out of the use of any composition, work or material covered by copyright.

14. Protection Clause
The Cultural Arts Center Coordinator, after consulting with the Cultural Arts Board, may deny rental of the Center to any user for various reasons, including, but not limited to:
	A.	If it reasonably appears that the potential Lessee will not be able to cover the potential 			rental fees or will default on the contract.
B.	Failure to follow the rules and regulations of the Facility.

15.	Appeal Process
	In the event a dispute arises between the Lessee and a member of the Center’s staff, the Historical 	& Cultural Affairs Manager will review the facts and make a determination.  If the Lessee is not 	satisfied with the determination of the Historic & Cultural Affairs Manager, the Lessee may bring 	the matter before the Cultural Arts Board, which may recommend to the Council that the 	manager’s decision be reversed or modified in whole or in part.  The Council may reverse, 	modify or affirm the manager’s decision.

16	Default by Lessee
In the event that the Lessee shall fail to perform, keep and observe any of the terms, covenants or conditions of the contract to be performed, kept or observed, the Cultural Arts Center Coordinator shall give the 	Lessee written notice of such default and in the event said default is not remedied to the satisfaction and the approval of the Center within the time specified by the Cultural Arts Center Coordinator, the Lessee may be declared in default and all of its rights hereunder shall be terminated.  At the direction of the Cultural Arts Center Coordinator, the Lessee shall vacate the Center and have no right to further operate therein and shall forfeit all rights under the contract to any monies due or paid the Center in the forms of rent, deposits, etc.


17. 	Safety
It is the responsibility of the Lessee to familiarize themselves, their agents and employees with the safety procedures and regulations governing all parts of the facility used by the Lessee.  If necessary, the Cultural Arts Center Coordinator, or his/her agent, will meet as often as necessary to provide proper safety instruction..

18. 	Insurance
The City of Roswell shall require the Lessee to furnish evidence of public liability insurance.  Upon written notification, the Lessee shall procure said insurance which limit shall not be less than $1,000,000 (or limit established by the City) for death or bodily injury to one or more persons and damage to or loss of property in one occurrence.  The insurance policy must remain in force during their occupancy.  A Certificate of Insurance of the policy shall be submitted along with all other required contract documents in accordance with Section 6.B. 

19. 	Advertising
Posters, flyers and other promotional or informational materials may be placed in designated locations with approval from the Cultural Arts Center Coordinator.  All material advertising a 	performance or production must include: “The Roswell Cultural Arts Center is located at 
950 Forrest Street, Roswell, Georgia”.  All materials of the Resident Companies shall be reviewed with the Cultural Arts Center Coordinator prior to disbursement.  Resident Companies shall coordinate advertising and marketing efforts whenever possible.

20. 	Artistic Integrity
The Center hereby affirms the right of the Lessee to artistic control of its performances or events and further affirms Lessee’s right to free expression provided all other contractual obligations are satisfied.  The Center shall not interfere with the direction, acting, performance or design or attempt to alter or cut any work performed at the Center.  The Cultural Arts Center Coordinator may require appropriate notice in advertising or publicity that work contains material which may be considered objectionable to some patrons.

21. 	Amendment
	These policies may be amended at any time by recommendation of the Cultural Arts Board to the 	Mayor and City Council.  Mayor and City Council must approve all amendments.
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