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ALIVE Center

1906 College Heights Blvd. #21095
Bowling Green, KY  42101-1095
Phone: 270.782.0082  Fax: 270.782.0922  
Email: alivebg@wku.edu
Website: www.wku.edu/alive
POLICIES OF THE ALIVE CENTER REGARDING USE OF BUILDING
1.
All organizations and persons using the building must designate a member of the group to be responsible with respect to the ALIVE Center property. This designated person, to be named on this form, will be the contact person for the organization and the ALIVE Center. This individual will ensure that all doors are locked and lights and equipment turned off when they are finished. Any specific damage is to be paid in full by the person or organization and may prohibit further use of the building. A $50.00 charge will be assessed against the organization and individual in the event of a false alarm or break-in.

2.
No custodial services are provided with the use of the building. Persons and organizations that use the building are expected to clean the building and return items (chairs, tables, utensils) to their original locations and condition. If utensils and/or dishes are used, they must be washed.  Failure to return items to their original location/condition may prohibit further use of the building by the person or organization.  

3.
All groups, persons or organizations shall agree to indemnify and hold harmless the ALIVE Center from any and all claims for personal injury, death, property damage or liability which may result from the use of the facility including, without limitation, court costs and reasonable attorney fees.

4.
The organization using the building is a nonprofit organization, and the use shall not be for commercial purposes.

5.
The ALIVE Center is a smoke-free facility, so smokers are asked to smoke outside and use ashtrays available.

6.
No firearms or illegal substances are permitted on the ALIVE Center property.

7.
All keys to the facility shall be placed in the key return box hung on the front porch at the end of the use of the building.
8.
Thermostats are pre-set and are not to be regulated/adjusted by groups using the building unless someone has shown them how to set them.

9.
The Small Conference Room seats 10 comfortably and room capacity shall not exceed 15. The Large Conference Room seats 50 comfortably and shall not exceed 60.
10.
The use of any of the meeting rooms by any nonprofit group or organization in no way constitutes an endorsement of policies or beliefs of that organization by the ALIVE Center or its affiliate, Western Kentucky University. 

11.
The ALIVE Center reserves the right to review each prospective use and determine whether it falls within these guidelines. Use of the building may be terminated at any time as deemed necessary by ALIVE Center staff. 
12.
The ALIVE Center staff may enter any of the meeting spaces at any time and on any occasion.
(please see reverse)
13.
Animals (with the exception of service animals) may not be brought into the building.

 

14.
ALIVE Center is not responsible for items or equipment left in the building before, during or after    an event.

_______________________________________ (organization’s name here) indemnifies and holds harmless the ALIVE Center from any and all claims for personal injury, death, property damage or liability which may result from the use of the facility including, without limitation, court costs and reasonable attorney fees.

_______________________________________ (organization’s contact person’s name here) further state that I have been chosen by the named organization to serve as contact person and will take responsibility to see that the areas used by my group will be left clean and orderly, all lights and equipment turned off and all doors will be locked.  I understand and agree that I will be contacted by the ALIVE Center should any irregularities occur in the use of the building.

I acknowledge that I have read and understood the Policies of the ALIVE Center Regarding Use of Building, that I have authority to act on behalf of this organization, and that we agree to abide by these policies. **Only the contact person is allowed to have possession of the key.  Any and all damages to the building will be the contact person’s full responsibility.**
_________________________________

_________________
         ____________________
(Signature of organization contact person)


(Date)

      (Room Reserved)*

_________________________________




         ____________________
(Phone number of contact person)








  (Time)
After Hours Reservation? 
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Yes
No
__________________
*Please make sure the                                                                                            








   Key Number
large room is set up like 











this when you leave:
__________________________________

__________________
                front
(Signature of ALIVE Center representative)


  (Date)
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Please provide the following information:
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Number of Participants: ________________________________________

            

                 back

Comments: _________________________________________________________________________
 ___________________________________________________________________________________


To be completed by ALIVE Center staff:
Building Key Returned? 
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        No

​​​​​​​​​​​​​​​______________________________________________

         Signature of ALIVE Center Staff Person
