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Toquet Hall Student Coffeehouse
Rental Fee Structure

Town of Westport:

Westport Youth Serving Organization




$50/hr.

Westport Non-Profit Group





$75/hr.

Westport For-Profit Group/Private Party



$100/hr.

Out of Town:

Out of Town Youth Serving Organization




$75/hr.

Out of Town Non-Profit Group






$100/hr.

Out of Town For-Profit Group/Private Party




$125/hr.

· There is a $150 minimum for rental of Toquet Hall.

· Prices do not include staff costs

· Costs may be waived at the discretion of the Toquet Hall Governing Board

Additional Costs:

· Staff 








$20-$25/hr.

Overtime Police (depending on the nature of the event, police coverage may be required TBD

Additional cleaning costs may be applied 



$30-$50
Re-Balancing Pool Table (if moved) 




 $300-$500

· In addition to adult chaperones (Minimum: 1 per 50 students) and event organizers, Toquet Hall requires at least 1 staff member to be present at any event.

1. Eligible Groups. The Toquet Hall facility may be rented for meetings or events by Town of Westport governmental facilities, agencies or committees, Westport non-profit groups, Westport residents, non-resident non-profit groups, and for profit companies. The Term “non-resident” as used herein shall mean organizations whose office does not reside in Westport.
2. Applications. Rental applications are to be submitted on the attached form and will be approved or denied by the Toquet Hall staff and Governing Boards based on these guidelines. If approved, the renter will receive a copy of the approved application as a written confirmation. It is recommended that the application be submitted at least eight (8) weeks prior to the desired booking date. Bookings will not be reserved for dates beyond four (4) months in advance.
3. Scheduling. Toquet Hall has the right to refuse rentals that may conflict with scheduled programming or that conflict with youth related activities. Toquet Hall can only be rented for a “private” function on days when there are no operating hours. Any rental during hours when Toquet Hall maintains operating hours must remain public and may not exclude students wishing to use any aspect of the facility. If used during the operating hours of neighboring businesses, the renter must maintain a soft noise level to the satisfaction of said businesses.
4. Responsible Party. The renter (or signature on application) assumes responsibility for the rental of the requested facilities and equipment. All payments, correspondence, insurance certificate and communications regarding the use of Toquet Hall will be directed to or coordinated through this individual.
5. Fees and Deposits. The current rental fee schedule is attached. A non-refundable, non-transferable booking deposit equal to 50% of the rental fee is due at the time of the application. The balance of the rental fee and estimated additional charges are due at least 14 days prior to the event.
6. Cancellation Policy. If Toquet Hall is closed due to emergencies or inclimate weather, all use of the facilities will be cancelled and reasonable attempts will be made to contact the responsible party. It is the renter’s responsibility to notify its members and guests of the cancelled event. Whenever a Renter makes a cancellation, the responsible party should notify the Toquet Hall Coordinator or Assistant Coordinator as soon as possible.
7. Refund Policy. Booking deposits are non-refundable and non-transferable, unless the application is denied or the booking is cancelled by Toquet Hall. If the renter cancels the event with at least 7 days advance written notice to Toquet Hall, 50% of the balance of the rental fee and estimated additional charges will be refunded. If cancellation exceeds 7 days, the rental fee and additional charges will not be refunded. If applicable, the renter will receive funds within 30 days of the cancellation notification date.
8. Insurance Certificate. Toquet Hall reserves the right to require the renter to obtain comprehensive general liability insurance in amount satisfactory to Toquet Hall which amounts shall be not less than one million dollars ($1,000,000) per occurrence. The renter shall provide Toquet Hall with an insurance certificate confirming the existence of such insurance which shall name the Town of Westport, 54-58 Post Road Associates, LLC and RAND Real Estate as additional insured.
9. Indemnification. In consideration for the rental use of Toquet Hall, the renter agrees to indemnify, defend and hold harmless the Town of Westport, it’s coordinators, officers, employees, and agents including, but not limited to, the staff of Toquet Hall, from and against any and all liability, claims, actions, damages, liens, judgments, fines, penalties and forfeitures, loss and expense for injury, death, or property loss or damage, arising from or out of, directly or indirectly, the entry onto and the use of the Toquet Hall facilities by the renter, its directors, members, officers, employees, agents or invitees.
10.  Smoking and Alcohol. Smoking is not permitted in the Toquet Hall building or immediately outside the building. It is the responsibility of the renter to notify guests of this policy and supervise enforcement. Alcoholic beverages are not permitted in the Toquet hall facility (No Exceptions).
11. Custodial. The renter is responsible for all additional custodial fees (see “Fee Schedule” for rates). The custodian will be provided by Toquet Hall and will be responsible for clean-up after the event. If additional clean-up/maintenance is required, the service will be provided by the renter or organized with the Toquet Hall coordinators at the renter’s expense.
12. Pool Table. Renter is responsible for any necessary repairs or re-balancing of the table as a result of misuse by the renter. Any movement of the table will be cause for re-balancing at the renter’s expense (please see “Fee Schedule”: Additional Costs”).
13. Westport Police Supervision. The Toquet Hall staff reserves the right to determine whether police supervision of the event is needed. The renter is responsible for the organization and payment of the assigned officer(s). Police should be in attendance 15 minutes prior to the event, and an assigned officer should remain on site until all, with the exception of clean-up staff have left the building.
14. Parking. Parking is available in the Library and nearby municipal lots. No parking is allowed in designated fire lanes or the alleyway adjacent to Toquet Hall.
15. Decorations and Advertisements. All proposed decorations and advertisements should be approved by the Toquet Hall coordinator and/or assistant coordinator prior to the event, and must comply with the State of Connecticut fire regulations. All decorations and advertisements should be removed at the close of the event. Scotch tape or other adhesive is not to be used on the walls or ceiling or any surface with paint.
16.  Clean up. The renter is responsible for clean-up after the event. All trash should be secured in garbage bags and deposited in trashcans around the facility. All Toquet Hall equipment that is used for the event must be returned in the same condition and to the same location found.
17.  No Responsibility for renter’s property. Neither the Town of Westport nor any member of the staff of Toquet hall is responsible for damage or theft of any of the renter’s property or belongings brought onto, or left behind at Toquet Hall.
18.  Compliance with State and Town laws and Toquet Hall policies. Renters must comply with all applicable laws and regulations including but not limited to safety, fire, zoning laws, and regulations must comply with all Toquet Hall policies regarding rental of the facility and equipment. Renters must adhere to the Toquet Hall Code of Conduct as enclosed with this application and as posted on the facility wall. Toquet hall reserves the right to terminate any rental, which is not in compliance with these, or any other policies governing the use of the Toquet Hall facility. Attendance must not exceed the limit determined by the Westport Fire Marshall.
19.  Food Service Guidelines.  Any rental in which food will be served to the public and a fee will be charged for admission to the event, the renter is required to contact the Westport-Weston Health District (227-9571) for the proper permits and guidelines.
REQUEST FOR RENTAL OF TOQUET HALL STUDENT COFFEEHOUSE
We (I) 





 Tax Exemption # 



Hereby apply for permission to use Toquet Hall Student Coffeehouse on: 



	Date (s)
	Time(s)
	No. Attending (Not to exceed 200)

	
	
	


Admission charged?  YES

 NO

 If yes, proceeds used for


Equipment needed: (Please note that additional charges may be applied)

Sound System:

Recreational Equipment:

Office Equipment:

Microphones


Television



Folding Chairs

Monitors


DVD Player



Folding Tables

Speakers


Pool Table



Paper/Pens/Pencils

Mixer



Cue Sticks and Pool Balls

Computer

Insurance Required (Please see policy for specifications and attach copy of proper insurance certificate).

Rental Fee:

Security Deposit





$



Rental Charge:  ()





$



*Custodial Fee





$



**Staff Fee: ()






$



Additional costs agreed on




$




***Total Rental Charge




$



*May be required after rental and will be deducted from security deposit

**At least 1 required

***(Please make checks payable to Town of Westport Youth Services)

We (I) have read and agree to abide by the policy and regulations for Toquet Hall Student Coffeehouse.

Signature of Renter: 




 Date:




Address: 














(Street, City, Zip)

Phone & E-mail: 











Signature of Toquet Hall Staff:









Please fill in all required information and return all copies to:

Kevin Godburn, Toquet Hall Student Coffeehouse.

110 Myrtle Ave, Room 200, Westport, CT. 203-341-1155. toquethall@hotmail.com 

