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TURNER COMMONS TRAINING CENTER
RESERVATION REQUEST FORM & AGREEMENT

Event: ________________________________________________________________________
Event Date(s): ________________________ Start: ___________ AM/PM End: ___________ AM/PM
Leasing Agency/Non-YOC Group: _________________________________________________
Contact Person(s): ______________________________________________________________
	Address: ________________________________________________________________
	City, State, Zip Code: ______________________________________________________
	Tel.: ___________________ Cell: ___________________ Fax: ____________________
Training Rooms Information & Pricing: (Subject to change)
Meeting Space        Cost      Deposit*      Square Feet      App. Max. Cap.**    App. Stan. Cap.***     
All Rooms               $150       $200                1830                   140                              68
Room A                   $100       $200                920                     70                                32
Room B                   $35         $200                455                     35                                18
Room C                   $35         $200                455                     35                                18
Rooms B & C          $70         $200                920                     70                                32
Conference Room   $35         $200                285                      15                                15   
*The deposit is due at the time the room is reserved and is refundable. The deposit check will only be cashed if there is property damage. **Approximate maximum capacity reflects the number of people able to be in the room with only chairs and without tables 
*** Standard capacity reflects the number of people able to be in the room with chairs and tables in standard layout

Meeting room(s) requested: (Please indicate first and second choices)
___ All Rooms (standard capacity = 68)       ___ Room C (standard capacity = 18)
___ Room A (standard capacity = 32)           ___ Rooms B & C (standard capacity = 32)
___ Room B (standard capacity = 18)             ___ Conference Room (standard capacity = 15)

Expected Attendance: _______________

All agencies using the Turner Commons Training Center (TCTC) require a training session with a member of the YOC Staff at least 24 hours prior to the event or a trained YOC staff member must be in the building for the entire length of the event.  In either event, the leasing agency is responsible for the maintenance of the room, including its equipment, securing the building if needed, and the closing up of the room when the event is over.  

YOC Staff Member: _____________________________________________________________
Staff Trainer:  ___ Yes ___ No                                       Staff Present at Event:  ___ Yes  ___ No
Leasing Agency Member: ________________________________________________________
	Date Trained: _______________ Initial (YOC): _________ Initial (Agency): _________
The following equipment is available for use in the TCTC when “All Rooms” or “Room A” are reserved.   For an additional $50 fee, you can also use a: projector, microphone, cable TV, DVD player, radio, or computer hookup with internet access.  A portable TV and DVD/VCR is available for all rooms including Rooms B & C at no additional cost.
Will you require the use of the YOC equipment?  Check all that apply:
___ Projector    ___ Microphone    ___ Cable TV    ___ DVD Player    ___ Radio    
___ Computer Hookup    ___ Portable TV and DVD/VCR (Free)
Deposit and payment are due to the YOC at the time the room is booked in order to secure the booking date.  Please make checks payable to:  Oasis Center

· You agree to be responsible for the cleaning of the room, based on the cleaning checklist, failure to complete all items on the cleaning checklist will lead to forfeiture of deposit.
· A security guard is suggested for evening events.
· Parking is limited between the hours of 7:00am to 5:00pm, Monday-Friday.  Alternate parking will need to be provided if the event is greater than 15 people during normal business hours or greater than 100 on nights or weekends*.
*Parking is available on side streets around the building
Does your agency/group hold Liability insurance as stipulated in the Service and Maintenance Agreement? Yes* / No**
*A copy of insurance certificate must be filed with the YOC 1 week prior to the event 
**The YOC reserves the right to deny access to this room if the agency/group does not have liability insurance
Will anyone need access to the room prior to event start time? Yes / No   If so, what time? _____
Will you be providing additional tables, chairs or any other equipment? Yes / No   
Specify: ________________________________________________________________

By signing this form, you agree to everything listed above and to everything that is outlined in the Service and Maintenance Agreement.
Signature: _______________________________________________ Date: ________________

Return form to: Youth Opportunity Center, 1704 Charlotte Avenue, Suite 200, Nashville, TN 37203
 (
For Office Use Only
Confirmation of Reservation
Room Availability (circle
) :
       
 
Yes        No – (list other options) __________________________
Equipment availability
 (circle): 
 
 Yes        No – (list equipment not available) 
_______________________________
Collected Fee & Deposit (circle)
:
   
 
Yes   
    
 No
Attached copy of certificate of insurability
 (circle):   
   Yes   
  
 No
If yes answered to all questions, then reservation is approved:
Room Reserved _______________________
_______________________
______________    Date_________________
Special Notes or instructions: ____________________________________________________
________________
____
)Contact: Lisa (Tel.) 615-983-6818  (Fax) 615-279-0056  (E-mail) lgreene@starsnashville.org or Nicole Stuart (Tel) 615-279-0058 (E-mail) NStuart@oasiscenter.org 
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TURNER COMMONS TRAINING CENTER
Service and Maintenance Policy and Agreement

This Service and Maintenance Policy and Agreement is intended to permit the undersigned access to the Youth Opportunity Center (YOC)* Turner Commons Training Center (TCTC) on a limited basis for meetings in accordance with the terms and provision hereof.  The YOC has facilities and meeting rooms available for public use by its affiliated agencies at 1704 Charlotte Avenue, Suite 200, Nashville, TN 37203 to persons at least 18 years of age.  YOC does not discriminate in making its premises available for use on the basis of race, color, national origin, religion, gender, age or disability.  The fact that an affiliated group or organization is granted permission to meet on YOC property in no way constitutes endorsement of the policies or beliefs of that organization by the YOC.

I. RESERVATION PRIORITIES

YOC, in its sole discretion, will determine the type and number of events to be held in the YOC facility.

II. SCHEDULING REQUIRMENTS

Meeting space at the YOC facility must be reserved at least one (1) week in advance, but may not be reserved more than three (3) months in advance.  Approval will be on the basis of type of event and the agency’s affiliated status.

All reservations for meeting room use at the YOC must be made through the YOC customer service representation at (615) 327-4455 or lgreene@starsnashville.org. 

III. PROCEDURE FOR RESERVING MEETING SPACE

A completed YOC TCTC Reservation Request Form (YOC-01) must be submitted by the undersigned and approved by a YOC representative.  Approval will be on the basis of type of event and the agency’s affiliated status.

A reservation is not considered binding until (i) this service maintenance policy and agreement is signed by the undersigned and approved by a YOC representative, (ii) all applicable fees and deposits have been paid to the YOC; and (iii) the certificate of insurance form is received.  Once the YOC receives all applicable fees, deposits and the certificate of insurance, it will mail a reservation confirmation card to the event contact listed on the Reservation Request Form.  All reservations, fees, deposits and the certificate of insurance must be received by the YOC no later than one week prior to the event.


*STARS Nashville and the Oasis Center are DBA the YOC


IV. FEES, DEPOSITS, AND CERTIFICATE OF INSURANCE

The YOC facility user fees (room cost and deposit) are due to the YOC at the time of the reservation request.  This fee covers utilities, repairs, maintenance, cleaning, and deprecation costs associated with the facility.

All fees, including room rental, deposits and cleaning fees must be paid at least one week prior to the event.   Full payment is required to secure the reservation of the room.  The deposits will be returned to the undersigned if the YOC Facility does not require special cleaning, repair(s) or additional means to otherwise return the YOC facility to its original state.

Pricing information is listed on the Reservation Request Form & Agreement (YOC-01).

Two separate checks, one for the payment and one for the deposit, should be made payable to: The Youth Opportunity Center.

A Certificate of Liability Insurance is required.  The Certificate of Insurance must name Midtown Millworks, Oasis Center Inc., and STARS Nashville as additional insured.  The Certificate of Insurance must show liability insurance of at least $1,000,000. 

A key card is available for access to the building.  If the card is lost there will be a $25.00 fine.

V. ROOM USAGE

The YOC facility is a non-smoking facility.

The YOC does not allow animals on site with the exception of animals assisting the disabled.  Emergency exits should remain clear at all times.  

Groups are expected to cooperate with YOC staff and volunteers to maintain security of the buildings and ground and to provide for the safety of all persons visiting the YOC facility.

The room must be cleaned after use based on the cleaning checklist.

Food and beverages are allowed in the building, provided the area is clean and garbage is removed from the building.

The room(s) are available for use from 6:30am to 9:45pm (7 days/week).

VI. DAMAGES AND LIABILITY

YOC is not responsible for the loss of or damage to equipment or materials owned or rented by an agency, group, or organization using its meeting rooms, neither before, during, nor after the event, or at any time.

The lessee is responsible for damages to the equipment used, cleaning fees, or injuries in excess of the deposit rate and any injuries incurred while on the property.  


VII.   ALCOHOL POLICY 

Serving of alcohol must be approved by the YOC no later than 30 days prior to the event of at the time the reservation is submitted with proper insurance and approvals.

Alcoholic beverages may be served upon YOC approval as long as the Renter applies for, receives, and displays the proper permits as required by the Alcoholic Beverage Commission and assumes all responsibility.  The sale of alcohol is prohibited.

It is the renter’s responsibility to comply with the Alcoholics Beverage Commissions (ABC) Board regulations.  Failure to comply will result in immediate cancellation of the event.

CONSUMPTION OF ALCOHOLIC BEVERAGES BY MINORS IS PROHIBITED AT ALL TIMES.  It is the renter’s responsibility to ensure that all people attending the event are over 21 years of age.  

The YOC reserves the right to require Security Officers at any event where alcohol is served.

Alcoholic beverages are permitted in the training room only after 6pm on weekdays or all day on the weekends.  Alcohol is prohibited during normal business hours.


VIII. SIGNAGE AND DECORATIONS

Nothing may be affixed or mounted to the interior walls, garage doors, or entrance doors in any way except where hanging appliances are provided.

White board should be cleaned after use and hanging items should be removed.  Please ensure that dry erase markers are used on wall white boards.  
Please note: The use of permanent markers on the wall mounted dry erase whiteboards will result in forfeiture of the security deposit.

Signage is available from the customer service representative to direct your visitors from the downstairs entrance to the upstairs training area, if needed.  All visitors should check in with the customer service representative upon entrance.

IX. EQUIPMENT, SERVICES AND FACILITIES

The YOC facility is accessible for people with physical disabilities.  Handicap parking and access to the building is located in the front of the building.

As stated in the Reservation Request Form & Agreement, there is equipment available for use in the conference rooms at a charge of $50.  This includes a projector, microphone, cable TV, DVD player, radio, and computer hook up with internet access.  The controller for this equipment is located on the wall in Room A and the actual equipment is located in the closet in Room A.  Keys for the controller box and closet are available at the front desk.  This equipment is available only when using Room A alone or the entire space.  To use the equipment, the controller is located on the wall and is operated by touching the screen where indicated.  Depending on what device you are using, press the button that indicates that device.  Then follow prompts to make the device run as desired.  Equipment training is required prior to usage.  A smaller portable TV/VCR/DVD is located in the closet in Room A as well, if needed.  Please inform the YOC ahead of time so it can be placed in the room it is needed in.  

Air temperature controls are located in Room A.  Please follow these instructions to adjust the room temperature:  first, on the screen you press “override”.  Then the temperature will blink, using the rights arrows you can then adjust as needed.  Then hit “next” and the time will flash, use the right arrows again and set the time.  Then press “done” and the room will maintain the temperature you selected for the length of time you selected.  Overhead fans are available in all rooms and can be turned on by a light switch, located at each glass entry door.

Overhead sky light blinds are available in Room A.  The closure of these blinds may be necessary when using the overhead projector.  These blinds can be opened or closed at the user’s request.  Please consult with the customer service representative if you need assistance opening or closing the sky light blinds.

The TCTC room divides into the three separate training rooms through the use of moving walls that are located in the middle of the two walls on the backside of the room and on the right side of the room.  In order to set up the walls you will need a wall wrench, which you can acquire from the front desk.  Please note:  Training is required on how to move walls prior to room usage.  Here is a summary of the instructions for those already trained on the procedure: In order to open the doors to where the walls are located you will need to pull up on the lock on the left door, located on the bottom of the door. Pull the first panel all the way to the end of the track, make the panel lie flat and then use the wrench on the slot in the side of the door on order to secure it in place.  You will be able to tell when it is secure because it will set down to the floor and will be stable.  Continue this with all the panels.  It is important that you secure the wall between Room A and B & C before securing the wall to separate Room B from Room C.  

IMPORTANT: Use caution when using panel wrench to secure walls as the wrench engagement or disengagement could cause injury.

Access to the kitchen is available with the conference rooms.  Located in the kitchen area is a dishwasher, a coffee maker, two microwaves, a warming drawer, two refrigerators and an ice maker.  You must bring your own food, dishes and/or any other supplies needed.  You are responsible for cleaning the kitchen and returning it to its original condition, or a loss of the deposit is possible.
 
IMPORTANT: Please do not make or provide anything that would cause there to be smoke, as there is no ventilation in the kitchen or training areas.  Any smoke in this area could set off the sprinkler system, resulting in property damage.  

Tables and chairs are provided and extras are available in the closet in Room A.  In order to move the tables please unlock them by lifting the lever on the wheels.  To lock them, push the levers back down.

Switches for fans are located by the door to each room.  

If you have any questions about how to use any of the equipment please contact Anna Nichols at 615-983-6820.
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By signing this Service and Maintenance Agreement, the undersigned confirms they have read both the Reservation Request Form & Agreement and the entire Service and Maintenance Policy and Agreement and acknowledges and agrees that in the event the meeting facility is made available for use the Affiliated Agency/Group/Organization:

1. The Affiliated Agency/Group/Organization agrees to abide by all the rules, regulations and policies of the YOC.
2. The Affiliated Agency/Group/Organization shall use and occupy the facility in a safe and careful manner and shall comply with all YOC policies attached hereto, city, state, and federal laws, rules and regulations.  An acceptable certificate of insurance as determined by the YOC must be provided to the YOC at least one week prior to the event.
3. The facility should not be used for any unlawful purpose or in any manner so as to injure persons or property, in, on or near the premises.
4. The Affiliated Agency/Group/Organization shall not do any act or suffer any act to be done, which will in any way mar, deface, alter or injure any part of the YOC Training Center.
5. The Affiliated Agency/Group/Organization shall indemnify and save harmless Midtown Millworks, Oasis Center Inc., and STARS Nashville from all costs, loss and expenses arising out of any liability or claim of liability for any injury to any persons or property sustained or claimed to have been sustained by reason of the use or occupation of the meeting room by the Affiliated Agency/Group/Organization or by any act or omission of the Affiliated Agency/Group/Organization or any of its officers, agents, employees, guests, or invitees, during or associated with such reservations, use or occupancy.
6. The Affiliated Agency/Group/Organization shall pay for any and all damage to the YOC training center or loss of theft of property done or caused by the Affiliated Agency/Group/Organization shall or any of its agencies, officers, agents, employees, guests or invitees.
7. YOC assumes no responsibility for any property placed in the facility by the Affiliated Agency/Group/Organization
8. YOC reserves the right to control and manage the YOC Training Center and to enforce all necessary and proper rules for the management and operation of the same for its authorized representations to enter any part of the facility at any time and on any occasion.  YOC also reserves the right but not the duty, through their duly appointed representatives, to eject any objectionable person or persons from the YOC training center and the Affiliated Agency/Group/Organization waives any and all claims and damages against the YOC or any of it officers, directors, members, agents, or employees resulting from the exercise of this authority.  
9. In the event the undersigned is without the necessary authority to bind the Affiliated Agency/Group/Organization to the terms and conditions set herein her/she shall be personally liable to YOC for all obligations and duties of the Affiliated Agency/Group/Organization described herein.
10. If YOC, at any time, pursues legal action to enforce this agreement or collect any fees owed under this agreement, the Affiliated Agency/Group/Organization will pay all costs of litigation and any attorney fees accrued by YOC in pursing any legal action under this agreement should the YOC prevail in any legal action to enforce this agreement or collect any fees owed under this agreement.
11. The facility shall not be used by The Affiliated Agency/Group/Organization for any purpose other than stated on the Reservation Request Form& Agreement and approved by the YOC.



Signature: __________________________________________________________ Title _______________________________


Print Full Name: _____________________________________________________ Date _______________________________


Organization/Group Affiliation: _____________________________________________________________________________
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