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Madison Senior Center
330 West Mifflin St, Madison, WI  53703
Phone:  608-266-6581

Email: seniorcenter@cityofmadison.com
       FACILITY USE POLICY
The Madison Senior Center (MSC) offers a variety of meeting rooms, craft rooms and event spaces to the Madison area senior community, neighborhood and civic organizations, community groups, private individuals and groups, nonprofit and for-profit businesses and organizations. To make the space affordable and accessible to a wide variety of groups, an adapted pay scale for space rentals has been established. Potential renters are encouraged to schedule an appointment with staff for a tour of available spaces and equipment. All scheduled events are subject to the MSC alcohol policy and requirements (if any form of alcohol will be served.) 
Normal business hours for facility rental are Monday through Friday, 8:30am to 4pm (excluding holidays.) Evenings and weekends include all hours outside of normal business hours. All events must end by 10pm on weeknights, and 11pm on weekends. The terms “residency” and “local” are defined as having primary residence in the City of Madison. Rental rates vary according to the following classifications and conditions:
Group 1
Senior Groups or Senior Service Providers
No rental fee is charged for senior service providers or senior-related groups who wish to use the building for group or public events during normal business hours.
· A “senior group” must identify and promote itself as such, and membership must be 90% adults over the age of 55
· “Senior-related groups” advance issues or advocate for policies that directly affect senior adults in the community
· Access to the building is limited to 3 events annually, of 4 hours per event. Senior groups seeking access more frequently (on a monthly or weekly basis) should contact the MSC Facilities Supervisor to discuss
· Verification of either “senior group” or “senior-related group” status may be requested
Group 2

Local Community Groups and/or Non-Profits engaged in operational activities

No rental fee is charged for meetings or events (excluding for profit or fundraising activities) scheduled within normal business hours for local neighborhood associations, community groups, or nonprofit organizations which are service, civic and/or educational in nature.
· Access to the building is limited to three events annually of 4 hours per event. (Groups or organizations seeking access more frequently (on a monthly or weekly basis) should contact the MSC Facilities Supervisor to discuss
· Verification of qualifying nonprofit or community-based status may be requested
Group 3
The following groups and events will be subject to stated rental fees:
· Private individuals or private group events, such as: parties, weddings, graduations, and holiday celebrations

· For-Profit businesses and organizations

· Nonprofit organizations and community groups wishing to schedule events outside of normal business hours

· Nonprofit organizations and local community groups who rent the facility at any time to engage in for profit or fundraising activities. 
Set-Up 
MSC staff will set up tables and chairs for you prior to your arrival. Rooms can be set up in a variety of ways, including classroom, conference, dining, and reception configurations. We encourage potential users to meet with MSC staff to discuss your desired set up. 

Equipment Available

The following equipment is available for use during events. 

 FORMCHECKBOX 

Additional Tables (6’ or 8’)

 FORMCHECKBOX 

Screen 

 FORMCHECKBOX 

TV/DVD (2) 65” TV’s on cart
 FORMCHECKBOX 

Coffee Pot w/Water

 FORMCHECKBOX 

Dishes/Silverware for 100 ($25)

 FORMCHECKBOX 

Podium

 FORMCHECKBOX 

Easel

 FORMCHECKBOX 

Microphones (2)

 FORMCHECKBOX 

Flipchart/Paper ($15.00 charge)
 FORMCHECKBOX 

Stage Use ($40.00 charge)

 FORMCHECKBOX 

Piano Use ($40.00 charge)

Fees
	
	Normal Business Hours
	
	Evenings & Weekends

	SENIOR CENTER RENTAL FEES
	Base Fee Covers up to 4 hrs
	Additional

Hour Fee
	
	Base Fee

Covers up to 4 hrs
	Additional

Hour Fee

	FIRST FLOOR
	
	
	
	
	

	Dining Room (31’ x 67’) &

Lounge (31’ x 48’) Less than 100 ppl.
	$200
	$40
	
	$300
	$50

	Dining Room (31’ x 67’) &

Lounge (31’ x 48’) 100-200 people.
	$250
	$50
	
	$350
	$60

	Kitchen
	$65
	$15
	
	$85
	$20

	Game Room (19’ x 22’)
	$40
	$10
	
	$50  $40 if rented w/ any other space
	$15

	SECOND FLOOR
	
	
	
	
	

	Room 1 or 2 or 3 (23 x 22)
	$50
	$10
	
	$70
	$20

	Room 1&2 or 2&3 (23 x 44)
	$75
	$15
	
	$95
	$25

	Rooms 1, 2 & 3 (23 x 66)
	$110
	$20
	
	$140
	$30

	Craft Room (23x18 & 23x19)
	$50
	$10
	
	$60
	$20


Room rental, equipment, alcohol fees and security deposit should be submitted with the signed rental and alcohol agreements. Fees may be paid by check or credit card. 
Non-sufficient funds: a $25 fee will be charged by the center if a check is returned for non-sufficient funds. 

Security Deposit
A separate check for the deposit must be sent with the signed agreement and rental fee. A $50.00 security deposit is required for use of the meeting rooms, and $100 security deposit for Dining Room/Lounge rentals. The deposit covers breakage, additional fees, or necessary cleaning costs. The charge for excessive cleaning is $30/hour minimum. Deposit checks are returned 5-6 business days following the event.
Paid Attendant 

MSC hires an attendant for all events and activities after hours. The attendant monitors the scheduled use of the building and the associated policies (such as alcohol distribution.) The attendant is available for building related issues, necessary cleaning tasks, and documenting damages to property.
Accessibility
The building has automatic door entryway, an elevator and accessible bathrooms.
Food and Catering 
Scheduled events of more than 100 people are required to provide food from licensed caterers or providers. Although MSC does not have a preferred caterer list we recommend utilizing caterers identified for other city facilities (see Warner Park and Olbrich Gardens.)
A soft drink vending machine is located on the first floor.
Alcohol Service
Please see the alcohol policy, agreement and forms on our website. These state the circumstances under which beer or wine can be served at events. No spirits can be served at events at the Madison Senior Center. Nonalcoholic beverage service may be brought in or arranged with the caterer of your choice. No glass containers of any kind are allowed. 
Insurance Requirements
The Applicant will carry, and will require each subcontractor to carry, commercial general liability insurance covering as insured the Applicant and naming the City, its officers, officials, agents and employees as additional insureds, with a minimum limit of $1,000,000 per occurrence.  This policy shall also be endorsed for contractual liability in the same amount, apply on a primary and noncontributory basis and provide the City thirty (30) days advance written notice of cancellation, non-renewal or material changes to the policy during the term of this Agreement.  As evidence of this coverage, the Applicant shall furnish the City with a certificate of insurance on a form approved by the City, and, if requested by the City Risk Manager, Applicant shall also provide copies of additional insured endorsements or policy. If the coverage required above expires while this Agreement is in effect, Applicant shall provide a renewal certificate to the City for approval. 
Cancellations
Cancellation of rental made 30 days or less before the event will result in a charge of 50% of the total rental fee. Cancellation made more than 30 days will receive a full refund less 15% of the total rental fee or $25 (whichever is greater) due for administration costs. Cancellations must be done in writing and signed by the person who signed the contract. 

Inclement Weather: Forced cancellations due to inclement weather will not be penalized with notification.

Late Arrivals/No Shows: MSC staff will close the facility if renter does not arrive within 1/2 hour after contracted time and does not call MSC at 266‑6581.

Non-sufficient funds: a $25 fee will be charged by the center if a check is returned for non-sufficient funds. 

Smoking 
Smoking is not allowed in this facility or on the upstairs patio. 

Parking 
There is no parking in the circular driveway at the front of the building. This is a loading area only, and cars may be ticketed. A public parking ramp (Overture Center Ramp) is located next door. Parking is currently $1.60 an hour. This ramp may fill during overture events. For a map, visit www.madisonseniorcenter.org
Kitchen Use
Renters are required to clean sinks, stovetops, tables, counters, and carts; to bag recyclables and trash; and to sweep the floor prior to vacating. Kitchen equipment and serving items must be cleaned and returned to their proper place. Kitchen Cleaning Instructions are posted and are available for review with staff. The Madison Senior Center does NOT provide coffee, food, or paper products. Dishes and silverware for 100 are available for use. Renters are encouraged to schedule an appointment with staff to orient on equipment operation. 
Decorations
Decorations must be set-up and taken down during contracted time.
Decor: Staples, nails, pins, tape that leaves a residue and other defacing items cannot be used when decorating any interior or exterior surface. Rice, confetti, and bubbles are not allowed. 
Candles: Battery-operated or flameless candles are preferred. Flamed candles are only allowed when hurricane glass cover extends over the top of the flame. 
Required Clean Up
Renter is responsible for clearing tabletops, decorations and other miscellaneous items that were brought in the facility (i.e. boxes, food items, equipment, etc.). Renter shall deposit all garbage in designated receptacles, including appropriate recycling receptacles. Failure to comply will result in forfeiture of security deposit. Senior Center staff is responsible for setup, tear-down and removal of trash-filled receptacles. (Exception: Renter is responsible for all cleaning in kitchen.)
Amplified Music
MSC staff reserve the right to ensure the volume of music played does not disturb community neighbors. Music must end no later than 10:30pmon weekends, 9:30 pm on weeknights. DJ, performers and other music equipment must vacate the facility within contracted time, or additional charges will apply.
Firearms
Firearms are prohibited. Violators are considered trespassers and may be subject to forfeiture or a ban from the MSC.
Reservations
Contact the facilities supervisor at 608-266-6581 or seniorcenter@cityofmadison.com to see if the date(s) you desire are available. Your desired date, if available, will be held for up to 5 business days. Complete and submit the rental agreement and checks for fees and security deposit within this time frame or your hold will be cancelled. 

Payment and Billing 
Room rental fees and security deposit are to be fully paid when contract is signed. Alcohol fees and documentation are due according to timelines outlined in the Alcohol Policy and agreements. Failure to abide by these timelines may result in your reservation being cancelled or loss of the ability to serve alcohol at your event. 
Non-sufficient funds: a $25 fee will be charged by MSC if a check is returned for non-sufficient funds. 

A final bill will be sent if the event requires extended time, participant numbers are more than anticipated, additional space is used, or there is any damage to equipment or property (e.g. carpet stains, furniture breakage, etc.). The charge for excessive cleaning is $30/hour minimum. The security deposit will be held during this interval. If the final bill is not paid by the due date, the security deposit will be used toward the amount due. Any remaining balance will be sent back to the renter. If there is still money owed after using the security deposit, legal means may be used to collect payment.

Questions
Any questions or clarifications should be directed to the Madison Senior Center Facilities Supervisor at 608-266-6581or seniorcenter@cityofmadison.com
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