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Main Campus Facilities
Wytheville Community College makes its Main Campus Facilities available to non-profit organizations in the college’s service region and state agencies for meetings or other events on a space available basis. The WCC Crossroads location in Galax and Smyth Education Center in Adkins are leased facilities and spaces within those facilities are therefore not available to reserve for non-WCC use.

The following College facilities are available as space permits:

· Large lecture rooms

· General purpose classrooms

· Conference rooms

· College grounds, i.e., parking lots and patio area

· Snyder Auditorium

Availability of Facilities

Wytheville Community College continues to experience increased enrollment and classroom space along with space for student activities is in greater demand than ever before.  The College reserves the right to cancel a scheduled facility reservation should activities of the college require use of the space.  Organizations seeking a guaranteed venue that cannot be cancelled should seek to reserve facilities elsewhere.  If it becomes necessary for WCC to cancel a facility reservation, every attempt will be made to relocate the event to another area or to reschedule within 30 days based on availability of facilities. The college’s mission of serving our students is WCC’s top priority and meeting the needs of our students comes first.

Facilities are not available on legal or college holidays, or during registration and exam periods. Events cannot interfere with the normal operation or educational programs of the college. The use of college facilities will be automatically cancelled when the college is closed due to inclement weather. 

Reservation of Facilities

A facility utilization agreement must be completed, submitted and approved by the WCC Facilities Coordinator in order to reserve space at the WCC Main Campus.  A copy of the approved agreement will be provided to the event sponsor.  Individual WCC faculty and staff members do not have the authority to grant facility usage requests. Verbal reservations are not binding.  Reservations should be submitted at least 30 days prior to a desired event.  (Facility Reservation Form follows on page 5, 6, 7, 8).
Criteria Used for Approval of Requests
In general, requests for space are approved if:

· the sponsoring organization is a public agency or a nonprofit private organization, including state employee associations as defined in Executive Memorandum 2-93, Use of State Agencies and Institutions’ Meeting Rooms by State Employee Associations.
· the function planned does not duplicate or conflict with the College programs or the College mission; does not interfere with normal college operations or with public access to college buildings; does not violate any laws, leases or other contracts; the activity is compatible with the safety and security of the College community; and no fee is charged by the sponsoring organization.
· suitable space is available and the College can accommodate the arrangements requested.

WCC reserves the right to impose reasonable conditions to assure compliance with regulations, and to reject an application from an organization or group that has previously misused facilities or breached an agreement.

Terms of Use

The event sponsor must agree to indemnify and hold harmless WCC from any loss, damage, liability expense, claim or demand that may arise as a result of the sponsor utilizing college facilities. 

An inspection of the facility will be made by WCC before and after the event. It is expected that property and facilities shall be returned in the same condition as found. User’s property and equipment must be removed from college facilities immediately following the event. 
The event sponsor will be financially responsible for any damage as a result of the sponsored event and will be charged for the cost of replacement (based on pricing obtained by WCC) for damaged or removed property. 
All WCC buildings are smoke free. Smoking is permitted outside at smoking receptacle areas located a minimum of 25’ from building entrances.  No smoking is permitted on covered breezeways.

WCC does not provide copier, phone or fax services, flipcharts for seminars or workshops, and/or clerical services.
All non-college events must end by 11:00 p.m.

Appropriate supervision for events involving children must be provided. A designated event sponsor adult must remain at the event until all minor children have been picked up by parents or guardians.
Fees
WCC does not currently charge a room rental fee for use of space.  However, fees to cover the cost of janitorial services and to provide building access will apply at the following rates: 
If the event has ten people or more and is scheduled for an hour or longer and requires services beyond the college’s established janitorial services contract, a janitorial fee of $13.50 per hour will be charged. A minimum of 4 hours janitorial fee will be charged. If janitorial services are not required, the event sponsor is responsible for all cleanup and trash removal.
If an event occurs outside the hours of regular campus security coverage, a building access fee for unlocking the building for the event and then relocking the building after the event will be charged at a rate of $13.50 per hour. A minimum of 4 hours will be charged.
Scheduling the Snyder Auditorium allows use of the “house lights” only (located above the seating area). If your event requires use of the stage lights, the college may be able to provide a technician for a fee of $25.00 per hour, based on availability of staffing and current operating condition of the equipment. WCC does not guarantee that a technician will be available to provide stage lighting. 
Audio Visual - A stationary microphone can be supplied for meetings. Audio Visual is available from 8:00 a.m. until 5:00 p.m., Monday-Friday. Laptops and LCD projectors are not available on weekends.  Event sponsors may bring in their own equipment for use, but technical support from WCC will not be provided. 
Security

Outside groups using facilities and requesting Security must hire either Wytheville Town police officers or Wythe County deputies. WCC’s Security Department is not responsible for event security.
Availability of campus security personnel is limited and cannot be used to provide services for non-college users of the facilities. Security needs for parking and crowd control, etc., are the responsibility of the facility user.

Event Promotion
Sponsoring colleges, community organizations or outside groups using WCC facilities may not use the Wytheville Community College name in association with the external program to state or imply WCC sponsorship, cooperative programming, or endorsement.

Food and Beverages
Food and refreshments may be served in certain facilities. The user group is responsible for providing refreshments, for cleanup, placement of trash in containers, and for repair of any damaged or soiled furniture, floors or walls. The user group is also responsible for the cleanup of any outdoor areas which are utilized.  Items such as table cloths, water pitchers and glasses, etc., must be provided by the user group. 
Alcoholic beverages are prohibited on the WCC campus.

Food and beverages are prohibited in the Snyder Auditorium.

Parking 
Ample parking is available around the WCC Campus. Handicap spaces are clearly marked and should be utilized only by vehicles bearing official handicapped driver designation. 
Event Signage

Any signage that the event sponsor proposes to place on campus to promote the event, as well as the proposed location of the signage, must be approved in advance by the College. Signage should be submitted for review at least 10 days prior to the event.  

Questions

For more information about the scheduling of available facilities at Wytheville Community College contact the Facilities Coordinator at (276) 223-4887.
WYTHEVILLE COMMUNITY COLLEGE

FACILITIES RESERVATION FORM


1000 East Main Street * Wytheville, VA 24382
Phone (276) 223-4887 * Fax (276) 223-4778
Application for Use of Facilities by Community Groups and Organizations

Please read carefully the Facility Use Policy for Wytheville Community College. Your signature on this form acknowledges that you have received and have read WCC’s Facility Use Policy (pages 1-4) and agree to abide by the policy and the fee structure as part of this application.  Please fill out this form completely.

Name of Organization: ____________________________________________________

Organization’s Representative and Contact Information:



Name:

_______________________________________________



Address:
_______________________________________________



Phone:

_______________________________________________



Fax:

_______________________________________________



E-Mail:
_______________________________________________

Please insert quantity needed for event:

_____
Classroom

_____
Conference Room

_____
Meeting Room

_____
Auditorium

_____
Grounds

Date of Event:
_________________________________________________________

Name of Event: ________________________________________________________

Description of Event: ____________________________________________________

Start Time for Event: ____________________________________________________

End Time for Event: _____________________________________________________

Number of Attendees: ____________________________________________________

Audio Visual Needs:
____________________________________________________

Will Food or Beverages be Served? _________________________________________

Additional Comments Regarding Event:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

1. The undersigned hereby represents himself/herself as an authorized agent of the organization below, and as such, makes application to Wytheville Community College for the use of college facilities.

2. It is understood that a completed application must be submitted in order to make a facility reservation at the college. The college cannot reserve space without this form.
3. A college telephone may be used for emergencies during the event, and Campus Security must be notified in the event of any emergency or disturbance. Campus Security may be contacted by calling 276.223.4713.

4. It is understood that non-college groups are not authorized to release the college telephone number to the public for the purpose of the college providing information on the scheduled event. Further, it is understood that non-college groups will not promote or advertise an event as being sponsored or co-sponsored by the college and should not list the college telephone number as a source of information on the event. If there is a question about what constitutes “sponsored or co-sponsored by the college,” the college’s Public Relations Coordinator should be consulted. 

5. It is understood that the use of alcohol is prohibited on campus, and the use of tobacco products is prohibited in all college buildings.

6. It is understood that the number of participants shall not exceed the authorized capacity of the facility reserved.

7. The fee structure in pages 1-4 of this agreement will be applied.  The college will invoice the organization for any fees due and payment is due to the college within 10 days after the event.  Failure to make payment in a timely manner will result in the organization not being allowed to reserve college facilities again.
8. Groups will remove all of the organization’s property and equipment from college facilities immediately following the event.

9. All contracts between the college and outside entities that go beyond this Application for Use of Facilities must be approved in advance by the Attorney General’s Office.

10. By signing this application, my organization agrees to indemnify and to hold the college harmless from any loss, damage, liability, expense, claim, or demand that may arise or be caused in any way by use of the college facilities.
For Virginia State Agencies: To the extent permitted by the laws of the Commonwealth of Virginia, the using agency shall be responsible for the acts or omissions of its agents and employees causing harm to persons not a party to this contract. Nothing herein shall be deemed as an express or implied waiver of the sovereign immunity of the Commonwealth.

I understand that the College reserves the right to cancel a scheduled facility reservation should activities of the college require use of the space. I understand that if my organization is seeking a guaranteed venue that cannot be cancelled, my organization should seek to reserve facilities elsewhere.  
_____________________________________  
Name (printed)                                                    
_____________________________________

Signature

_____________________________________

Title (printed)
_____________________________________
Date                                                                     
Return completed application to: Shonna Turner, Facilities Coordinator, Wytheville Community College, Bland Hall room 215, or fax to 276.223.4778.



For Campus Use: 
Approved _____________  
Denied ____________ 
Date_______________________________________
Space approved __________________________________________________________
Janitorial Charge: _________________________________

Building Access Charge: ___________________________

Amount Charged ___________________   Date Paid  __________  Check __________
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