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Meeting Room Use Policy

Available equipment:

1. 70 chairs

2. Five 5’ round tables (seats 30)

3. 15 rectangular tables (seats 45)

4. Carts to store tables and chairs

Charges to renter:

1. Cleaning after event (cost to be determined)

Renter will provide:

1. Manpower to set up and break down furniture 

2. Manpower to clean spills, dispose of trash and wipe down tables.

3. Required audio-visual equipment and technical support for equipment

4. Insurance 

a. Proof of liability insurance with Pajaro Valley Community Health Trust, CHS and Watsonville Community Hospital Corporation as additional insured ($1 million limit)

Room charge:

1. Charged to other than nonprofit only (rate to be determined)

Time available:

1. 8:00 a.m. – 5:00 p.m. (when staff is onsite only, exceptions on an individual basis)
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Policy for Scheduling Meeting Room

As a service to our community, the Pajaro Valley Community Health Trust offers a large conference room.  The Pajaro Valley Community Health Trust reserves the right to deny access to the room upon the recommendation of the Chief Executive Officer. 

1. The meeting room may be reserved in advance, on a first-come-first-serve basis. The room is available Monday-Friday. Renters are required to file a Conference Room Application, which lists the renter’s name and purpose, the name, address and phone number. The renter will take full responsibility for adhering to the Meeting Room Guidelines and will be responsible for any damage that occurs during the use of the room.

2. Renters are required to provide proof of liability insurance listing the Pajaro Valley Community Health Trust, CHS and Watsonville Community Hospital Corporation as an additional insured ($1 million limit).

3. Renter will be responsible for any room cleaning charge.

4. Renters will put a disclaimer on their printed meeting notices that reads: “The Pajaro Valley Community Health Trust makes the meeting room available to organizations for their meetings. The use of the Pajaro Valley Community Health Trust Conference Room does not imply the Pajaro Valley Community Health Trust’s endorsement or approval of the groups’ activities or actions.”

5. Once an application has been filed, the room may be reserved by phoning the Pajaro Valley Community Health Trust Office at 761-5639.

6. Reservations must be made for specific hours, which will include set-up and clean-up time.

7. No renter may reserve the room for more than 12 times in a year. Reservations may be made up to 3 months in advance.

8. Attendance will be limited to 100 people.

9. Smoking is not permitted in the building at any time.

10. Parking map and directions to facility will be available through the Trust.  Meeting participants will park in designated areas only.

11. Phone in lobby of building for emergencies only and linked to the hospital operator

12. Leave the meeting room in a clean and orderly condition.  Remove excess trash, clean any food or beverage spills and wipe down tables.  

13. Do not use tape, screws, or drive nails into any doors, walls or woodwork.

14. Use the appropriate entrance and door to the meeting room to minimize staff interruptions. 

15. No furniture may be dragged across the floor.  Please bring two people for set up of your event.

16. Activities must be conducive to an office environment.
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Application for Use of the Meeting Room

Renter Organization

Contact Name

Address

Phone Number




FAX Number 

E-Mail Address

Nonprofit ID Number

Brief Description of Agency/Renter: 


Purpose of Meeting: 


Date/s Requested: 




Time From

   To

Number of Attendees: 

Liability Policy #

Proof of Insurance Attached   Yes
           No

Once this application has been filed for use of the meeting room, meetings may be scheduled by phoning the Pajaro Valley Community Health Trust Office at 831-761-5639 between 8:30 a.m. and 5:00 p.m. Monday through Friday.  Scheduling is done on a first-come-first-serve basis.  Please notify the Pajaro Valley Community Health Trust immediately of any cancellations.

Renters will put a disclaimer on their printed meetings notices that reads:  “The Pajaro Valley Community Health Trust makes the meeting room available to organizations for their meetings.  The use of the meeting room does not imply the Pajaro Valley Community Health Trust’s endorsement or approval of the organization’s activities or actions.”

__________________________________________
_____________________

Signature of Applicant




Date
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