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COMMUNITY ROOM USE GUIDLINES

Benton REA makes its Community Room available to eligible nonprofit organizations and community
groups in support of educational, civic, and community-focused activities. Use of the Community Room is
a privilege and may be approved, denied, modified, or revoked at Benton REA's sole discretion.

Eligibility

The Community Room may be used by: Nonprofit organizations, educational institutions, and other
community organizations approved by Benton REA

Prohibited Uses

e Private parties or personal events

e Commercial or for-profit activities

e Political campaign activities

e Partisan advocacy

¢ Worship services or religious instruction

¢ Demonstrations, protests, lobbying efforts, or activities intended to influence public opinion
regarding political, regulatory, legal, or public policy matters

e Activities prohibited by law

Reservation Priority
Reservations are granted based on the following priority:

1. Benton REA business needs
2. Benton REA sponsored or partnered events
3. Eligible community organizations approved by Benton REA

Benton REA reserves the right to cancel, reschedule, or relocate any reservation if the facility is needed
for cooperative business purposes.

Application and Approval

¢ Organizations must submit a completed Community Room Request Form.

e Approved organizations must reapply annually. Applications for the following calendar year may
be submitted beginning each October.

e Approval for one year does not guarantee future approval.

Hours of Use

¢ Use of the Community Room is limited to approved reservation times.
e Organizations may only access the facility during their approved reservation period.



Community Room Use Guidelines

Occupancy
¢ Occupancy may not exceed the posted room capacity.

Access

¢ Organizations approved for use will be issued one (1) access card.
e The designated organization representative must check out the access card from Benton REA's
front desk during normal business hours prior to the scheduled event.
¢ Following the event, the access card must be:
o Returned to the front desk during normal business hours; or
o Placed in the designated after-hours drop box immediately following the event.
e The organization is responsible for safeguarding the access card at all times. Lost, damaged, or
unreturned access cards may result in replacement fees, suspension of future reservations, or
revocation of Community Room privileges.

Audio/Visual Equipment

* Audio/visual equipment is not available for after-hours use.

*  During normal business hours, limited use of Benton REA audio/visual equipment may be
approved for special circumstances at Benton REA's discretion.

¢ Requests must be submitted in advance and require approval by Benton REA. Approval is subject
to staff and Information Technology availability. Benton REA does not guarantee technical use
during any event.

Food and Beverages
Food and non-alcoholic beverages are permitted. Alcohol is prohibited.

Safety and Security
The following are prohibited:

¢  Smoking or vaping inside the facility or within 25 feet of entrances

¢ lllegal substances

¢ Alcohol

¢ Open flames

e Hazardous materials

*  Weapons

¢ Only service animals trained to perform tasks for an individual with a disability are permitted.

Room Setup and Cleanup

The Community Room is provided in its existing configuration. Tables may not be moved, relocated, or
reconfigured because they are connected to floor electrical and data systems. Moving the tables may
damage equipment or create a safety hazard.



Community Room Use Guidelines

e QOrganizations are encouraged to schedule a walkthrough before their event to confirm that the
room’s existing setup meets their needs.
e Chairs may be rearranged but must be returned to their original locations after the event.

Organizations are responsible for leaving the Community Room in the same condition in which it was
found. This includes:

¢ Removing all materials, decorations, food, and supplies

e Returning chairs and other movable furnishings to their original locations
¢ Disposing of trash in designated receptacles

¢ Cleaning tables, counters, and other surfaces used during the event

e Securing the room and facility upon departure

Damage and Liability

Organizations are responsible for any damage caused by participants, guests, contractors, or vendors
associated with their event. Benton REA reserves the right to recover costs associated with repairs,
replacement, cleaning, or restoration. Benton REA is not responsible for lost, stolen, or damaged personal
property.

Non-Endorsement

Use of the Community Room does not imply Benton REA sponsorship, endorsement, or support of any
organization, event, program, or viewpoint.

Policy Violations

Community Room privileges may be suspended or revoked for violations of this policy, property damage,
safety concerns, failure to return access devices, or other conduct deemed inappropriate by Benton REA.
Benton REA reserves the right to suspend or revoke Community Room privileges at its sole discretion.

Contact Us

For more information about the Community Room and these guidelines please call Benton REA’s Member
Experience Department at 509-786-2913 or email support@bentonrea.org. Reservations may be made by
filling out the online form at www.bentonrea.org/member-programs/community-room-reservations.



