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ANDOVER PUBLIC SCHOOLS
ANDOVER, MASSACHUSETTS

J. EVERETT COLLINS CENTER RENTAL POLICY and AGREEME NT

Adopted by the Andover School Committee on Jurf998, and
revised November 10, 1998, September 16, 2001e8uyatr 19, 2003 and September 26, 2006.

Effective retroactive to September 1, 2006., pessord organizations must comply
with the following rules and regulations establsigy the Andover School Department.

. Parties wishing to reserve the Collins Center amontact the Collins Center Manager between the
hours of 10:00 a.m. and 6:00 p.m. Monday througtayrby calling 978-623-8642.

a. Forms are required to be completed prior to thewxen of the Agreement for use of the
Collins Center and can be obtained from the Collieater Office at Andover High School, 80
Shawsheen Road, Andover, Massachusetts 01810.

Persons and organizations using the Collins Cevitebe charged certain fees such as those to
cover the cost of the time required to preparddhgity for use, restore the facility to an accaye
condition after use, secure the facility after ssmport of performance activities, administration,
maintenance, police security, fire safety, andosthf These fees shall be in addition to any rental
charge. All fees and rent are payable to the AndBublic Schools in a manner set forth below.
Fees payable to the police and fire departments beusiade directly to the departments and in
separate checks.

Persons and organizations renting the Collins Cemeerestricted to the specific area(s) approved
and the nearest toilet facilities. Faculty roonseterias, etc., unless separately rented, are off
limits.

If school aged youngsters are involved in actigitedequate and responsible adult supervision shall
be provided at all times during the activity. Enimgo the Collins Center will not be allowed until
responsible supervision is present, and at thelgsion of the activity a responsible adult from the
renting organization must remain until the lastrygster has safely left school property.

. Weekday rentals (Monday through Thursday) shallex¢¢nd beyond 11:00 PM without the written
permission of the School Business Administratdnisrdesignee.

. The renter will be charged for the time necessagyrépare the facility for use, cleanup, and secure
the facility after use. Under no circumstanceslshalistodian be responsible for supervision of
participants before, during, or after an activity.

. The use of the Collins Center shall not be allowtde school is in session.

a. The examination of the Collins Center may be cotetlievhile school is in session provided
prior arrangements are made.
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All decorations are used, including sets and sgemeust be flame retardant and adhere to local and
state fire codes.

No sets or scenery shall be left set up on theesfagng the week without the written approval of
the Collins Center Managers.

Refreshments of any kind are prohibited insideGb#ins Center.

a. Refreshments may be served/sold in the lobby Wwighprior permission of the Collins Center
Manager. The use of the cafeteria may be secoremhfadditional fee.

b. Food service requiring kitchen facilities, food jpaeation or use of cafeteria equipment or
utensil will necessitate the employment of a sclvadéteria supervisor(s) to oversee use. The
renter shall be responsible for the cost of sasrsor(s).

c. Alcoholic beverages of any kind are prohibited ohaol property.
Smoking is prohibited everywhere inside schoollitas and on school grounds.

Established capacities shall not be exceeded wgecircumstances. The seating capacity of the
Collins Center is one thousand two hundred (1,200¢h includes twenty six (26) handicapped
seats. An area for wheelchairs is also available.

All technical equipment in the Collins Center is#able for use. A qualified technician, selectgd b
the Collins Center Manager, shall be employed kyrémter at an additional cost to provide
technical and operational assistance.

If damage to school property or equipment resthis cost to repair or replace the property or
equipment shall be the responsibility of the reotespproved user of the Collins Center. Failure to
do so will result in that person or organizatioingedenied use of the Collins Center in the future.
Court action may also be taken by the School Depant, if necessary.

. A renter must provide the Andover Public Schoolthwai policy of liability insurance in the amount

of one million dollars ($1,000,000) naming the ToefrAndover, the Andover School Committee,
and all their offices, agents, employees, etcnasred.

Any unchartered, unincorporated, or informal groupndividual renting the Collins Center must
sign a statement releasing and forever dischatgmdown of Andover, the Andover School
Committee, and all their offices, agents, employets from liability (see page 5). Only those
whose names appear on the form will be allowedstothe Collins Center.

When custodial services are required, the rentikbeicharged a fee to include a minimum of one
guarter hour before the activity commences ancsomable amount of time, as determined by the
Collins Center Manager, to secure the facilityha&t ¢onclusion of the activity.

The following rules and regulations shall be slyieinforced:

Collins Center Rental Policy and Agreement Pagé&



2006-2007

Curtains shall not be altered or removed withoatghor approval of the Technical
Coordinator.

Tape used to mark the stage floor shall be plagtasking and duct tape are not to be used. At
the conclusion of the rental, all tape and othtarations to the stage must be removed.

At the conclusion of the rental the stage shalldterned to its original condition.
No alterations or changes shall be made to the stagnterweight system.

No alterations or changes shall be made to theesaisi the stage fly bar units.
No alterations or changes shall be made to thériglsystem.

No alterations or changes shall be made to thedssystem.

All questions regarding the use of the Collins @erate to be directed to the Collins Center
Manager or in his/her absence, the Senior Custatidhgh School Principal.

19. If a performance requires rehearsals, the rentébwiassessed an hourly rental fee equal to offie ha
the hourly rate established for the actual perforcea

a.

Rehearsals shall not begin before 4:30 p.m. on dagek

20. Rental of the Collins Center does not cover theafisgher high school facilities. For example,
rental of the Collins Center does not include tbe of the cafeteria. An additional fee shall be
assessed for use of other school facilities.

a.

b.

If both the Collins Center and other school faigfitare rented, additional custodian(s) will be
assigned and the renter will be charged in accaelaith theSchedule of Rental Rates and
Fees For the Collins Center.

The rental of the Collins Center entitles the rettte use of the Band and/or Chorus Room at
no additional costdowever, these rooms are not available most weekday

21. Failure to comply with these rules and regulatisilsresult in the forfeiture of the future right t
rent any Andover School facilities.

22. The Andover School Committee or its designee resetive right to cancel any performance or other
activity involving the Collins Center whenever.iis sole discretion, such cancellation is deemed to
be in the best interest of the Andover Public S&hoothe Town of Andover.
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RELEASE

In consideration of one dollar ($1.00) and othduahle considerations to the undersigned paid by th
Town of Andover and the Andover School Committée, ieceipt whereof is hereby acknowledged, the
undersigned hereby remises, releases and foresehatges the said Town and School Committee and
all their officers, agents, and employees, and edcdem, of and from all debts, demands, actions,
causes of action, suits, accounts, covenants, agsiragreements, damages, and any and all claims,
demands and liabilities whatsoever of every nanterature, both in law and in equity, which against
the said Town and School Committee and their aficagents, and employees, and each of them, and
their heirs, successors and assigns, the undedsigpve has or ever had, and more especially on atcou
of personal injuries which the undersigned mayesufthile on school premises.

Witness my hand and seal this day of , 20

NAME

STREET

CITY/TOWN, STATE, ZIP CODE

Signed in the presence of:

NAME

STREET

CITY/TOWN, STATE, ZIP CODE

DATE
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SCHEDULE OF RENTAL RATESAND FEESFOR THE COLLINS CENTER

All rates are PER HOUR. The hour begins at the daal
time of arrival and ends at the actual time of dearture.

ANDOVER BASED GROUPS AND ORGANIZATIONS

Non-Profit For-Profit
Facility, Service or Equipment Organization Organization
Collins Centeperformance) including the above $110.00 $135.00
Cafeteria $35.00 $50.00
Band Room $35.00 $50.00
Chorus Room $35.00 $50.00
Additional Bathrooms $15.00 $25.00
Kitchen $35.00 $50.00
Classrooms (per) $25.00 $35.00
Custodial Services (per person Mon. — Sat.) $30.00 $30.00
Custodial Services (per person Sun. & Holidays) .$20 $40.00
Technical Director including consultation and plingn $55.00 $55.00
Setup / Stage Preparation $75.00 $100.00
Stage Hands (per person)* $14.00 $18.00
Food Services Personnel (per person Mon. — Sat.) 4.382 $24.30
Food Services Personnel (per person Sun. & Holjdays $32.40 $32.40

OTHER GROUPS AND ORGANIZATIONS

Non-Profit For-Profit
Facility, Service or Equipment Organization Organization
Collins Centelperformance) including the above $135.00 $165.00
Cafeteria $50.00 $65.00
Band Room $50.00 $65.00
Chorus Room $50.00 $65.00
Additional Bathrooms $25.00 $35.00
Kitchen $50.00 $65.00
Classrooms (per) $35.00 $45.00
Custodial Services (per person Mon. — Sat.) $30.00 $30.00
Custodial Services (per person Sun. & Holidays) .30 $40.00
Technical Director including consultation and plexgn $55.00 $55.00
Setup / Stage Preparation $100.00 $100.00
Stage Hands (per person)* $14.00 $18.00
Food Services Personnel (per person Mon. — Sat.) 4.362 $24.30
Food Services Personnel (per person Sun. & Hol)days $32.40 $32.40

*Crew charge will be 1.5 times hourly rate aftegrgihours in one day.
**All Rates and fees are subject to change withwdr notice. **

The Callins Center Technical Director will oversee all engagements. Under no circum&suveill the
Collins Center be rented without tBellins Center Technical Staff.

Rental rates includ¢éhe use of the Collins Center Lobby, auditoriurtage, backstage and offstage
spaces, Band and Chorus Roofmsekends only),and dressing and nearest toilet facilities. Also
included are the following:
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» Lighting equipment. Anything needed beyond thdlic®Center inventory will have to be rented
at an additional charge.

* Audio equipment. Sound reinforcement system uidicly speakers, microphones, stage
monitors, etc. A cassette player and compactplesger are also available.

» Other equipment currently on site chairs, talhled lectern.Not Including Pianos.

Rates and Fees DO NOT INCLUDEe following:

* Fire detalil e Ushers

* Police coverage * Additional stage lighting

» Parking lot attendants » Additional sound equipment
» Ticket printing * Pianos

» Ticket sales » Concession sales

« Special effects

Maintenance Fees A fee of twenty-five cents ($0.25) shall be assesper ticket sold for any
performances or other functions held at the Colesiter. The purpose of this fee is to fund theiirep
and replacement of equipment. It shall be the mesipdity of the renter to provide an accurate,
verifiable accounting of its ticket sales and targfe and collect this fee. The fee is due withve (5)
calendar days of the final performance or eventport of the sale of tickets and a check in thewamh
due is to be made out to the Andover Public Schaals forwarded to the Andover Public Schools
Business Office, 36R Bartlet Street, Andover, MADQ.

Rental and maintenance fees may be waived by therBitendent of Schools or his/her designee for
Andover nonprofit groups and organizations of aepucivic nature or those providing recreational or
educational activities for citizens of Andover pided such activities are available equally to all
Andover Citizens. However, all other charges (cdistp etc.) shall not be waived. Further, if an
admissions fee is required by the group or orgaioizarental and maintenance fees shall not be edhiv
Determinations regarding the waiver of fees willhbade on a case by case basis.

Parking: Collins Center parking lots are part of the AndoHigh School campus. Often, several
extracurricular events run concurrently at the Higthool and parking lots fill up quickly. There is
additional parking at West Middle School. Parkimgulations will be strictly enforced at all times,
regardless of time of day, day of week, or timgexir.

Pianos: Any piano in the Collins Center ( including thaeghe band and chorus rooms) may be rented

for a fee of $100.00/day. No piano is to be usetuned without prior permission from the Collins
Center Manager.
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AGREEMENT FORM

To the Renter: Please complete this form in its dinety; Please PRINT.

Renter Information

Name of Organization or person:

Address:

Name of contact person:

Telephone no. of contact person:
In this a “non-profit” or “for-profit” organizatin?
Site Manager’'s Name and Telephoneo.:

Date(s) and times of performance(s) or event@uding rehearsals:

Equipment / personnel needgilease complete with a check mark or an actuadltar)

Public address system _____ Stage Hands

Piano ______ Cafeteria personnel
Additional stage lighting ____ Tables

Additional sound equipment _____ Chairs

Setup / Preparation _____ Consultation / Planning

Special effects

Hours begin at the actual time of arrival
and end at the actual time of departure.

Total Hours

Performance / Total Hours
Facilities Requested Event Rehearsals, etc.
Collins Center
Band Room

Chorus Room

Additional Bathrooms

Cafeteria

Kitchen

Classrooms How many?

Anticipated attendanceat each performance:

Deposit and Payment A one thousand dollar ($1,000) deposit for thomsting the Center is required at the time of the
Agreement. A check in that amount is to be made@mtheAndover Public Schools. Between the time of the execution of
this Agreement and the final performance or evamil for the total cost to the renter includingstodial, cafeteria services
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(if any), etc. will be established, exclusive oé timaintenance fe@see page 7). The amount of this bill less theodigshall
be due at the conclusion of the final performancevent. A check in the amount of the balance due be made out to the
Andover Public Schools.

Fire and Police Services The forms for these services (see attachedjoabe completed and presented at the time of the
execution of this Agreement. An Agreement will betexecuted without said forms.

Certificate of Insurance: The required Certificate of Insurance shall brespnted at the time of execution of this
Agreement. An Agreement will not be executed withthis Certificate.

Term: This Agreement shall become effective upon mcef all required forms, certificates and depositsl signatures
affixed below, and remain in force until the fidrformance of even has come to an end and aletetsts and liabilities,
if any, are cleared.

Validity : If any paragraph of this Agreement is invalitl,shall not effect the remainder of the Agreemdmtt said
remainder shall be binding and effective upon aitips.

The undersigned hereby agree to the terms andtmmslset forth above and execute this Agreemertiisn

day of ,

Signature of Renter Date

! The renter agrees to identify one person who agtlas site manager and coordinator of the promluati event and who
will assume responsibility for sustaining ongoirgrenunications between the renter and the desigregedt of Andover
Public Schools.

For School Department use only

Police Department signed form attached? (required)

Yes No
Fire Department signed form attached? (required)

Yes No
Certificate of Insurance attached? (required)

Yes No
RELEASE (page 5) attached? (required)

Yes No
Deposit received if a rental? (required for rentals

Yes No
If ALL required items are attached:
Signature on behalf of the Andover Public Schools ateD
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COLLINS CENTER FOR THE ol orey er
PERFORMING ARTS andover MA 01830
ANDOVER, MASSACHUSETTS (978) 623-8642

Dear Collins Center Renter:

Please be advised that a fire watch is required for the Collins Center at the
Andover High School for the event/performance you are planning. The required
fire detail shall consist of three (3) fire department members. Each member of
the detail will be paid for a minimum of four (4) hours at the rate of $40.00/hr.

You must complete the enclosed form and return it to the Andover Fire Station
before we can complete your booking. Please contact Liz Kochakian @ (978)
475-1281 X1 to make an appointment to pay for the detail and have the form
signed.

Sincerely,

Scott Worthley
Collins Center Manager
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ANDOVER FIRE DEPARTMENT

32 North Main Street
Andover, MA 01810

Charles H. Murnane, Jr.
Fire Chief

FIRE WATCH DETAIL — COLLINS CENTER

Date(s) of Event/Performance

Time of Event/Performance

Amount of People Expected

Event Organizer

Address
Contact Person(s) Phone (Day)
Phonet]Nigh
To be completed by Fire Department Official:
Fire Watch Detail Required? Yes No Nd1Qurs No. of Men

Fire Watch Detail Times:

Note: Fire watch detail rate is $40.00 an hourpdrhminimum; after 4 hours, 8 hour minimum

Approved: Fire Dept. Official Date

Amount Paid Date

Return form with check to the Andover Fire Depariment



