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BUILDING USE PROCEDURES
The Arts Council building was originally built in downtown Fayetteville in the early 20th century to serve as a federal post office and later as the local library. The elegant structure is host to many diverse arts activities and is listed on the National Historic Register.
Owned by the City of Fayetteville, the building is leased to and administered by The Arts Council of Fayetteville/Cumberland County. The building spaces and properties must be carefully used and we take seriously the safety and comfort of our visitors. Therefore, we ask those using the facility to adhere to certain requirements, applicable laws, regulations and ordinances.
The facility is available for use for City or County official business, cultural member groups and sponsors. Others may request a space grant from the Arts Council to use space in the building on a case-by-case basis. Activities conducted in the building are often viewed as an Arts Council event and must be conducted in such a manner as to not discredit the organization. The Arts Council reserves the right to cancel the use of the building if deemed necessary.
The staff of the Arts Council is available to answer any questions you may have about the facility or to offer suggestions.  The staff is not responsible for any aspect of the execution of your event to include permits, materials, staff or volunteer support. 
 North Carolina law states that any user of the Arts Council building who charges admission is liable for the   sales and use tax on the admission charges to the activity subject to tax per N.C. Gen. Stat.§ 105-164.4(a)(10).
Facility usage regulations will be reviewed and updated by the Arts Council on an as needed basis.
USER RESPONSIBILITIES
ACTIVITY RESTRICTIONS
•
No illegal substances shall be used in the Arts Council building at any time.
•
Smoking is not allowed by City and County ordinance anywhere in the Arts Council building, including restrooms, halls and stairways. It is the responsibility of the user to inform guests and caterers of this regulation, as necessary.
•
Live animals are prohibited with the exception of documented service animals.
•
Nudity and/or distasteful representations are prohibited.
•
All City ordinances, to include noise and sign ordinances, will be enforced.
ALCOHOL
•
User is responsible for adherence to all laws and regulations of the North Carolina Alcoholic Beverage
Control Commission, including:
o
Obtaining and display of permit.
o
Taking proper precautions to ensure that guests are not served inappropriate amounts of alcohol
and to ensure that no one under 21 years of age is served alcohol.
•
Any permits or fees are the sole responsibility of the user.
•
User or its catering service must provide dram shop liability insurance, in maximum coverage limits, and in which the carrier agrees to defend, save harmless, and indemnify the Arts Council, the City of Fayetteville, and all officers, employees, representatives, and agents of such groups from any and all financial loss, damage or harm arising out of the selling or dispensing of alcoholic beverages. Please be aware if you do not currently possess Liquor Liability Insurance, the cost may range from $400 to $600. (Use of Alcohol Guidelines attached).
CLEANING
•
Cleaning is the responsibility of the User. If staff is required to do extra cleaning after your event, the user will be billed at $15.00 per hour. If carpets need professional cleaning, user to be billed at rate charged.
•
User is responsible for removing all food, trash, serving equipment, decorations, etc. from the Arts Council building immediately following the event. A dumpster is located in the Arts Council parking lot. You may request that the security officer who is present at your event unlock the dumpster for your use.
•
Do not place any items outside of the dumpster, as they will not be picked up.
•
Crush all boxes before placing them in the dumpster or recycle bin.
DAMAGE
•
It is the user’s responsibility to report any damage to the Operations Director.
· The Arts Council will charge the user for costs of furniture, utensils, equipment or damage to the Arts Council building or contents. Decisions on repair and/or replacement will be determined by the Arts Council.

•
   A valid credit card number is required with application for this purpose.
EXHIBITS
•
The Arts Council regularly hosts monthly art exhibits and the artwork must be protected and not be moved or      rearranged.

•
There are also times that no exhibit will be displayed. Please check with an Arts Council staff member for the exhibit schedule.

FOOD & BEVERAGE/CATERING
•
Caterers are to be hired by the user and any agreements made with a caterer are the sole responsibility of the user.

•
The kitchen offers water, warming, refrigeration, ice and limited prep space.

•
Canned heat is permitted provided a fire extinguisher is within reach. No open cooking or open flames are permitted.

•
Caterer must provide proof of all required permits, licenses and insurance.

•
Red-based beverages (punch, Kool-Aid), and red icing on baked items may not be served. Beverages and foods with red dyes will permanently stain carpets.
•
Caterer must leave premises neat and clean, and remove all trash and items brought in. A dumpster is located in the Arts Council parking lot.

INSURANCE
•
User must provide own special event insurance, and comply with all permits and license requirements. Proof         of compliance is required in advance.

•
General liability insurance shall also be provided by the sponsoring organization with coverage limits of no less than $1,000,000 combined single limit for bodily injury (including death) and property damage.

•
A certificate of such insurance coverage with a carrier and in a form satisfactory to the Arts Council shall be submitted to the Arts Council staff prior to the event. The policy shall name the Arts Council and the City of Fayetteville as additional insured and must preclude any right of subrogation against such agencies and its officers, employees, representatives, and agents. If not acceptable, the Arts Council may cancel the reservation.
PARKING
•
The parking lot immediately behind the building belongs to the Arts Council. All other on-street and parking lot parking are subject to rules and regulations of the City of Fayetteville.

•
The Arts Council parking lot is to be used for no other purpose other than parking unless permission is granted by the Arts Council in advance.

•
Restrictions on spaces designated for handicapped apply at all times.
RECYCLING
•
User is asked to recycle plastic bottles, aluminum cans and cardboard that hasn’t been contaminated by food.

•
Recycling bins are located in the kitchen.

RESERVATIONS AND CANCELLATION
•     Reservations are made on a first-come first-served basis and may be cancelled by the Arts Council if necessary. 
•
Notification of event cancellation by the user is required at least 2 working days prior to the requested date of use. Failure to notify the Arts Council of the need to cancel may result in scheduled security services to be billed to the user 

RESPONSIBILITIES
•
The Arts Council is not responsible for any items or property belonging to its guests that are lost, stolen, damaged or destroyed while on the Arts Council’s premises.
•
User shall not assign or sublet the space or rights covered in the contract with the Arts Council.

SAFETY & SECURITY
•
The Arts Council provides security guards on site during all usage time after normal business hours; however, the cost of security is the responsibility of the user. The Arts Council will bill the user for security after the event at the current rate.
•
The Arts Council has two ground level entrances. A guard must be posted at any entrance that is in use during the event.

•
All local and Arts Council’s safety, security, and fire regulations will be enforced.

SETUP, SIGNAGE, & DECORATIONS
•
User is responsible for own set-up and breakdown (rooms should be returned to original configuration unless otherwise advised by Arts Council staff member).
•
The user is responsible for any and all signage. Any outdoor signage must be approved by staff prior to the event.

· The Arts Council does not furnish any decorations and all decorations must meet local fire regulations.

•
Only free-standing decorations are permitted; nothing may be attached to any surface. No tape, nails, screws or fixtures of any kind may be driven into or applied to the walls, woodwork, floors, ceiling or lighting fixtures without prior approval of the Arts Council staff.
•
Sidewalks, doorways, hallways and stairways must be kept unobstructed for fire code purposes.

•
No confetti, glitter or rice may be used or thrown inside or outside of the building. 
•
Complete layout and decoration information must be approved by staff prior to the event.
•
Setup and breakdown time shall be included in total usage time.

SPACE SPECIFICATIONS
•
Available space includes the Grand Hall, the Board Room, Lower Level Activity Room, kitchen and restrooms. No office or administrative areas may be accessed without expressed permission of the Operations Director.

•
The maximum occupancies are: Grand Hall — 300 reception style or 100 banquet style; Board Room —

50; Lower level — 49.
TELEPHONES
•
There is one telephone available located by the front entrance in the gray counter/reception area. 

