Hilltop Montessori School 99 Stafford Fa il [N

School

Brattleboro, Vermont 05301
hilltopmontessori.org

Facilities Use Agreement 802257.0500

Fax 254.2671

Individual or Organizational Name:

Contact Person: Contact Phone:
Address: Contact Email:
Event Name: Event Dates:

Event Description:

Facilities to be rented: Estimated Number of Attendees:

Special Arrangements (e.g., liquor license):

Total Rental Fees: $ (see Appendix | for Facilities Rental Fees) Security Deposit: $250

The security deposit is required at signing of the contract, either as a check or a credit card pre-authorization.
Any damages will be deducted from the security deposit. If damages exceed the security deposit, the renter will
be liable for the balance. An administrative fee of $50 will be deducted from the deposit in the event of
cancellation if cancellation is made within less than 48 hours of the scheduled event.

Appropriate certificate(s) of insurance must be on file thirty (30) days prior to use of the facilities, or at signing
of the contract if less than 30 days.

Review and initial Appendices | through 4, for additional information and an event checklist.

I, on behalf of (“renter”), have read and will abide by Hilltop
Montessori School’s Facilities Use Guidelines (Appendix 2), Facilities Use Guidelines — Political Activities
(Appendix 3), and Facilities Use Guidelines — Checklist (Appendix 4), which are hereby referenced and
incorporated, in their entirety, as part of this agreement. | further understand and agree that renter will
indemnify, hold harmless and defend Hilltop Montessori School in accordance with the Indemnification and
Defense provisions of the Facilities Use Guidelines and pay all fees and charges immediately they come due. |
represent and warrant that | have full authority to enter into this agreement on behalf of renter.

Signature of Renter(s) / Renter Representative Date

Print Renter(s) / Renter Representative Name & Title

Signature of Hilltop Montessori Facilities Manager Date
In case of an emergency: For Office Use:
Hilltop Montessori Contact: Deposit Received

Proof(s) of Insurance
Liguor License

Final Payment
Deposit Returned

Phone Number:




Appendix | Initial

Hilltop Montessori School
Facilities Rental Fees

This rental fee schedule aims to offer Hilltop’s facilities with flexible fee rates that specifically
support programming that furthers our mission and provides benefit to the community,
students or young children; and generally supports local families, organizations and community
groups. Renters will be assigned a fee based on the categories below, whether the programing
derives monetary profit or gain, and actual costs of utilities or services used. Rental fee and
category determination is at the sole discretion of Hilltop Montessori School.

Rental Categories based on type of user and type of event:
Category |: derive no monetary profit or gain

e Organization with Hilltop Affiliated Member (enrolled family, staff, alumni)
e Windham County: Resident, Non-Profit or Community Group
e Celebration for Hilltop Affiliated Student

Category 2: derive monetary profit or gain

e Organization with Hilltop Affiliated Member (enrolled family, staff, alumni)
® Windham County: Resident, Non-Profit or community group

Category 3:

e Resident, Organization, Non-profit or community group: Outside of Windham County
e For-Profit business: Windham County
e Private Party: Hilltop Affiliated

Category 4:

e For-profit business: Outside of Windham County
e Private Party

Times include the time needed for setup and clean up. Set up the day prior to the event may be
accommodated, subject to room availability and an extra fee equal to 50% of the otherwise
applicable facilities rental fee. All rental fees, including prior set up fees, are due no later than
thirty (30) days prior to the date of the event, or upon signing of contract if less than 30 days.

Hilltop reserves the right to require custodial coverage as deemed necessary. The cost of such
coverage must be paid by the group using the facility at a rate of $20 per hour.

All rentals require a refundable deposit of $250, Liability Insurance and need to
comply with our No Endorsement and Non-Discrimination policy.



Rental Fees: cost per hour including use of tables and chairs in the respective buildings

Room Capacity |Rental Fee Categories
| 2 3 4
Elementary School - Kitchen 10 $8 $15| $25 $30
Elementary School - Classroom 30 $8 $15| $25 $30
Elementary School - Art room 30 $10 $20| $30( $40
Middle School- Entire Building 50 $25 $50| $75( $100
Middle School - Assembly 40 $10 $20| $30 $40
Middle School - Classroom 15 $5 $10| $I5 $20
Middle School - Kitchen 10 $8 $10| $25| $30
Arts Barn - Entire Building 350 $30 $60| $95| $130
Arts Barn - Gym 200 or *100 $10 $20| $35 $45
Arts Barn - Theater 100 or *75 $15 $30| $45 $60
Arts Barn - Music Room 30 $8 $I15| $25| $30
Arts Barn - Gym & Theater 200 or *150| $20 $35| $55| $70
Arts Barn — Kitchen 10 $8 $15| $25 $30
Grounds - Playground/sports fields 300 $10 $20| $30 $40
Grounds - Pond surrounding field and Middle 300 $10 $20| $30( $40
School back porch
*With tables and chairs

Rental Add-Ons: cost per event

Item Amount Rental Fee Categories

I 2 3 4

Arts Barn - Risers/staging varies $38 $75 %113 $150
Arts Barn - Theater Tech* varies $75| $150|%$225| $300
Arts Barn - Dishes/dining ware 120 $25 $50| $75| $100
Arts Barn - Linens: Table Cloths/Napkins 20/120 $19 $38| $56 $75
Arts Barn - Sporting Equipment varies $13 $25| $38 $50
All Buildings - Projectors/Dry Erase Boards 4/11 $5 $10| $I5 $20
Outdoor White Event Tent 20” x 20” I $25 $50| $75( $100




Multiple Day Packages

Estimates: Prices will vary depending on the building, length of rental and rental add-ons*

Room Time | Capacity | Rental Fee Categories
| 2 3 4

Business Retreat/ Staff Professional

Development: Arts Barn - Gym & Theater 3 days |85 $375] $750| $1125 | $1500
Business Retreat/ Staff Professional

Development: Middle School 3 days |50 $2501 $500) $750 $1000
Conference/Summit - Arts Barn & Middle School || wk |85 $500 |$1000 | $1500 | $2000
Summer Programing - Single Classroom Il wk |30 $125]| $250| $375| $500
Summer Programing - Entire Building | wk |varies $500 | $1000 [ $1500 | $2000
Community Workshop/Fitness Class | day/ | varies $150| $300( $450| $600

6 wks

Arts Barn Performance Packages

Estimates: Prices include chairs, risers, staging and Theater Tech*

Room Time |Capacity |Rental Fee Categories
I 2 3 4
Black Box Theater 3 days |85 $500 | $1000 | $1500 | $2000
Theatre with seating in Gymnasium 3 days |75 $688 | $1375 | $2063 | $2750
Theatre/Puppet/Circus/Dance Rehearsal 5 days |varies $125]| $250| $375| $500
*See details regarding Theater Tech and Table & Chair Inventory
Celebration Packages
Estimates: Prices will vary depending on the building, length of rental and rental add-ons
Room Time |Capacity | Rental Fee Categories
| 2 3 4
Large Celebration (e.g. Wedding) 2 days | 100-300 $1250 | $2500 | $3750 | $5000]
Memorial Service | day |[20-300 $125| $250| $375( $500

Celebration Packages

Celebration Packages included use of the Gymnasium, Middle School and Arts Barn kitchens,

and grounds. This includes capacity of 300 people for an outdoor event, 200 people for a simple

finger-food reception or 100 people for a sit-down meal. Hilltop can provide dishes, flatware,
tables and chairs for up to 75 guests. Additional tables, chairs, tents, etc. must be rented

separately from an outside vendor.



Theater Tech

Performance sound and special lighting need to be arranged for and paid for separately, based
on availability of our sound technician. Hilltop Montessori School equipment may only be used
with a pre-approved trained technician on site. Accommodations can be made to have a
Hilltop Staff person set-up basic lighting, access to a projector and playing music from a
computer or music storage device.

Refundable Deposit
All rentals require a refundable deposit of $250, which we accept as a check or as a credit card
pre-authorization using our CC pre-authorization form. Any charges related to property
damage will be discussed prior to deduction of funds. Be sure to review the “Default and
Damages” section of the “Facilities Use Guidelines.”

Liability Insurance
All renters need to provide proof of liability insurance for the dates of their event with Hilltop
named as an insured. Liability insurance can be accessed through homeowner/renter/small
business insurance or from companies that provide event insurance. Please review the
“Certificate of Insurance” section of the “Facilities Use Guidelines."

Table & Chair Inventory
Please review the chart with our available chairs and tables. If your event needs additional
chairs or tables, or different sizes, they will need to be rented from an outside vendor.

Building Chairs Tables
Arts Barn 85 Folding Rectangular: 5- 8ft, 6- 6ft & Rounds: 4- 6ft
Middle School 50 Square 3- 3ft, Rectangular 6- 8ft, 3- 6ft & 2- 4ft, Trapezoidal | |-

3ft

Elementary School

30 per classroom

Various tables of age appropriate size in each classroom

All rentals require a refundable deposit of $250, Liability Insurance and need to
comply with our No Endorsement and Non-Discrimination policy.




Appendix 2 Initial
Hilltop Montessori School
FACILITIES USE GUIDELINES

School Mission
Hilltop Montessori School’s mission is for students to practice responsible independence in a caring
community of curious, critical learners and thoughtful citizens.

Any conduct by users of school facilities that is detrimental to the mission and purpose of Hilltop Montessori,
such as, but not limited to, profane language, threatening behavior, or fighting, is prohibited.

Non-Discrimination

Diversity is a core value of the Hilltop Montessori. We strive to embrace and celebrate our diversity in
order to fulfill our mission, affirm the principles of Montessori education, and maintain a responsible role in
our community and the larger world. At Hilltop Montessori, we aspire to create an environment where all
members of our community can feel respected, honored, protected, and free to bring their whole selves into
the school to grow and learn. We strive to encourage and foster respect for each other. We endeavor to
honor the qualities that make us similar to and different from those around us.

In accordance with this core value and the statutes of Title VI of the Civil Rights Act of 1964, Hilltop
Montessori does not discriminate on the basis of race, color, religion, sex, gender identity, military or veteran
status, place of birth, ancestry, national origin, sexual orientation, qualifying disability or any other legally
protected characteristic.

Use of school facilities by any individual who, or group or organization that, espouses views in contradiction
with Hilltop Montessori’s non-discrimination policy is prohibited.

Additionally, all groups that use the School’s facilities must include language in their promotional materials
(website, flyers, social media posts) that states:

“This event does not discriminate on the basis of race, color, religion, sex, gender identity, military or veteran
status, place of birth, ancestry, national origin, sexual orientation, qualifying disability or any other legally
protected characteristic.”

No Endorsement or Sponsorship

Use of school facilities does not imply endorsement or sponsorship of the event or individual, group or
organization by Hilltop Montessori. Accordingly, any advertising or other communications publicizing the
event must be designed such that no suggestion of such endorsement or sponsorship may be implied. All
publicity and public mention of Hilltop Montessori must be approved in advance of use by the Head of
School, who shall require use of the following (or substantially similar) language:

“This event is sponsored by . The use of Hilltop Montessori School facilities for
this event does not constitute an endorsement of the event or its sponsor(s) by the school.”

No renter may use the logo of the school on letters, fliers, posters or other advertising or solicitations in
relation to the event. This includes a prohibition on use of school letterhead, envelopes, email accounts,
telephone lines and voicemail systems for communications related to the event. Renter may use the name of
the school solely for purposes of providing the location of the event.



Approved Reservation Required

All prospective renters must complete the Facilities Use Agreement (the “contract”). Hilltop Montessori
reserves the right to apply or formulate reasonable specifications and requirements as to the time, place,
manner and conditions for such use. Hilltop Montessori further reserves the right to decline any request for
the use of its facilities at its own discretion and without explanation.

No school facilities are considered reserved until (1) Hilltop Montessori has received the applicable
deposit(s) and Facilities Use Agreement; and (2) the Head of School approves and countersigns the contract.

Renter must attend a facility orientation prior to use.

Certificates of Insurance

Hilltop Montessori requires renter to carry liability and, to the extent required by law, worker’s
compensation insurance. Renter’s liability policy shall provide coverage appropriate for the type of event
with the recommended minimum amounts: general liability of $1M over occurrence and $2M aggregate.
Renter also shall have Hilltop Montessori named as an additional insured for purposes of liability coverage.
Renter must produce evidence of adequate insurance coverage, including a certificate of insurance reflecting
Hilltop Montessori School, Inc.’s status as an “additional named insured” under the applicable policy of liability
insurance, at least fifteen (15) days in advance of the event, or at the time of contract signing if less than |5
days. A copy of the certificate should be forwarded to Hilltop Montessori School, Attention: Business
Manager, 99 Stafford Farm Hill, Brattleboro, VT 05301. Should a change occur affecting the required
insurance coverage, Hilltop Montessori requires that the renter provide fifteen (15) days advance Notice of
Cancellation of the certificate.

If liquor is to be consumed or served at the event, the renter must additionally provide a certificate of
insurance reflecting LIQUOR LIABILITY coverage in an amount of no less than $1,000,000. A licensed
bartender must be present and a copy of their credentials on file with the Facilities Use Agreement. The
certificate and any Notice of Cancellation must be provided within the same time frame as certificate
reflecting Hilltop Montessori’s status as an additional insured.

Failure to provide the required evidence of insurance coverage within the established deadline is grounds for
immediate cancellation of the reservation and contract. In the event of such cancellation, the deposit, less a
$50 administrative fee, and any other rental payments will be refunded to renter.

Care and Maintenance of Facilities

Renter may not adjust, reset or tamper with any thermostat control, nor dramatically rearrange furniture or
other items without the prior consent of Hilltop Montessori.

Renter will leave all school facilities, including the parking areas and restrooms, as clean, orderly, and in good
repair as they were found. Renter is responsible for vacuuming, sweeping and mopping floors; cleaning
counters; washing, drying and putting away all dishes used; removing all trash to the parking lot dumpster(s);
returning furniture and equipment to its original location; and completing checkout procedures, including
building inspection.

If Hilltop Montessori, in its sole discretion, determines that renter has failed to fully comply with these
guidelines such that custodial work is required, an additional custodial fee will be assessed.

If renter finds something broken or amiss, they are to call the school contact person designated
in the contract to respond to emergencies before the activity begins.



Drugs, Tobacco & Alcohol

Use or possession of controlled substances is prohibited within the confines of school facilities, which include
buildings, premises and all 43 acres of the property belonging to or in the care or custody of Hilltop
Montessori. Hilltop Montessori is a smoke free campus; use of e-cigarettes, smoking, vaping, chewing or
consuming Tobacco or Marijuana products is not permitted anywhere on the premises.

Use of alcohol on campus is permitted only with appropriate Liquor Liability Insurance, and when appropriate
with a licensed bartender or by a vendor with a valid liquor license and must be expressly approved by
Hilltop Montessori as part of the Facilities Use Agreement. If approved, the renter must provide proof of
appropriate Liquor Liability Insurance, and when appropriate with a bartender certificate and a valid liquor
license at least fifteen (15) days prior to the event date — or at another time prior to the event date as
expressly approved by the school in writing.

Room Assignment
Renter agrees to only occupy rooms specified in the Facilities Use Agreement and will not occupy those
rooms before or after the times designated in the contract.

Use of Common Areas

Common (non-exclusive) areas including parking lots, and bathrooms and hallways adjacent to the reserved
rooms, shall be available for use by renter. If the number of attendees at the event exceeds 50 people per
toilet in the adjacent bathrooms, renter may be required to pay an additional fee for use of bathrooms in
another building, or to rent port-a-potties from an outside vendor. Renter understands that there may be
other activities going on simultaneously at school. Ultilities shall be provided.

Use of Kitchens

Use of the Elementary, Middle School or Arts Barn kitchens must be reserved; the kitchens are not common
areas. If use of a kitchen is included in the contract, renter may use items in the kitchen, including cups,
glasses, dishes, pots, pans and utensils, with prior approval of the office staff as noted in the contract at the
time of reservation. Use of any such items requires that they be cleaned and returned to where they were
found.

Supplies/Equipment
Use of school telephones, computers, copy equipment and other office supplies is prohibited.

Building Access
An authorized Hilltop Montessori representative will open and close the building, unless other arrangements
are made in writing between the school and renter.

Right of Control

Hilltop Montessori does not relinquish control over its facilities during the use by the renter. The school
reserves the right to inspect and control or terminate all events being held on its premises. It further
reserves the right to take all such steps the school believes necessary to protect its facilities from damage as
a result of the event or an actual or anticipated breach or violation of the Facilities Use Agreement, including
these guidelines.

Notwithstanding the above, the renter assumes full responsibility for the safety, security and supervision of
the rented facilities, and all activities occurring on or in those facilities, during their use.



Assignment of School Staff to Event

Hilltop Montessori reserves the right to provide a representative to oversee the use of its facilities and
protect school interests during part of or the entire period of use by the renter. The representative shall
have all decision-making power as required to protect Hilltop Montessori interests, including, but not limited
to, termination of the event. Renter will remunerate Hilltop Montessori’s representative at a rate of
$20/hour.

Conduct of Renter

Renter agrees to conduct his, her or its activities at Hilltop Montessori in a safe, sound and respectful
manner, mindful of others who may also be using the building or grounds.

Decorations

All decorations must meet local fire department regulations and codes. Renter may not mar or otherwise
damage walls, curtains, woodwork, blinds, etc. Use of nails, screws, tacks, double-sided tape is prohibited
without prior permission. All decorations and attachments must be removed completely immediately after
the event.

Reporting Accidents/Incidents

All accidents/incidents, including the nature of the accident/incident and names and addresses of those
involved, must be reported in writing to the school office no later than the second business day following the
event. In addition, the school’s designated emergency contact should be called immediately in the event that
police, fire, ambulance or other emergency services are called to the property by renter or his, her or its
guests.

Lost and Found

The school office maintains a Lost and Found box but is not responsible for items renters leave behind.
Please send inquiries about lost items to frontdesk@hilltopmontessori.org. Items left for more than 30 days
will be donated or discarded. Hilltop Montessori assumes no responsibility for loss of valuables or personal
property. Renter assumes all responsibility for security and safety during use of school facilities.

No Warranty

Hilltop Montessori does not warrant or represent that the facilities are safe or suitable for the purposes for
which it is used by renter. Renter acknowledges that Hilltop Montessori is providing the facilities on an “as
is” basis. Neither the Facilities Use Agreement, nor any other guidelines or agreement shall operate or be
construed to create the relationship of landlord and tenant between Hilltop Montessori and renter, unless set
forth expressly in writing and signed by the Head of School and an authorized representative of the Board of
Trustees.

Indemnification and Defense

Renter shall not claim any damages from Hilltop Montessori in connection with or on account
of any injuries or damages to any person, property or thing arising in connection with the use of
school facilities by the renter in any way. Renter further agrees to indemnify, hold harmless
and defend Hilltop Montessori and its past and present officers, directors, employees, agents,
members, representatives, insurers, successors, and assigns against any and all manner of
actions, causes of action, suits, debts, sums of money, accounts, controversies, agreements,
promises, damages, judgments, claims and demands of whatever kind, nature or description,
legal, equitable or statutory, whether based upon federal, state or local laws, statutes,
ordinances, regulations or rules, arising out of, or relating in any way to the use of school
facilities by the renter, whether or not caused, or alleged to be caused, in whole or in part, by
Hilltop Montessori, its officers, directors, employees, agents, members, or representatives.
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Default and Damages

Renter agrees to reimburse Hilltop Montessori for any damages caused to school facilities, including, but not
limited to, buildings, fixtures or furniture, resulting from renter’s use of the space. Renter further agrees to
replace or reimburse the school for any other items (including food) consumed or destroyed by the renter
or its invitees. Renter’s obligation to reimburse is not limited to the amount of any deposit provided by
renter, which may be immediately drawn upon by the school to cover any damages.

In the event the school must retain legal counsel in relation to the breach of any term(s) of this
agreement, including, but not limited to, to collect unpaid rent or fees, renter agrees to
reimburse Hilltop Montessori for all legal costs and fees, including attorney fees.

Cancellation by Renter

With respect to reservations of Elementary and Middle School facilities, renter may receive a return of
deposit, less a $50 administration fee, if cancellation is made 5 business days or more in advance of the
scheduled event. Full payment of the rental cost is required if cancellation is made within less than 48 hours
of the scheduled event.

With respect to reservations of Arts Barn facilities, including the Gymnasium, Theater and Kitchen, renter
may receive a return of deposit, less a $50 administration fee, if cancellation is made three weeks or more in
advance of the scheduled event. Full payment is required if cancellation is made less than two weeks from
the scheduled event.

Cancellation by Hilltop Montessori

If Hilltop Montessori cancels the event due to weather or government declared states of emergency, the
down payment and any other payments made will not be returned to the renter, but the renter may
reschedule the event for another time within the next 12 months (based on availability and school use
requirements) at no additional charge. Hilltop Montessori follows the Windham Southeast Supervisory
Union closure schedule as well as the advice and warnings of other state and local authorities.

If the school cancels the event for any unforeseen reason other than a weather condition or actual or
anticipated breach of contract by the renter, the renter is entitled to a full refund of the down payment and
any other payments made. The renter may alternately reschedule the event for another time within 12
months (based on availability and school use requirements).

Binding Effect of Agreement

The Facilities Use Agreement, including, but not limited to, these guidelines generally and the Indemnification
and Defense provision in particular, is binding on renter and all of his, her or its past and present affiliated
companies, officers, directors, employees, agents, shareholders, members, representatives, attorneys,
insurers, successors, and assigns, jointly and severally.

Assignment

Renter may not assign any right to, interest in or use of the facilities to another without express written and
signed prior consent of Hilltop Montessori. Any such assignee must independently and separately agree to
and comply with the Facilities Use Agreement, including, but not limited to, the provision of adequate proof
of insurance.
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Severability

If any one or more of the provisions of the Facilities Use Agreement, including these guidelines, are
determined to be invalid, illegal, or unenforceable in any respect and for any reason, the validity, legality, and
enforceability of the remaining provisions shall not be impaired in any way.

Governing Law
The Facilities Use Agreement, including these guidelines, shall be interpreted and governed by the laws of the
State of Vermont.

Forum for Disputes
Any dispute arising under or in connection with the Facilities Use Agreement shall be brought in a court of
appropriate jurisdiction in the State of Vermont.

Entire Agreement

The Facilities Use Agreement, including the Facilities Use Guidelines and Facilities Use Guidelines — Political
Activities, contains the entire agreement between renter and Hilltop Montessori and supersedes all previous
writings or oral negotiations, commitments and understandings.
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Appendix 3 Initial

Hilltop Montessori School
FACILITIES USE GUIDELINES - POLITICAL ACTIVITIES

Extract of Hilltop Montessori School’s Political Activities Policy

“Hilltop Montessori’s status as a tax-exempt organization under Section 501(c)(3) of the
Internal Revenue Code prohibits it from participating or intervening in any political campaign on
behalf of (or in opposition to) any candidate for public office. Accordingly, it is the policy of
Hilltop Montessori not to participate in, directly or indirectly, or to intervene in (including by
means of publishing or distributing statements) any political campaign on behalf of or in
opposition to any candidate for public office.

Notwithstanding these limitations, Hilltop Montessori recognizes that participation in the
political process is an important cornerstone of civil society — and, in fact, may contain an
educational component. Thus, individuals, groups and organizations not otherwise affiliated
with Hilltop Montessori may be granted permission to use school facilities for political activities.
Such use, however, must comply with these Facilities Use Guidelines — Political Activities, in
addition and supplemental to the school’s general Facilities Use Guidelines.

Use of school facilities does not imply or constitute endorsement or sponsorship of
the event; sponsoring individual, group or organization; or a given candidate or
organization for public office by Hilltop Montessori. The following criteria need to
be observed.

Raising of Funds

School facilities may not be used for any event, the purpose of which is, in whole or part, to
raise funds through admissions, fees, contributions, donations, or sale of materials or services
to benefit a political party, campaign or candidate.

Advertising

Any advertising or other communications publicizing the event must be designed such that no
suggestion of such endorsement or sponsorship may be implied. All publicity and public
mention of Hilltop Montessori must be approved in advance of use by the Head of School and
shall require use of the following (or substantially similar) disclaimer:

“This event is sponsored by . The use of Hilltop Montessori
School facilities for this event does not constitute an endorsement by Hilltop
Montessori. Hilltop Montessori does not endorse or oppose any candidate or
organization in connection with this or any other political campaign or election.”

The foregoing disclaimer may be used in place of the “No Endorsement or Sponsorship”
disclaimer set forth in the general Facilities Use Guidelines.

Event announcements must not contain explicit or implicit endorsements or opposition of a
candidate for public office.
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No renter may use the logo of the school on letters, fliers, posters or other advertising or
solicitations in relation to the event. This includes a prohibition on use of school letterhead,
envelopes, email accounts, telephone lines and voicemail systems for communications related to
the event. The school name may be used solely to indicate the location of the event.

The sponsoring individual, group or organization must be clearly identified on all material
advertising the event.

Introduction of Event

At the beginning of the event, the sponsoring individual, group or organization shall deliver the
following or a substantially similar disclaimer previously approved by the Head of School:

“This event is sponsored by . The use of school
facilities for this event does not constitute an endorsement by the Hilltop
Montessori. The views expressed here are the views of the speakers and
not of Hilltop Montessori. Hilltop Montessori does not endorse or oppose
any candidate or organization in connection with this or any other political
campaign or election.”

Speakers

The sponsoring individual, group or organization is responsible for communicating these
guidelines to any moderator(s), speaker(s) or other presenter(s) at the event, including the
political candidate(s) if applicable, to ensure awareness of and compliance with Hilltop
Montessori’s policy regarding use of school facilities for political activities.

Any moderator, speaker or other presenter who is unwilling or unable to comply with Hilltop
Montessori’s guidelines and policy concerning use of school facilities for political activities shall
be prohibited from participating in the event.

Guidelines Supplemental to General Guidelines

These Facilities Use Guidelines — Political Activities are in addition and supplemental to the
school’s general Facilities Use Guidelines. They do not substitute or displace the general
Facilities Use Guidelines except as expressly provided.
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Appendix 4 Initial

Hilltop Montessori School
FACILITIES USE GUIDELINES - CHECKLIST

Before the event

=> Fill out and Submit Facilities Use Agreement
# Provide Proof of Liability insurance

« Additional Liquor Liability Insurance if applicable

« Additional Bartender certificate or Vendor liquor license if applicable
# Provide Refundable Deposit
+ Pay Rental Fee

=> Meet with a Hilltop representative to review policies and guidelines for the use of
the space and the specific needs of your event.
« Provide specific specs of Theatre Tech needs

« Provide list of how many tables and chairs and a diagram space layout
« Schedule a meeting with the caterer, decorator, organizing committee, D, bartender,
etc.
« Identify volunteers for site set-up and clean up or arrange to hire a Hilltop staff person
=> Confirm with Hilltop delivery and pickup of any additional supplies rented for the
event (tents, tables, chairs, bouncy houses etc.)
=> Include the No Endorsement and Non-discrimination Statements in all publication
(website, flyers and social media)
=> Supply digital versions of flyer or event signs for campus ‘“Events” clapboard
=> Inspect the rental site with a Hilltop representative

During the Event: Call the Contact person from the Facilities Use Agreement if you have questions

=> Read the No Endorsement and Non-Discrimination statements
€ Read statements as part of your opening statements

=> Remind guests that Hilltop is a drug and Tobacco free campus (all 43 acres)
@ This is VT state law (16 VSA § 140) and includes E-cigarettes, Vaping and Marijuana.

e A citation can cost the individual and the school from $100-$10,000 in fines
@ If you have guests that need to smoke, please advise them to walk/drive to Summit
Circle Dr. and be respectful of town and neighboring property (e.g. clean up all trash).

=> For multi day events, you are responsible for daily clean up
€ A Hilltop staff member can be hired to perform a nightly clean if requested

€ vacuum, sweep and mop floors

@ replace toilet paper from shelves in each bathroom

€ wipe down counters and tables

€ wash, dry and replace all dishes as needed (dishwasher detergent under sink)

@ wash, dry and replace linens as needed (key to Laundry room in Kitchen)
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€ remove all trash to the parking lot dumpster(s)

After the Event

=> Clean up
€@ Remove all of your event supplies, decorations and personal belongings

€ vacuum, sweep and mop floors

€ wipe down counters and tables

€ wash, dry and put away all dishes used (dishwasher detergent under sink)
€ wash, dry and put away all linens used (key to Laundry room in Kitchen)
€ remove all trash to the parking lot dumpster(s)

@ return furniture and equipment to its original location

Complete checkout procedures (this list), including building inspection with Hilltop
Representative and sign below with notes concerning any damages.

Renter: Date:
Notes:

Hilltop Representative: Date:
Notes:
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