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	Duxbury Student Union 

Facility Usage Form

 DSU Program/Event Application 


Organization: _______________________________________________   Date: _______________

Contact Person: ______________________________________ Phone #: _____________________

E-Mail address: _____________________________________ Cell Phone #: __________________

Mailing Address: __________________________________________________________________
Program/event offered: (Programs/events offered must fall within the scope of the DSUA mission statement)

Please explain the event, expected attendance, rooms requested (Upstairs, Lounge, Game Room) & number of adult (over 21) chaperones.    Events for children must be properly chaperoned (1 to 15 ratio).

Check the box for type of event.    Outreach         Social        Educational         Fundraiser      
________________________________________________________________________________________
________________________________________________________________________________________
Please check one of the following: Private/Non-profit organization Commercial Organization

	Dates Requested
	Time In
	Time Out ( approx.)

	
	
	

	
	
	

	
	
	



                                            Please include set-up & clean-up time in requested time
Signature & Acceptance

I have read the DSU Facility Use Agreement and agree to abide to all of the policies set forth. As an authorized representative of the organization I understand that by signing my name below I/we are accepting responsibility for all damages to the facility during its use. Proper supervision is required at all events.
_______________________________________
_______________________________________

Signature of Responsible Party


Responsible Party Name and Title (printed)

Additional Comments:

XXXXXXXX FOR OFFICE USE ONLY XXXXXXXX

Application is: Approved Denied  
Donation: $___________ Check #_______

Security Deposit: $_______________ Check #_______   
 __________________________________________

DSU Officer

	Duxbury Student Union 

 Facility Use Agreement 


1. Programs must fall under the scope of the DSU mission statement.
2. Capacity of Facility: Upstairs - 60, Lounge - 27, Game Room – 65
3. Priority for scheduling:
a. Scheduling for the facility will be handled through the DSU Office (781) 934-2290.

b. Scheduled DSU events and activities have priority over any additional facility use.

c. At discretion of Duxbury Student Union (DSU) Executive Committee, priority DSU activities can override existing facility use commitments.

4. Program/event approval will not be considered final until application is reviewed and approved by DSU Executive Committee. 

5. Events for children must be properly chaperoned (1 to 15 ratio).
6. At DSU discretion, a DSU representative may attend the program/event. The DSU representative is not responsible for, but may make mention of, any damage to the building, or behavior during the event

7. Donations should be made payable to Duxbury Student Union. 

** A separate check of $150.00 is required to cover any damages to facility or required cleaning.  The deposit will be returned after inspection has shown no damage or clean up is required. 
** If damages exceed the deposit, the user will be liable for the cost of repairs.
8. All program/event organizers will be required to sign an Indemnity Agreement holding the DSU harmless for liability resulting from the event taking place in the facility. 

9. It is the responsibility of the program/event organizers using the facility to make arrangements for all set up, tear down & clean up after the event to be completed within the time period requested. For example, if the building is assigned for 3 hours for an event; all set up and clean up must be completed within those 3 hours. Please plan on bringing everything you will need for your event and everything you will need to clean up after the event.

10. No smoking allowed in the building. Pre-approved town permits are required to serve alcoholic beverages.
11. A phone is available for emergency purposes only. The phone number is (781) 934-2290.

12. Available equipment: TV, Stereo, pool table and ping pong table (video games are not included).
13. Please complete the Check List prior to leaving the building and return to the DSU office within 10 business days after the program/event for deposit refund.

	Duxbury Student Union 

 Indemnification Agreement


THIS INDEMNIFICATION AGREEMENT is made in conjunction with the facility usage of the Duxbury Student Union on the      ____     day of _____________, 200__ by and between the Duxbury Student Union Association herein called "DSUA", and _______________________________________the Program/event Organizers herein called “User”.

Indemnification: In consideration for allowing the facility usage of the Duxbury Student Union space in the Wright Building (147 Saint George Street, Duxbury, MA) and in full recognition of the Duxbury Student Union Association’s (DSUA) fiduciary responsibility to protect owned, leased, and borrowed property and assets, the User hereby covenants and agrees at all times to indemnify and hold harmless the DSUA; its officers, employees, agents, and contractors to the fullest extent permitted by law, from any claims, damages, losses and expenses, including, but not limited to, reasonable attorneys' fees and legal costs, arising out of the use of these premises and all DSUA facilities, by the User, its officers, employees, agents, representatives, contractors, customers, guests, and invitees.  In case the DSUA shall, without fault on its part, be made a party to any litigation commenced by or against the User, then the User shall protect and hold the DSUA harmless and shall pay all costs, expenses and reasonable attorney's fees incurred or paid by the DSUA in connection with such litigation.

The User also agrees not to hold the Town of Duxbury, its employees or management responsible for any injuries incurred during this program/event.

The DSUA and the User willingly and knowingly agree to the terms of this Indemnity Agreement.

	Duxbury Student Union Association
	User: 



	By:  _______________________________


	By:  _______________________________

	Signature
	Signature

	_______________________________
	_______________________________

	Printed Name
	Printed Name


	Duxbury Student Union 

 End of Facility Use Checklist 
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________ All rooms are picked up and cleaned

________All windows in lounge are closed & locked

________ All trash & decorations removed from interior & exterior of building

________ All bathrooms checked – toilets are not running, water is off

 and lights are out

________ Kitchen is cleaned, water is not running and lights are out

________ Interior condition of building (as it was found)

________ Exterior condition of building (as it was found)

________All doors are locked

________ Everyone is out of building    Time: _____________

Comments: 

_______________________________________________________________________________________

________________________________________________________________________________________________

SIGNED: ________________________________________ 

Name: (Printed) __________________________________                              DATE: __________________

IMPORTANT NOTICE


You must complete this checklist and return it to the Duxbury Student Union Office prior to any refund being processed. Our mailing address is: P.O. Box 1586, Duxbury, MA 02331


�
�






Duxbury Student Union 

147 Saint George St, Duxbury, MA 02331,

 Postal Address: P.O. Box 1586, Duxbury, MA 02331

Sue Bradford – Executive Director 

Phone: (781) 934-2290  

Email: sbradford@duxburystudentunion.com     Web: www.duxburystudentunion.com

