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Family Resource Center

Strengthening Families and our Community

Community Partnership Family Resource Center (CP) is pleased to provide room space with members of our
community to assist in meetings / events at which our mission of “Strengthening families and our
community” is shared.

Applications

Applications may be completed in our office (or call to have one emailed 719-686-0705).

Once the application is received it will be reviewed and space availability confirmed. You will be

contacted to inform you of the approval or denial of your application.

If approved, all fees must be paid a minimum of one week prior to your event.

o Mail: Community Partnership Family Resource Center, attn: Operations Manager, 701 Gold Hill
Pl., Woodland Park, CO 80863.
o Online: cpteller.org / Donate / choose “General Fund” as the Designation.

You may be asked to provide a Certificate of Insurance.

Discounted reservation fees for non-profit groups will be honored upon presentation of appropriate

501(c)3 certification from the IRS.

Meeting room fees will be refunded if the room is cancelled at least 2 business days in advance of the

meeting. Notification of less than 2 business days and no shows will not receive a refund.

If a reserved room is not in use within 30 minutes after the meeting start time, CP has the right to

cancel the reservation and use for other purposes with no refund to the reserving party.

There will be a $10 late fee per 15 minutes after end time.

Reservations must be made by an adult 18 years of age or older.

After Hours Use:

o Rooms may be reserved during CP’s business hours (Monday-Thursday, 9-4).

o Requests outside of this time may be denied because of staffing, building security or other
constraints.

o If approved, the after-hours fee of $25 / hour will be charged in addition to the rental fees above to
cover expenses of staffing during non-business hours. This additional fee applies to all profit and
non-profit groups.

o CP’s doors must remain locked at all times after hours. An individual from your group must be
assigned to monitor the door to allow guests to enter.

o In the event a code for our building is given, it is only to be used by the assigned individual and NOT
to be shared with anyone else.

Room Use Guidelines

Groups are responsible for setup and cleanup of the room, including chairs, tables and

equipment and must return moved furnishings to their original configuration. Clean-up requirements
are posted in the individual rooms available for use.

Use of the kitchenette and coffee maker must be requested in advance. The stove/oven,

microwave, and refrigerator may be used to prep light refreshments or light luncheons that involve no
cooking. Groups must provide their own coffee, filters, and condiments. If a caterer is to be used, the
booking time should include time needed by the caterer.



e TVs with HDMI capability are available to connect to your personal laptop.

e Do not attach anything to the walls or other surfaces.

e Smoking is not allowed in any part of CP at any time. Those desiring to smoke may do so at least 25
feet from all entrances.

e Alcohol consumption is not permitted.

e Groups must observe meeting room capacities.

e Groups using the meeting rooms must comply with the Americans with Disabilities Act and are
responsible for providing qualified interpreters or auxiliary aids upon request.

e The top floor / Staff Loft is not to be accessed.

e Parking is shared, please be considerate of neighbor businesses.

e The applicant holds responsibility for proper use of the room and must be present at time of use.

e Minors must be accompanied by an adult at a rate of one adult for every 10 minors.

e CP programs have priority in the use of all rooms. Rooms will be rented to community members in the
order in which the application is received.

e Meetings / events held in our rooms must not disrupt the use or operations of CP.

e CP staff will have access to any room at their discretion.

e CP does not provide storage and is not responsible for anything left in the building.

e Flyers about an upcoming meeting / event or program may be posted at CP only if it is a CP sponsored
or co-sponsored event. Flyers for other programs must be approved by the Operations Manager.

e By allowing use of our rooms, CP does not sponsor or endorse the views, purposes, programs, or
activities of any group or individual. Any publicity for a scheduled event must include this disclaimer.

e Neither the name nor address of CP may be used as the official address of a group or organization.

e The meeting rooms may not be used in violation of local, county, state, or federal law.

e CP reserves the right to cancel or refuse use of our rooms at any time.

e There will be a charge for cleaning, repairs, or replacements due to damage.

e Dogs/ pets are not allowed, with the exception of certified service dogs.

e The group agrees to conduct its meeting / event in an agreeable and orderly manner. If at any time
conduct of the group or any member of the group threatens the safety of any person or is disruptive to
CP operations, destructive or damaging to the building facility, its contents or equipment, or if it is
found that information has been falsified on the meeting room reservation form, CP reserves the right
to terminate a meeting. Local law enforcement will be contacted, if necessary. CP maintains the right
to deny subsequent use of the room.

Approved by the Community Partnership Family Resource Center Board of Directors on January 17, 2023.
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