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Community Gallery Policies and Procedures

For Community Room Reservations

The Arts Council Offices and the Community Room are located on the second floor, 427 Laurel St. Baton Rouge, LA 70801
The Arts Council's office hours are Monday-Friday, 9:00 a.m. to 5:30 p.m.
Community Gallery Policy and Procedures:

1. The Community Room is available for rental at a charge of $25 per hour (CFA Member

Organizations/Non-profits will be charged $15 per hour.) 

2. Events held outside of Arts Council office hours (Monday-Friday 9:00a.m. - 5:30p.m.) will be assessed an additional $10 per hour charge to have an Arts Council representative on site for a total of $35 per hour (CFA Member Organizations/Non-profits will be charged $25 per hour).
3. Reservations must be made two weeks in advance.

4. A 50% deposit must be made as least 48 hours prior to the event.

5. Access to the building is the responsibility of the Arts Council.

6. Should the event be cancelled the Arts Council must be notified immediately.

7. Daytime parking is available in nearby commercial lots or parking meter spaces.

8. One handicapped parking space is available in front of the Arts Council. Restrooms are handicapped accessible. The second floor may be reached by the elevator.

9. The Community Room dimensions are 41' x 43', capacity is 150, and has about 30 chairs and 4 tables available for use.
10. The room is to be left as originally found. Set up and break down are the responsibility of those utilizing the space.

11. Under no circumstances should artwork in the gallery be touched or moved.  Ask the curator for assistance if needed.
12. Any outside property must be removed and trash taken to the outside dumpster.

13. Any damage is the full responsibility of the renter utilizing said space.

14. During office hours, noise must be kept at a reasonable level.

15. Smoking is NOT allowed inside of the building.

16. Alcohol will be allowed on the premises with the permission of the Arts Council.
17. Candles and any type of open flame are strictly prohibited.
Hold Harmless:

Those utilizing the Arts Council facility will hold the Arts Council, its Board and Staff, as well as the City of Baton Rouge and the Parish of East Baton Rouge harmless from any claim by anyone whatsoever which arises out of any use of the space or other eventuality connected with the space. Those utilizing the space shall indemnify the Arts Council, the City of Baton Rouge and the Parish of East Baton Rouge for any loss, which he/she sustains as a result of litigation or threatened litigation, which is based upon a claim arising out of use, or ruin of fortuitous event concerning the space.

______________________________                                         __________________

Renter                                                                                              Date

Community Room Rental Application
Name:_________________________________________________________________________

Address: ______________________________________________________________________

______________________________________________________________________________

Phone: __________________ Fax:__________________ Email:__________________________
Dates of room rental: __________________________________________________________

Time for room rental: ___________________________________________________________

(Please include set-up and take-down)

Purpose of room rental:_________________________________________________________

_____________________________________________________________________________

How many people will you be hosting?______________________________________________

Will you need any tables and chairs? If so please provide us with a description of your request.  ______________________________________________________________________________

______________________________________________________________________________

Are you a Non-Profit?   YES    NO

Are you a CFA Member Organization?_______________________________________________

Will you be serving food? YES    NO

Will you be serving alcohol? YES   NO

Amount Due: $__________

Deposit $:______________

Any other information the Arts Council should be aware of relative to your rental.  
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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