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NATIONAL RANCHING HERITAGE CENTER

OPERATING POLICIES AND PROCEDURES

O.P. 1.11:  Event and Rental Procedures and Duties

Purpose: The purpose of this Operating Policy is to provide a clear concise understanding of the procedures of accepting and preparing for NRHC and/or RHA events and approved room and area rentals. This O.P. will serve as a guide rather than a strict framework for the division of duties involved in the process of beginning and completion of events and rentals at the NRHC site. 
Review: This O.P. will be reviewed annually by the Special Projects Manager and/or Executive Director. Revisions will be incorporated as amendments to this statement.

Policy

1. Events and Rentals are opportunities to introduce visitors to the NRHC, many for the first time. A pleasant, or effortless, experience by these visitors may bring new members, supporters or patrons into the operation of the museum and historical park. Therefore it is important that the staff involved in arranging, setting up, hosting and closing down these occasions remember they are representing the NRHC to the public.

2. Staff involved in rentals and events will dress appropriately for the duties. Staff will do their best to accommodate the participants in these events as arranged within the event or rental agreement. All communication with renters or persons involved with these proceedings shall be done in a professional polite manner.
3. The duties described in this O.P. do not limit staff responsibilities in management of the rentals and events but provide a framework for a basic division of duties. Staff will assist other staff members to organize, implement and complete the arrangements of each event or rental if the need arises. This O.P. in no way limits or restricts the involvement of staff in events and rentals to just the described duties. All NRHC staff, when required, will assist to the best of their abilities and knowledge in any aspect of events or rentals.
4. Each member of staff involved in rentals or events will make an effort to understand the entire process involved in the successful arrangement and completion of each rental and event.

5. If assigned to work an event or rental, staff members will arrive for duty on time and will not leave until their work assignments are complete. Staff members working events and rentals will not consume alcoholic beverages while on duty.
6. Problems with visitors at these events will be attended to by senior Security Staff on duty. If the problem cannot be resolved, contact TTU Police Department.

Procedure (Rentals)
1. Rentals begin with the renter contacting the NRHC Administrative Assistant. All inquiries about rental space and tours of rental space will be referred to this staff member. Maintenance staff and custodial staff do not give tours of rental spaces.

2. When contacted, the Administrative Assistant will gather pertinent information for the rental including, but not limited to:


a. The name of the organization


b. The date of the intended event


c. The number of people expected to attend said event


d. The room or space being rented


e. If applicable, a TTU account number to charge for payment

f. Time of the event (when people will begin to arrive and when event ends)


g. Catering information


h. Entertainment information


i. Audio/Visual needs


j. Alcohol sales or bar information


k. Specific table or chair set-ups


l. Other special instructions. 


m. Contact information for the group making the rental arrangements

3. The NRHC Administrative Assistant will inform the renter:

a. The rental agreement will be sent to them and must be signed then returned

     prior to the rental date.
b. If alcohol is served at the event, the renter has the responsibility to provide a

     letter signed by the TTU President allowing alcoholic beverages to be served.

    The renter will also be informed that a licensed bartender(s) is required and that

    the bartender will have available for inspection by the NRHC Security 

    Supervisor a copy of their license prior to the event. The license must be 
    current and legal in the State of Texas. The NRHC Administrative Assistant 

    will advise event coordinators, bartenders and other related personnel of an 

    event that the bars will close thirty minutes prior to the scheduled end of the 

    rental period, as mentioned in the rental agreement.
c. A 25% non-refundable deposit must be paid to the NRHC prior to the event
    date to hold that date. An event is not scheduled until after the renter pays the

    deposit.
d. A final bill will be submitted to the group after the event which will include all
    charges including Security, damages, clean-up and any other incurred costs that

    are applicable.

e. Advise the renter to contact the Senior Security Guard, or in his absence, other

    Security Staff regarding set-up, other event questions or information. Any

    change to the original rental agreement that affect billing will be referred to
    the NRHC Administrative Assistant.
4. The Administrative Assistant will make available a copy of the reservation data, with the rental details to the Senior Security Guard and the Historic Preservation Manager. Updates to this database will be made by the Administrative Assistant, the Senior Security Guard and the Historic Preservation Manager as changes are made to the planning, setup or implementation of the rental agreement of each event. 
5. The Senior Security Guard will acknowledge receipt of the rental agreement from the Administrative Assistant and, prior to the rental event, will contact the rental group’s contact person to verify table and chair set-ups, audio/visual requests, linens, caterer details and information about entertainment. Other item information requested by the renter, but not listed, is still the responsibility of the Security Staff. The Senior Security Guard will assign personnel to work the event and may call upon the Historic Preservation Manager if additional staff is needed.
6. If a renter contact wants a tour of the facility prior to booking a rental, the Senior Security Guard will arrange for that tour. The Administrative Assistant will accommodate the renter if the Senior Security Guard is not available. 
7. The Senior Security Guard will be the contact person for the NRHC for the renters, after the rental is arranged by the Administrative Assistant, as well as coordinating caterers, bartenders, entertainers, and decorators. In any instance when the Senior Security Guard is not available, the Administrative Assistant will act as the NRHC contact for any questions or arrangements. Any information obtained at this point will be entered into the database and notification of such additional information will be sent to the Senior Security Guard and the Historic Preservation Manager. 
8. The Senior Security Guard will create a floor-plan of table and chair arrangements, including all details of Audio/Visual requests, catering requirements, bars and other set-up requests. This plan is then sent to the Historic Preservation Manager who will coordinate with NRHC Maintenance Staff to set up the rented space or facility according to the details of the aforementioned floor-plan.

9. The Senior Security Guard will also determine the number of personnel needed to work the rental. This number will be based on the security requirement as detailed in the rental agreement which reads:

· Two guards are required for each event up to 75 people.
· One additional guard will be required for each additional 50 guests

Security Staff working the event will remind the bartenders, if any, of the requirement to shut down the alcohol service 30 minutes prior to the scheduled end of the rental. The Security Staff will oversee each event to ensure the rental agreement for use of the facilities is followed per that agreement and to provide for the security of the NRHC.

10. The NRHC Maintenance Staff will:


a. Work with the Security Staff to maintain the required personnel for each event.


b. Acquire a detailed floor-plan from Security showing the set-up for each event.


c. Set up tables, chairs, audio/visual, bars, catering tables, stage, etc. during 


    regular working hours. The Senior Security Guard will check set-up and adjust

    as needed.

d. Break-down and clean-up rental site after event.

NRHC Sponsored Events:

A. Ranch Day, Heritage Halloween, Candlelight

B. Summer Youth Classes

C. Adult Education Classes  (teacher workshops, lectures, art classes)

D. Youth Education (Junior Rough Riders and History Day)

E. Ranch Hosts General Meetings
F. Trainings, Short Courses and Board Meetings
G. Weekend Host Program

H. School Tours

1. The Education Manager and Assistant will coordinate event details and planning for the events and assignments for volunteers. They will also secure any food and fire permits necessary for the completion of each event. The Education Manager is responsible for fire-arm training and inspections. They are responsible for training and supervising participating volunteers as needed for completion of event. They will also greet and supervise visiting school group tours.
2. Security Staff will work with the Education Manager for scheduling of opening historical structures and areas and will also provide timely access to the NRHC building in the preparation phase of the each event. The Staff may be called upon to prepare coffee or to serve as bartenders (if licensed) for these events.
3. The Maintenance Staff will assist the Education Manager with event set-ups and break-downs of equipment, tables and chairs, lights, decorations, barriers, pens, fire pits, hay bales and other items necessary to complete the planned event. Maintenance will also provide personnel for special event participations such as hay rides, handling animals, displaying chuck wagons, etc.
