
Town of Franklin 

Municipal Facilities Use Request Form:

                                 Today’s Date:________________________ 

Organization Name:  __________________________________________________________

Address:  ___________________________________________________________________

Contact Person Name: ________________________________________________________ 

Contact Address:_____________________________________________________________ 

Contact Phone No: _______________________ Contact email:_______________________

Facility to be used:   __ Franklin King Street Fire Station (Occupancy limit is 30 persons)
                          __ Franklin Senior Center (Occupancy limit is 120 persons)
                          __ Franklin Public Library (Occupancy limit is 70 persons)

Date & Time to be used: ______________________________ Number of Attendees:_____

One Time Use: ___  Monthly Use: ___   Weekly Use: ___   Other: ____________________

Purpose of Meeting (please provide a detailed account):_____________________________

I have read the above and the attached Town of Franklin Rules and Regulations for the Use of 
Municipal Facilities, Usage Policies, and Emergency Procedure, and I agree to comply with 
these requirements.  I understand that if any portion of this policy is violated during my/our use 
of the space that I/we will be prohibited from future use of this space. I also understand that the 
use of municipal facilities is not available for any commercial activities, transactions, or 
enterprises including fundraising, except those fundraising activities that directly support the 
town’s facilities or programs.                                             

____________________________________       ________________________________
        Renter Signature                                                           Town of Franklin Representative Signature                   
____________________________________      ________________________________
        Date                                                                     Date        
                     

-This Agreement expires 12 months from date of endorsement.-



                                                                                     
Town of Franklin 
Municipal Facilities Usage Policies

1. PURPOSE 

The purpose of this policy is to outline the use of Town of Franklin Public Building space for
the King Street Fire Station, the Public Library and the Senior Center by external groups or
agencies.  

2. POLICY 

It shall be the policy of this Town to ensure that conference spaces within Town are available
for departmental use. When not in use, the conference space(s) may be used for non-profit,
civic, Franklin-based community groups and organizations.  The use of municipal facilities is
not available for any commercial activities, transactions or enterprises, or for private or non-
profit  fundraising for non-municipal  organizations.  All  non-municipal  use of facilities  is
offered at the discretion of the Town Administrator.

3. PROCEDURE 

A.  The functions and operations of Town Departments are the primary use for and shall be
given first preference in the use of conference space. 

B.  Scheduling of departmental conference space shall be managed through the individual
department heads or their designee. Requests for space must be made at least 14 days in
advance of the requested date.  All requests are provided on a first come, first served basis.
Municipal building use not available on municipally recognized holidays.

C.  The  department  retains  the  right  to  cancel  any  non-department  functions  should  a
scheduling  conflict  arise  between  an  external  agency  and  department  function.  The
department will endeavor to provide 14 days notice should this occur.

D. All  external  groups  must  complete  a  Municipal  Facilities  Use  Request  form prior  to
reserving space and review the Usage Policies, Rules for Use, and Emergency Procedures.
Usage agreements will expire six months from the date of endorsement or upon change of
responsible party. 

E. Conference space must be maintained in a clean and orderly condition.  Groups who leave
the space in disorder will be prohibited from future reservations. Furniture must be left in the
arrangement in which it was found.  Children must be supervised by adults at all times.  No
children are allowed in the buildings unattended.  

F.  All  damage  to  department  property  must  be  reported  to  department  personnel
immediately. Groups will be held financially responsible for damage to department    
property.  No equipment or supplies can be stored on the premises of municipal facilities.

G. Light refreshments may be served, but a refundable cleaning deposit of $100 is   



required.  Refreshments are only to be served in designated areas. 

Town of Franklin 
Municipal Facilities Usage Policies

H. Light refreshments may be served, but a refundable cleaning deposit of $100 is   
required.  Refreshments are only to be served in designated areas. 

H.  Group size for external agencies shall not exceed room occupancy limits as posted. 

I.  Conference space is not available for use by any external agency/group who 
     charges attendance fees for their programs.  

K. Conference space is not available for use by any agency/group whose 
     subject matter is found to be inappropriate for conduct in a public building.

L. DEPARTMENTAL POLICY: 
Franklin Public Library 
Address: 118 Main Street
Contact Person: Felicia Oti, Director 
Room Available: Meeting Room
Hours available: Monday through Thursday, 10:00 a.m. to 8:30 p.m.
                             Friday & Saturday, 10:00 a.m. to 4:30 p.m.
Occupancy Limit: 70 persons, sitting/100 persons, standing
Charge: None
Special Notes: The Meeting Room cannot be reserved for ongoing, regularly scheduled  
meetings. All programmed events must be open to the public and advertised as such. 

King Street Fire Station
Address: 600 King Street
Contact Person: Chief Gary McGarraher 
Room Available: Meeting Room
Hours available:  Monday through Friday; 6:00 to 9:00 p.m.
Occupancy Limit: 30 persons
Charge: None

Franklin Senior Center
Address: 10 Daniel McCahill Street
Contact Person: Sue Barbour, Program Coordinator 
Room Available: The Franklin Common Room (multi-purpose room)
Hours available:  Tuesday through Friday, 6:00 to 9:00 p.m.
                               Saturdays from 9:00 a.m. to 5:00 p.m.
Occupancy Limit: 120 persons in the multi-purpose room
Special Note:  Use is not available for private parties or functions.  Access to areas beyond
the multi-purpose room (except rest rooms) is prohibited.  Use of the Café, kitchen, offices
and related equipment, bingo equipment, and the fireplace, is not allowed. Refreshments only
in the Franklin Common Room when authorized.

            Charge:  A building use fee of $25 per hour for a minimum of two hours to cover                
            custodial services and utilities (unless it is determined that more custodial time will be
            required).  A refundable cleaning deposit of $100 is required if refreshments are to be
            served. Saturdays at $50 per hour for a minimum of 4 hours, assuming a custodian is             



            available. 
Payment Procedure: Checks only accepted; made out to the Town of Franklin.

TOWN OF FRANKLIN
RULES AND REGULATIONS

(APPLIES TO ALL TOWN PROPERTY)
Effective as of April 15, 2009

To ensure safety, fairness and for mutual protection of all patrons of the Town’s 
Facilities, the Town of Franklin maintains certain operating rules and regulations.  
The following rules and regulations have been developed to be in the best interests 
of the Town, its residents and the public who use the facilities.  These rules and 
regulations are designed to assist the public in understanding their responsibilities 
and to ensure a safe environment for all persons using Town facilities.  The rules 
and regulations are, as follows:

1.    Persons shall not enter or be upon town property under the influence of alcohol or  
         illegal drugs.  Persons shall not consume or possess any alcohol, illegal drugs, or   
         marijuana on Town property.

2. Persons shall not use any tobacco product within any municipal building or upon the
property on which any municipal building is located, except in designated areas.

3. Persons shall not possess, use, or store any explosive, incendiary device or weapon on
Town property.

4. Persons shall not present a false or altered identification that may be required as part of
using a facility.  No person shall defraud the Town in any manner.

5. Persons shall not assault, threaten, harass or abuse any employee or a member of the
public, either physically or verbally.

6. Persons shall not engage in any form of disruptive conduct while on Town property.

7. Persons shall  not use skateboards or operate dirt bikes, ATV’s, motorized bicycles,
motorized scooters or other motorized vehicles on Town property.  This prohibition
shall not apply to a person who, as a result of a handicap or disability, requires the use
of a motorized wheelchair or similar equipment.  

8. Persons shall comply with all posted safety rules and regulations.

9. Persons shall not misuse, abuse, damage or tamper with the property of the Town or
property of any employee or member of the public.

10.    Persons shall  not  use Town property or enter Town offices  without  first  obtaining
proper authorization,  except  during normal  business hours or when the property or



offices are open to the general public.  No person shall enter or remain in a Town
building or facility outside of regular business hours without authority or permission to
do so.  No person shall enter or remain in any portion of a Town building or facility to
which the general public does not have regular access without authority or permission
to do so.

11. No animals (except those needed by the physically handicapped are allowed within
Town buildings.  All persons with an animal on Town property must properly remove
and dispose of any animal feces.

12. The Town assumes no responsibility for lost, stolen or damaged personal property.

13. No solicitation or sales of goods or services is permitted on Town property,  except
those fundraising activities that directly support the Town's facilities or programs.

14. No person shall enter or remain in a Town building or facility unless properly clothed
and shod: street clothes and footwear are required at all times; no bathing suits are
allowed.

15. No person shall enter or remain in a Town building or facility who emits an offensive
odor because of poor personal hygiene.

16. No  person  shall  use  any  Town  building  or  facility  other  than  for  its  intended,
authorized or permitted purpose or use.

17. Persons shall promptly report all accidents or incidents which result in either personal
injury or damage to the property of the Town, an employee, or member of the public,
regardless of who is responsible for the damage

18. Persons  shall  immediately  report  defective  equipment  or  unsafe  conditions  of  any
equipment or facilities that may endanger anyone to the Town employee in charge of
the facility or to the Town Administrator.

Persons that fail to follow the rules and regulations of the Town or other rules or 
regulations established by each Department may be subject to a fine and/or loss of 
privilege to use the Town facilities.  Depending on the severity of the offense or the 
frequency of other offenses the Town may initiate legal action.
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