            Region 2000 Area 07 Workforce Investment Board
Policy for the Management of Facility Use
Effective Date: 7-12-05
The WIB members, employers, community agencies, and other interested parties may use the Region 2000 Career Center (RCC) meeting rooms for workforce investment related reasons such as training, orientation and workshops. The RCC does not charge for the meeting space. However, meetings must not be conducted for the purpose of selling any product or program or to make any financial exchanges. The RCC may not be used as a business incubator or temporary place of business except for the purpose of recruiting, interviewing and hiring.  A meeting request form must be completed and signed by the requesting party and the RCC Director. (See attached room reservation form). A $50.00 fee will be charged for any extraordinary repairs or cleaning needed for meeting facilities, furniture, carpet or equipment and/or if the room is not returned to its original set up and condition. A notice will be sent to the party reserving the facility of any fees assessed. The following conditions for room and facility use must be observed:
1. Meetings must be scheduled in advance due to constraints with space availability. Partners may schedule meetings by calling 455-5940.
 

2. Anyone scheduling a meeting will need to provide food, coffee, drinks, supplies, room set up and clean up of rooms.  Furniture that has been moved for a meeting should be placed back. Trash should be removed by the group holding the meeting as the trash is not taken out daily by cleaning services of the Center. Catering is not the responsibility of the Center staff.
 

3. Requests for staff to conduct tours and provide one on one and group explanations of the Center have greatly increased and cannot be provided without prior notice, whenever possible. The RCC will be happy to schedule any tours or groups that need staff assistance. Groups that require computer lab use or staff assisted tutoring on job search or use of software will need to schedule a group meeting time and request the services that are expected of the staff.
  

4. The copier code for use by authorized parties who need to make copies will be given by the Admin Assistant. Applicable charges may apply and are posted.
5. Certified Training Providers or employers who reserve a room at the RCC for training purposes may not charge for services delivered at the Center unless contracted by the WIB for those services. The Consortium will plan a minimum of one orientation or Training Provider Fair per year for all trainers to orient and recruit prospective students. However, individual training providers or employers may not utilize the Career Center facility for any sales or financial exchanges.  
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Approved:_________________________________________________________


                   Workforce Investment Chair



July 18, 2005
Date:______________________________________________________________
