	The Loft Best Practices


· Please arrive 60 minutes before a demonstration class and 30 minutes before a lecture.  See a cashier for initial access to The Loft.

· The Loft space is located at 218 North Main Street, on the second floor above Images of the Past and Present, directly across Main Street from River Market (RM).  Entrance is located on the south side of the building.  The Loft has a room capacity of 21 people.

· All people attending the event must use street parking, city lot parking or the River Market parking lot on Water Street.  No parking is permitted in the lots adjacent to the building.  

· The Loft space must be left in the same clean condition as prior to use.  Failure to comply with following specifications will limit future room use. 

· All furniture must be in the original set-up.  

· When used, extra chairs must be stacked and placed in original set-up.

· All garbage must be removed from room.

· All table surfaces must be wiped down.

· Any supplies used up or missing must be reported to RM staff.

· Take all of your items with you.

· RM will not supply additional equipment; all available supplies are listed in the RM Instructor Agreement. Extension cords are recommended for electrical outlet use in the room.

· If you present a RM product in your class, please specify in the Instructor Agreement.  This allows us to provide enough products for all interested participants and to create a successful event.

· RM will copy all Handouts specifically relating to the event without charge, up to 40 sheets.  Any copies there after will be charged 10¢ apiece.  Copied handouts must be requested one week in advance of class.

· No alcohol, smoking or cooking of food is allowed in The Loft.  Electric coffee pots are allowed.  Consumption of paid prepared foods is okay. 

· Noise levels must be kept at conversation level.

· Your class or event should not be contradictory to RM’s Mission Statement and values.

· If you wish to bring business cards or pamphlets with you, please do so, but please remember that this is an education space, not a forum to promote your business.  Instructors who attempt to sell at their classes will not be asked to return.

· A tour of The Loft space is available upon request. 

· Damages incurred during class are the full responsibility of Instructor.  Cost of repairs and/or replacement is instructor’s liability.

I have read The Loft Best Practices and agree to abide by set procedures, policies and terms.

	


Instructor Signature

	


Date  
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