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Kirkwood Community Center

Gym Rental Policy and Procedure

Gym Rentals - Contracts are completed on the calendar year.

1) Request for Use - To ensure everyone wishing to utilize the community center
receives equal opportunity to obtain the dates they desire, requests for desired
dates and alternative dates should be submitted in writing or by email to the
Recreation Office Manager at stongess@kirkwoodmo.org by August 1 of the prior
calendar year.

2) Priority - On August 1, the requests will be assigned on the following priority
basis:

i. Park and Recreation Activities
ii. City of Kirkwood Functions
iii. School District Functions
iv. Residents of Kirkwood

v. R-7 Residents
vi. Others

3) Contracts - Dates will be confirmed in September. A representative will need to
fully complete the contract during the month of September. The required deposit
will need to be submitted at this time.

4) Fees - Fees will be due two months before your rental date.

Cancellations - Cancellations should be made at least TWO MONTHS prior to the
scheduled date for a full refund. For the specific rules and regulations regarding your
rental, please read your contract carefully.

Availability

1) Building Hours - All rentals are to take place between regularly scheduled
community center hours and should therefore include clean-up time. Exceptions
to this rule are rare and are dependent upon availability of community center
personnel. Hourly rates of necessary personnel will be assessed and are in
addition to regular rental rates.

2) Holidays - The building will not be open to the public on holidays the
community center has elected to honor and where the nature of events
surrounding the community center does not permit usage: New Years Day,
Easter, Memorial Day, July 4, Labor Day, Thanksgiving and day after, Christmas
Eve, Christmas Day, Greentree Festival weekends. Exceptions to this rule are rare
and are dependent upon availability of community center personnel. The fees
assessed will be the normal usage fee plus the cost of necessary personnel.

Advertising - Participants wishing to advertise at the community center with flyers,
posters, etc. will be permitted to display them with the approval of the Director in
designated areas.

The Marquee will be made available for users of the community center only if space is
available. Advertising shall not be displayed on the Marquee any sooner than one week
prior to the event.

Storage of Supplies - Rental groups are not permitted to store materials in the facility.
If groups require set up time in addition to the 1 hour included with rental, they must
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pay the full hourly fee for additional time. The community center cannot be held
responsible for lost or stolen items, rental groups are asked to take appropriate
precautions.

6. Alcohol - The serving of alcohol is permitted. It cannot be sold unless a liquor license is
issued by the State of Missouri. The selling of alcohol to any person under the legal
drinking age of 21 is prohibited and the person signing the contract is liable for
prosecution of violation of state liquor control laws. Please note no glass containers are
allowed.



