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Frequently Asked Questions  

How do I tour the Facility?  

Facility Tours of the Woodland Community & Senior Center facility are available by 

appointment. Please call us at 530.661.2000 or e -mail us at: prcs@cityofwoodland.org  

How do I reserve the Woodland Co mmunity & Senior Center?  

Once you have identified a date and other specifics of your event, contact the Staff to 

request a rental agreement. Reservations can be made up to one year in advance. In 

order for an event to be placed on the reservation calendar, the following steps must be 

completed: Completed and signed rental agreement and 100% of Deposits paid.  

Where and when  do I pay the rental fee?  

Payment  may be made, i n person, by Fax or by Mail. With completed rental 

application , and all  related forms required for the event.   

Community Services  

Attention : Facility Rentals 

2001 East Street  

Woodland, CA 95776   Fax: 530-666-7257 

All fees are due before  3:00 p.m. on the specified due dates as agreed upon in the 

rental agreement. Payment can be in the form of cash, check or credit card (Visa or 

MasterCard only). Checks are to be to the "City of Woodland".  

What is the required deposit ? 

A deposit is required for all facility rentals. The deposit amount is due, in full, at time of 

reservation.  

If an event causes the need for:  

¶ Cleaning procedures , which are beyond the scope of normal Center 

maintenance, or  

¶ repairs  or replacement due to structural or equipment damage, the deposit in -

part or in -total may be used to pay for these services.  

¶ the deposit may also be used in part or in total when  the renter's event does not 

meet or exceeds contractual terms (e.g. the event ends one hour later than 

scheduled.)  

If none of the preceding conditions occur, then the deposit will be refunded within 30 

days.  

What if I cancel my reservation?  

Cancellation of the event or date changes must be submitted in writing and is subject 

to the following fees:  

¶ 100% refund minus $50 processing fee, 120 or more days prior to event.  

¶ 75% refund, 90 -119 days prior to event.  

¶ 50% refund, 60 -89 days prior to event.  

¶ 0% refund 0 -59 days prior to event.  

A rental date change can occur with a $100 pro cessing fee if (a) notice is given at leas t 

2 months before the original date and (b) the original date can be re -booked. 

Otherwise, cancellation fees apply.  
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What are the policies on food and beverages?  

For caterer's services, all caterers must be regist ered. Registered Caterers list is available 

at the Woodland Community & Senior Center. (For Renters choosing to serve alcohol ic 

beverages see pg. 8.)  

When do I need to hire security for my event?   

Private security services are required for ALL events . Security is required when guests are 

present in order to screen attendees and to prevent damage to the facility. The Renter 

is responsible to arrange for and pay for security services.  Security should arrive 15 

minutes before guests arrive and remain unti l all guests have left the facility.  In the 

event security should be required to extend their scheduled time, the Renter will be 

responsible to pay for any additional time. The security company must be on the 

Centers approv ed  list.  

What are the policies o n alcoholic beverages?  

Renter accepts the responsibility for use of alcohol in the facility and agrees to prohibit 

use of alcohol by minors. Violation of this policy will result in immediate termination of 

event.  

Renters that charge a fee to serve alcohol, or charge an admission fee and serve 

alcohol, must obtain a temporary Liquor License from the State of California Alcoholic 

Beverage Control (ABC) Board. Evidence of such a license must be provided to Center 

at l east 30 days prior to the event. It is the Renter's responsibility to have the ABC license 

on site during their event.  

¶ At minimum, 1 security guard per 50 guests for events serving alcohol.  

¶ Events with alcohol require additional security at Renter's expe nse.  

¶ Alcohol  may only  be served or sold up to one -hour prior to conclusion of event.  

¶ Alcohol must  only  be served by an employee of the catering company or 

licensed bartender.  

¶ City staff reserves the right to limit the amount of alcohol allowed on the 

premises. 

¶ Those serving alcohol should not consume alcohol.  

Alcoholic beverages require additional insurance unless provided and served by a 

registered caterer. The caterer's insurance will be considered adequate if the amount 

of coverage is sufficient and t here is a rider specifying the date(s) and location of the 

event being covered.  

The caterer's insurance only covers the alcohol ic  beverages, not the facility.  

Alcohol can be consumed only in the room(s) rented. Alcohol is not permitted in the 

parking lot. Violators may be subject to citation by Woodland Police Department.  
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What type of insurance  is required for my event?  

Insurance is required for all events held at the Center. General liability coverage must 

be in the amount of $1,000,000 (one million) per  occurrence and include liquor liability if 

alcohol is being served. Special event liability insurance can be purchased through the 

City's insurance carrier. Contact the Facility Manager for more information. Groups 

providing their own insurance must inclu de a certificate and a separate endorsement 

naming the City of Woo dland as an additional insured. The certificate is proof that 

there is the required insurance coverage for your event. The endorsement is proof that 

the policy has been changed to add the Ci ty of Woodland as additionally insured.  

What are the clean -up requirements?  

Clean up is the responsibility of the Renter.  

The room needs to be returned to the same condition it was in prior to the event. A 

Clean -up check list will be provided for each ren tal.  

What time can I get into the facility before my event to decorate?  

The rental time  period must include all time necessary for room preparation and clean 

up. Access to your room prior to your scheduled rental time is not permitted . In addition, 

the Center will not be opened prior to the rental time for caterers, musicians, decorators 

or deliveries. All clean up must be completed, and the room vacated by the end of the 

scheduled rental time.  

Can I rent just the Kitchen?  

The kitchen  is only available  as part of another room event.  

Can I prop open the doors at the Community & Senior Center?  

No, the Community & Senior Center has a closed HV AC system. Heating and air 

conditioning will not regulate the temperature i f the building has doo rs left opened.  

How much will my deposit be for my event  in the Haarberg Gym ? 

Deposits range from $1,000 -$2,000 depending on type of event and number of 

participants.  

Are my guests required to stay in a designated area?  

All participants need to stay in the reserved area. It is your responsibility to inform your 

guests that they should not be w andering into other areas of the Center.  

Will there be other events at the center during my event?  

It is possible that there  could be other reservations or programs in the building. There 

could also be an event at the Sports Park.  

What type of security is there in the Community & Senior Center?  

Video Cameras are  located  inside and outside the Community & Senior Center.  

Are there restr icted areas where food can õt be consumed?  

Food and drink needs to be confined to rooms, drinking and eating in the hallway 

seating areas  is prohibited.  

Why canõt my deposit be applied to my rental fees? 

The deposit is a Security Deposit not a holding depos it. A portion of  or all of the deposit 

could be kept, if there is damage to the facility or violation of the permit.   
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Community Center Floor Plan  
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Meeting Room  

The Community & Senior Center includes four meeting rooms. Guests can arrange for the use 

of 1,  2, 3, or 4 rooms, depending on specific needs. The rooms are suitable for meetings, social 

gatherings, receptions, or lectures. Each carpeted room includes a kitchenette and opens 

onto an outdoor patio.  

Staff can provide your group with assistance in planning your special event to make it a 

success. 

Meeting Room (each)      Capacity  

 800 sq. ft.        40 Banquet Style      

 Internal Projector & Screen      70 Theater Style  

 Kitchenette        30 Classroom Style  

 Patio         
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Banquet Rooms  

This beautiful and unique Banquet Room  provides a dramatic location for a variety of events. 

The Banquet Room can be divided into three rooms to accommodate smaller gatherings. This 

versatile room can host weddings, banquets, trade shows, commercial sales, seminars, and 

convention activities. Guests are immediately impressed by the aesthetically pleasing 

combination of high ceilings, full length windows, hardwood floors, and private patio with BBQ. 

The adjacent kitchen is equipped with state -of -the -art appliances capable of meeting any 

catererõs needs. 

Banquet Room (whole)     Capacity  

 4,560 sq. ft.        300 Banquet Style      

 Internal Projector & Screen      400 Theater Style  

 Attached to the Caterers Kitchen     215 Classroom Style  

 Patio (2 sided)       250 Banquet Style w/ Dance Floor  

Banquet Room (one)     Capacity  

 1,500 sq. ft.        80 Banquet Style      

 Internal Projector & Screen      100 Theater Style  

 Attached to the Caterers Kitchen     84 Classroom Style  

 Patio         



 

C o m m u n i t y  S e r v i c e s  2 0 0 1  E a s t  S t r e e t ,  W o o d l a n d ,  C A  

9 5 7 7 6  
Page 10 

Kevin & Lori Haarberg Gymnasium  

The gym is equ ipped with two full size basketball/volleyball courts or four badminton courts. 

The spring loaded wooden floor provides for a quality sporting experience. The gym is suitable 

for large events, i.e., dances, conferences, dining, and entertainment venues. It  can be 

divided into two sections to host separate events. Locker rooms and kitchen are adjacent to 

gym.  

Gymnasium (whole)      Capacity   

 12,000 sq. ft.        516 Banquet Style      

 Portable Projector & Screen     688 Theater Style  

 Adjacent to the Caterers  Kitchen     215 Classroom Style  

        516 Banquet Style w/ Dance Floor  

Note: Capacity above reflects the available chairs and tables on site. To reach maximum 

capacity the renter would need to supply additional chairs and tables.  

Maximum Capacity  

 700 Banquet Style      600 Banquet Style w/Dance Floor    

 1000 Theater Style      800 Classroom Style  
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Definitions  

Resident  

Persons living within the Woodland city limits, who pay Woodland property taxes,  

Non Resident  

Persons living outside the Woodland city l imits, who do not pay Woodland property 

taxes,  

Non -profit  

Is a charitable, service, or community organization. Must show proof of 501c (3) 

status with the Internal Revenue Service.  

Commercial  

Any company, organization, or individual wishing to sell or pr omote merchandise.  

Fundraisers  

An event where an admission fee is charged for entry or participation or a 

donation is collected in order to raise funds for an organization, special cause, or 

an individual.  
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Application for Use  
(visit www.cityofwoodland.org to print this form) 

General (please print)  

Primary Contact Person             

 

Organization (if applicable)            

 

Address City           State Zip     

 

E-mail           Day Phone      

 

Evening      Phone Cell      Fax     

  

The Event Date(s)     Day(s) of Week        

Start Time in Facility:        End Time in Facility:       

Person in charge of event       Attendance    

Time Event Starts     Room(s) Requested       

Description of Event             

Other Event Info/Describe Outdoor Activities         

               

Serving food or beverage?  Yes No  Selling food or beverage?  Yes No 

Will alcohol be served?    Yes No Will alcohol be sold?   Yes No 

Will there be music?    Yes No  Live      Yes No 

I Will meal be catered?    Yes No  Is any part of the event outside?  Yes No 

Is there a charge to attend event?   Is event open to the public?  Yes No  

Yes No  

http://www.cityofwoodland.org/
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Application Review  
Application Received  

 Taken by         

 Date Received         

o Is application complete      

 Permit #         

 Reviewed by         

 Date          

 

Status 

 Resident Adult Non -Profit 

 Resident  

 Youth/Senior Non -Profit 

 Non -Resident  

 Commercial, All Fundraisers  
 

Photo ID  

 Verified Photo ID        

 

Alcohol Permit  

 Yes 

 No 

 

Deposit  

 Date Paid         

 

Insurance Requirements  

 Additional Insured Endorsement    

o Comments            

 Product Liability Endorsement  

 Host Liquor Endorsement  

 Liquor Endorsement  

 Liquor License Required  

 Business License Required  

 Non -Profit Status Required  

 Sound Permit Required  

 Security Required  

o Number of Security Required     

 

o Time Security Required on Site     To     
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Package Rates  
 

G: Kevin & Lorie Haarberg Gym Fees Package Fees Deposits 

  Resident $2,250     

  Non-Resident $2,645     

  Deposit $1,000     

  Total            

GK: Kevin & Lorie Haarberg Gym, Kitchen   Package Fees Deposits 

  Resident $2,865     

  Non-Resident $3,150     

  Deposit $2,000     

  Total            

B: Banquet Rooms, Kitchen, Patio  Fees Package Fees Deposits 

  Resident $2,530     

  Non-Resident $2,805     

  Deposit $2,000     

  Total            

M: Meeting Room 1, 2, 3, 4  Fees Package Fees Deposits 

  Resident $1,320     

  Non-Resident $1,540     

  Deposit $500     

  Total            

Package Total      
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Rental Summary Hourly Room Rental  

Banquet Room Per Room, Per hour (2 hr. min.) Hours Fees Deposits 

Resident $140.00    

Non-Resident $165.00    

Deposit $500.00    

Total     
     

Meeting Room 1, 2, 3, or 4 Per Room, Per hour (2 hr. min.) Hours Fees  

Resident $55.00    

Non-Resident $70.00    

Deposit $200.00    

Total     
      

Kevin & Lorie Haarberg 
Gymnasium 

Per Room, Per hour (2 hr. min.) Hours Fees  

Resident $330.00    

Non-Resident $363.00    

Deposit $500.00    

Total     
 

Arts & Craft Room Per Room, Per hour (2 hr. min.) Hours Fees  

Resident $55.00    

Non-Resident $70.00    

Deposit $200.00    

Total     

     

Warren Meyer Game 
Room 

Per Room, Per hour (2 hr. min.) Hours Fees  

Resident $55.00    

Non-Resident $70.00    

Deposit $200.00    

Total     
 

Lobby Per Room, Per hour (2 hr. min.) Hours Fees Deposit 

Resident $110.00    

Non-Resident $135.00    

Deposit $200.00    

Total     



 

C o m m u n i t y  S e r v i c e s  2 0 0 1  E a s t  S t r e e t ,  W o o d l a n d ,  C A  

9 5 7 7 6  
Page 16 

 

Kitchen Per Room, Per hour (2 hr. min.) Hours Fees Deposit 

Resident $100.00    

Non-Resident $150.00    

Deposit $1,000.00    

Total     
 

Hourly Rate Totals     
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Amenities Rate  

Alcohol Permit Fees Fees Number Fees Deposit 

 Serving $250    

Selling $500         

Laptop Fees Number Fees Deposits 

Resident $110    

Non-Resident $135    

Deposit $100     
 

PA System Fees Number Fees Deposits 

Resident $55    

Non-Resident $70    

Deposit $50    
 

Portable PA System Fees Number Fees Deposits 

Resident $55    

Non-Resident $70    

Deposit $100         

Podium Fees Number Fees Deposits 

Resident $55    

Non-Resident $70    

Deposit $50         

Piano Fees Number Fees Deposit 

Resident $55    

Non-Resident $70    

Deposit $100         

Portable Bar Fees Number Fees Deposit 

Resident $55    

Non-Resident $70    

Deposit $100         

6X8 Stage with Skirting Fees Number Fees Deposits 

Resident $55     

Non-Resident $70     

Deposit $100     

Total           

  



 

C o m m u n i t y  S e r v i c e s  2 0 0 1  E a s t  S t r e e t ,  W o o d l a n d ,  C A  

9 5 7 7 6  
Page 18 

      Fees Deposits 

  Amenities Total     

  Package Total     

  Hourly Rate Total     

  Grand Total          

Date: You do not have a firm reservation until you return all forms and pay all 
deposits. Your rental request will only be held for 7 days from today. Staff: 

Customer Information: 

  

  

  

  

  

  

  

  

Comments/Instructions: 
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Reservation Policies and Regulations  

Date:   
You do not have a firm reservation until you return all 

forms and pay all deposits. Your rental request will 

only be held for 7 days from today. Staff:   

Customer Information: 

  

  

  

  

  

  

  

  

Comments/Instructions: 
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General  

 Individuals renting the building must be 18 years or older and 21 years or older if alcohol 

is being served. A photo ID with the applicant's address and birth date must be 

submitted at the time of the application for reservation. Fees will be charged based  on 

the address on the license, unless further documentation of address is presented (utility 

bill or property tax bill with person's name and address).  

 

 Commercial events or those open to the public, Woodland Community & Senior Center 

must be named on al l printed materials regarding the event. Our name must be spelled 

out in full: Woodland Community & Senior Center. The correct address is: 2001 East 

Street, Woodland, CA 95776. Camera ready copy, logo and map are available upon 

request.  

 

 Monday -Friday, e vents can begin as early as 8 :00 a.m. and end by 10:00 p.m.  with 

personal and rental equipment removed from the facility by 11:00 p .m. Outside 

Activities on the patio must end by 10 p.m. (this includes clean -up time).  

 

 Saturday events can begin as early as  8:00 a.m. and must end by 12:00 a.m. with 

personal and rental equipment removed from the facility by 1:00 a.m. Outside Activities 

on the patio must end by 10 p.m. (this includes clean -up time).  

 

 If the event goes beyond the scheduled hours or there is an y damage to the facility or 

equipment used, charges will be billed at the applicable rate.  

 

 No events on Sunday.  

 

 Smoking is not allowed within the facility or on the grounds.  

 

 For caterer's services, Renters must select from the Centerõs Registered Catering List.  

 

 In the event of an emergency such as power outage, natural disasters, etc., the City will 

not be held responsible for interruption of an event. The City reserves the right to cancel 

a scheduled event without notice or liability. Refunds will be made if cancellation is 

necessary.  

 

 The individual or group reserving the facility assumes full responsibility for the conduct of 

the guests at their function.  

 

 Fights, vandal ism, or destructive behaviors are grounds for immediate cancellation of 

the contract (and all future contracts). The party will be asked to leave the facility 

immediately. In such cases all fees and deposits will be forfeited.  

 

 There is no refund of unuse d reservation time or equipment.  

 

 Parking availability is not guaranteed and may be limited due to other scheduled 

events.  
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 Under no circumstances shall the Renter sublease or allow any other organization or 

individual to use the facility during the contr acted time.  

 

 Thermostat at City buildings will be set at 78 degrees during warm weather and 68 

degrees during cold weather. Thermostats will not be adjusted.  

 

 All outside doors must remain closed at all times.   

 

 City staff may photograph or video tape you  and/or your minor children and the City 

may use such materials to promote City programs. All material will remain the property 

of the City.  

Deposits/Payment  

 Rental Fees are due in full 30 days before event.  

 Deposits are due at time of reservation.  

 No reservation request will be held for more than 7 days.  
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Indemnity and Hold Harmless  

Please read before signing  

The applicant and/or Organization is solely responsible for the event conducted within 

the facility and shall bear financial responsibility for all damages to the City's property, 

or for any claims made as a result of any accidents or injuries to the Rente r, guests, or 

invitees or any person providing services to the applicant and/or organization shall be 

responsible for the control and supervision of the people in attendance during the use 

of the facility and shall see that no damage is done. Any violation  of this provision may 

result in a denial of further permits and financial loss. Renters shall assume the defense 

of and indemnify and save harmless the City, its officers, employees, and agents from 

all claims, loss, damage, injury and liability of every kind, nature, and description directly 

or indirectly arising from the performance of his operation under the Agreement. 

Acceptance of the City of the Insurance Certificates does not relieve the renter from 

liability under the indemnity and Hold Harmless Cl ause.  

I have read the above Reservation Policies and Regulations and agree to abide by all 

of the conditions of this application and of any contract or permit issued base on this 

application.  

 

Signature           Date      
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Deposit/Time Overage  

Visit www.cityofwoodland.org  to print this form  

With Visa or MasterCard number  

 

Event Date:         

 

Deposit Due:          

As part of my Woodland Community & Senior Center rental I am using the 

VISA or MasterCard number below for the Required Deposit(s). I 

understand the credit card is being charged at this time. If no violation of 

permit occurs, your refund will be processed within 30 days after the 

event.  
 

 

               

Print Renter's Name  
 

 

              

Renter's Signature  

Card Used for Deposit:    VISA    Card MasterCard  

Amount $      

 

              

Name on Credit Card  

              

Credit Card Number      Expiration Date  Three Digit Code  

 

Cash  Check   Amount $       

http://www.cityofwoodland.org/
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Inventory  

When you arrive, these items will be provided by facility maintenance staff. For 

Security purposes, some items may not be placed in the room prior to your arrival.  

 
  

  

Equipment  Request  Inventory  Remarks  

Chairs (Arm)   150   

Chairs   538   

Chairs Folding   250   

Tables 5' Rectangle Black   1  60"X24"  

Tables 5' Rectangle Beige   21  60"X24"  

Tables 5' Round Beige (60ó)  37  60"  

Table 6' Rectangle Grey (72ó)  9  72"X30"  

Tables 6' Round Grey (72ó)  12  72"  

Tables 8' Rectangle Beige Ext.   4  Table Top Extensions  

Tables 8' Rectangle Grey   23  96"X30"  

Table 4' Square Brown   2  48X48  

Table 6' Round Beige (72ó)  10   

Table 8' Rectangle Beige   20   

Table 5õ Rectangle (2õ)  20  

Podium   4   

PA System   2   

Aluminum Easels (no pad)   13   

TV/VCR/DVD Player  
 1DVD 

2VCR  

 

Projector or Overhead   6   

4X8 Stage with Skirting   3  

Portable Bar   1   

Piano   1   

Dance Floor   1 12õ X 12õ 
 



 

C o m m u n i t y  S e r v i c e s  2 0 0 1  E a s t  S t r e e t ,  W o o d l a n d ,  C A  

9 5 7 7 6  
Page 25 

Insurance Requirements  

 A certificate of liability insurance must be provided by the Renter. This can 

normally be obtained from the renter's insurance agent.  

 

 The certificate must name the City of Woodland as additionally insured, and 

provide at least $1,000,000 of  general liability coverage. The certificate is proof 

that there is the required insurance coverage for your event.  

 

 Other insurance endorsements are required as noted on Page  5 of this booklet . 

The endorsement is proof that the policy has been changed to  add the City of 

Woodland as additionally insured.  

 

 Evidence of insurance must be on file at the Woodland Community & Senior 

Center at least 30 days prior to the event.  

 

 One -day event insurance is available from the City's insurance carrier. Contact 

the Facility Manager for more information.  

 


































