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Leisure staff person responsible for co-ordination of hall rentals

The estimated cost of the new Leisure staff position is based on a Group 6 - Inside Unit
clerical staff position working 70 hours bi-weekly.

Annual Salary $36,597.00 ($19.95 per hour)

Benefits $11.882.00
Total $48,479.00

The Leisure staff person responsible for co-ordination of hall rentals would perform the
following duties: :

> Process leisure and recreational facility bookings, payments, post dated
cheques, security deposits and refunds

> Work in co-operation with the Corporate Communications and French Language
Services Section and community groups in order to market and promote hall
rentals.

> Assist in the administration of facility agreements, related policies, licenses and

billing advices

» _ Liaise with Citizen Service Centre staff, facility staff and end users (re: booking
and administrative updates)

> Assist with collection of overdue and delinquent accounts

> Perform receptionist and clerical duties, as required
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Hall Booking
Current Process

Client contacts a Citizen Service Centre (CSC) to book a community hall.

Client is given general information about the hall, rental fees, insurance
requirements, availability, liquor license and municipal alcohol policy
requirements if applicable.

Issue client a Facility Agreement and collect a deposit for the booking.

Client completes a facility information sheet and insurance form.
CSC staff faxes copy to the appropriate Leisure Staff person.

Questions not answered by CSC Staff will be responded to by Leisure Staff
within 24 to 48 hours.

Advise client that Leisure Staff will contact them prior to event to finalize
the details.

For liquor events staff inform client of their responsibility regarding liquor
license requirements and have client complete a Special Occasion Permit
Event Agreement.

Client is also advised of their obligation to provide proof of insurance, or
purchase the insurance offered by the City.

Designated Leisure Staff meet with client to discuss concerns and details
pertaining to the event and ensure the balance of the booking has been paid
' two weeks prior to the event date.
*Note: Several meetings may take place to ensure every detail is covered.

Leisure Staff ensure that the hall is set up as per instructions from the client.

61



Hall Booking
Proposed Process

Client contacts a Citizen Service Centre (CSC) to book a community hall.

Client is given general information
about the hall, rental fees, insurance
requirements, availability, liquor
license and municipal alcohol policy
requirements if applicable.

Issue Client a Facility Agreement and collect a deposit for the booking.

If the event is to be handled by the
caterer food and alcohol included.

If only the food is being handled by
the caterer, give client the caterers
information package for food only
and inform them that the caterer will
contact them within 24 to 48 hours.

Give client the caterers information
package and
inform them that the caterer will
contact them.

Fax copy of rental to caterer.

Client completes a facility
information sheet and insurance
form.

CSC Staff faxes copy to the
appropriate Leisure Staff person

Questions not answered by CSC staff]
will be responded to by Leisure Staff
within 24 to 48 hours.

For liquor events staff inform client
of their responsibility regarding
liquor license requirements,
and have client complete a Special
Occasion Permit Event Agreement.
Client is also advised of their
obligation to provide proof of
insurance or purchase the insurance
offered by the City.

Designated Leisure Staff meet with
clients to discuss concerns and
details pertaining to the event and
ensure the balance of booking has
been paid two weeks prior to the
event date.

*Note: Several meetings may take
place to ensure every detail is
covered.

Leisure Staff will ensure that the hall
is set up as per instructions from the
client.
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APPENDIX ‘G’



COMMUNITY BENEFIT

CLASS 1

$1000.00 donation 50% reduction in hall rental fee
$1500.00 donation 75% reduction in hall rental fee
$2500.00 donation Free hall rental for one day
CLASS 2

$1000.00 donation 50% reduction in hall rental fee
$1500.00 donation 75% reduction in hall rental fee
$2500.00 donation Free hall rental for one day
CLASS 3

$1000.00 donation Free hall rental for one day
CLASS 4

$1000.00 donation 50% reduction in hall rental fee
$1500.00 donation 75% reduction in hall rental fee
$2500.00 donation Free hall rental for one day
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Privatization of Community Halls

Presently

v v

v vV v v v Vv

halls are controlled by the City

City endures all costs associated with facility (IE maintenance, heating, cooling,
electrical, rental expenses, administration, manpower etc...)

halls are losing money

less than 14% usage

halls are not being promoted

halls need renovations and updating at most sites

rental procedure can be complex

public required to pay additional insurance rates

Privatization

v VvV Y vVY VvV Vvy

more costly to the public as well as the City or private run events
loss of community access to subsidized pricing

loss of community spirit and community focal point

loss of control of the hall

less cost to City

revenue generation not loss

partial cost recovery

renovations still required

City would have to rent that halls like any other client

City would be responsible for building repairs
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