
STANDARD OPERATING PROCEDURES 
 GOVERNING THE LEASE OF  

THE DENNIS A. WICKER CIVIC CENTER         
 
 

Adhesive-backed Decals – These items are prohibited from distribution 
anywhere on facility property. 
 
Alcohol Policy – Alcohol may NOT be sold at any event.  Civic Center will 
provide security guards for groups wishing to have alcohol during events and 
charges billed to client.  Depending on the type of event further requirements 
may apply.  Failure to comply with regulations will result in shut down of your 
event.  The legal age to consume alcohol is 21.  The client is responsible for any 
underage drinking during their event. 
 
Building Disfiguration – No holes may be drilled, cored or punched anywhere 
in the building.  Painting is prohibited on premises.  Lessee is responsible for the 
repair of any damage or disfiguration to the facility.  LECTURE HALL - MAX 
NUMBER OF SEATS 198.  Fire Code prohibits chairs down aisles. 
 
Cancellation and Reservation – The reservation is not confirmed until the 
appropriate deposit is received when requested.  If event is a fee exempt 
event then the reservation is not confirmed until Application for Use is 
received.  All fees are due and payable 45 days from date of event.  
Depending on Event Type, deposits of $ 100.00, $ 300.00, $ 500.00 or more, 
are due and payable at booking.  Cancellation of event within 60 days of 
event day will forfeit deposit.  Cancellation of event within 45 days will 
forfeit all fees.  Clients having history of cancelled event will be subject to 
increased deposits at discretion of Facility Management.  Facility tentative 
holds are made for 3 days only and will be cancelled unless deposit is 
received within that 3-day period. 
 
Cleaning – Lessee shall leave the facility in the same clean condition in which it 
took possession.  All trash shall be placed in trashcans immediately after the 
event is over.  Any extraordinary cleaning that has to be performed by Dennis A. 
Wicker Civic Center Staff will be billed to lessee. 
 
Equipment – The facility rental fee includes chairs and tables set according to 
client’s plan.  The rental fee includes podium, use of 2 microphones and house 
sound system. Audio/Visual Tech Support can not be expected during events but 
we will aid in setup.  Civic Center will be pleased to provide referral for audio or 
visual support and/or additional equipment during event.  For equipment rental 
rates contact the Civic Center office. 
 
Hanging Ceiling Rigging – Nothing may be hung, attached or suspended from 
any part of the building without  consent from the Dennis A. Wicker Civic Center. 



Generally, metal lighting structures, lights, and speakers hung over stage or 
where people would be in hazard from injury of support failure will require a 
$1,000,000 liability policy assigned to the Civic Center. All hung items will be 
double-safe tied with steel cable and shackles and certified by a trained rigging 
professional.  
 
 
Kitchen and Catering – It shall be the responsibility of the lessee to submit to 
the Dennis A. Wicker Civic Center, in writing, the caterer or persons the lessee 
intends on using no later than 30 days prior to the first event day. Clients and 
caterers will be expected to adhere to kitchen policy, however, clients will be held 
responsible for loss or damage to dishes, glassware, silverware, etc. 
 
                        Rules for Kitchen Use 

• Wash all dishes and silverware that are used and place on 
clean surface for inspection by Civic Center Staff.  DO NOT 
RETURN to cabinets after use.  Leave on counter and Staff will 
return to locked cabinets. 

• Clean any appliances that are used. 
• Sweep and mop all floors 
• Leave all sinks clean 
• Remove all food from walk-in cooler 
• Clean walk-in cooler of trash and spills 
• Propane NOT ALLOWED inside building 
• $ 25.00/ hour billed for additional cleaning by our staff. 
• All trash will be placed in containers  
• Deep fryer, if used, will be emptied of all oil and cleaned after 

use.  Waste oil container provided outside near Kitchen door. 
  
Motorized Vehicles – Motorized vehicles or equipment will not be permitted 
inside of building unless authorization has been given.  In the event any vehicle 
is for display, all fire regulations pertaining to exhibits must be strictly adhered to. 
 
Non Profit Agencies – To receive rate discount a copy of non-profit permit must 
be provided if not on file with Civic Center.  If sponsoring an event, 
acknowledgement from the agency stating that permission has been granted to 
hold an event and their Tax Exempt I. D. Number are required. 
 
Parking Lot – The parking lot may not be used for commercial exhibits, displays, 
promotions etc. without consent from the Dennis A. Wicker Civic Center.  
Returning the parking lot area in a clean condition is the responsibility of the 
lessee.  Parking in the “Firelane” is not permitted and vehicles may be ticketed.  
 
Portable Walls and Freight Doors – Only DAW Civic Center personnel are 
authorized to move portable walls, open and close freight doors, turn on lights, 
change thermostat setting or unlock doors.   



 
Power Connections: Power connections requiring access to panel lugs and 
junctions must be connected by a licensed electrician licensed in NC. No 
exceptions. 
 
Private Bookings – Lease rate of the facility for private use will be charged the 
non-profit rate.  
 
Rental Times – All rates are based on an 8 consecutive hour rental period.  All 
events must be scheduled between 8:00am and 12:00 midnight.  All events must 
end by midnight and may not start prior to 1:00pm Sundays w/o expressed 
approval of Facility Coordinator.   
 
Reservations – In order to secure a reservation, a person MUST be eighteen 
(18) years of age.  Representatives leasing on behalf of a business or 
organization MUST show they are authorized to do so. 
 
Security – Any event serving alcoholic beverages are required to have security 
officers as prescribed by Facility Management.  LESSOR will coordinate security 
and act as intermediary. 
 
Security Deposits – A Security Deposit is a warranty against cancellations, 
protection for damages and used as fee adjustment if necessary.  The deposit 
will be $ 100.00, $ 300.00, $ 500.00 or more depending of type of event.   
Deposits are due at time of booking.  Failure to pay deposit at booking will result 
in cancellation of tentative hold. 
 
Setup Requirements – Show or meeting requirements and floor plan must be 
submitted 2 weeks prior to event.  Adequate aisle space and door clearance 
must be allowed in accordance with Fire Marshall requirements.  Safety issues 
should be considered in planning your event. 
  
Smoking – NO SMOKING!  The building is a smoke free facility, smoking inside 
is prohibited. 
 
Ticket Sales/Seating Capacity – Lessee shall not, under any circumstances, 
print more tickets for any one performance than there are seats available. Ticket 
booth may be rented for ticket sales and telephone line with phone  
provided for $ 25.00 plus long distance charges per day.  Ticket Booth opening 
must be scheduled as not to interfere with other events. 
 
 
Failure to Comply 
Failure to comply with Rules and Regulations governing the facility could 
result in loss of part or all of deposit, immediate closure of the facility,  bill 
for additional damages and be barred from the facility.   
 


