PROCEDURE FOR 4-H USE OF THE

WAUKESHA COUNTY EXPO CENTER (Effective 11/1/2015)
All requests for 4-H use of the Waukesha County Expo Center must be submitted in writing to the UW Extension office using the Waukesha County Expo Center – 4-H Space Reservation Form & Expo Work Order (See Attached).   Molly Ellis, 4-H Support Staff, will be the point of contact for the UW Extension.  Teri Adlam will be the point of contact for the Waukesha County Expo Center.  The only exception to this rule is the 4-H Tack sale because it is a paid event.  4-H Horse Association will contract directly with the Expo Center for that event.
Molly Ellis will review the reservation form and will forward properly completed forms to the Expo Center for processing and confirmation. Expo will either approve or deny the request (based on space availability) and will send that information to the Extension.  A confirmation sheet will be issued if the space request is approved.
Policy for 4-H Use of Expo Center:

Free use will be allowed on Monday – Thursdays only during normal working hours (8 am – 4:30 pm), or in the evening when there is a paying client on the grounds absorbing labor costs.  This is on an as available basis, and 4-H events may be rescheduled if a paying client books the space.
If there is no paying client renting the facility, 4-H clubs may still book space, but must pay the labor costs for staff to remain onsite after 4:30 pm.   In 2016 this rate will be charged at $25 per hour beginning at 4:30 pm.

Multiple 4-H clubs can use the Expo on the same night and share the labor costs between them.

For Example: 3 clubs are interested in using the Expo on a Tuesday night.  They have varying start and stop times, but the last group will be out at 8:30 pm.  The charge for the labor that night is 4 hours x $25 = $100.  This cost can be split evenly between the 3 clubs to share costs.
4-H clubs will be responsible for set up and teardown of their events.  

Booking:

You must book no later than 45 days prior to the event to be considered for free use.  Bookings for a future year will not be accepted until October 1st of the current year.  


Example:  2017 Booking requests will not be accepted until October 1st of 2016.

Priority booking will be considered for groups currently using the Expo on Wednesday nights because most involve animals and they would have a more difficult time finding alternate space.  
These groups include:


Dogs


Canine


Rabbit Group



Rabbit Hoppers


Poultry

If the above listed groups fail to reserve their space in a timely manner and a different group is booked, they will not be allowed to bump the other group.

If a paying customer cancels their date when 4-H is also onsite, the Extension office will be notified and 4-H Groups booked will have the option to pay the labor to be onsite or cancel without penalty.  If the Expo Center needs to cancel due to a paid rental coming in, Expo will give the Extension office as much advance notice as possible and try to facilitate rescheduling the 4-H event.

Space request forms should be sent to:  mellis@waukeshacounty.gov
The Waukesha County 4-H Horse Association group will be allowed to book horse shows on the weekend, but will be charged for all costs associated with the event.  This includes: ring preparation the week of the event, staffing for the hours the show is operating, water wagon use and any excess waste or clean up expense associated with the show and gravel replacement in stalls.  In 2016 this cost will be $550 per day. The 4-H Horse Association is still responsible for stall cleaning and proper disposal of manure.
The Waukesha County 4-H Horse Association will be responsible for set up and teardown of their events.  
Invoicing:   The Expo will invoice the clients and collect the fees.  4-H groups will be invoiced for time used, damage to any equipment and excess clean up.  Free use will be suspended for any club/group in arrears.  Payment is due 15 days after receipt of invoice.  Administrative collection fees may be added to any account that is more than 30 days past due.  Extension office will be notified of any organization in arrears.

Cancellations:
If a group is a no show or does not cancel within a 2 business day (48 hour) notice they will be charged a $25 fee (if it is a free use night) or the cost of Expo labor if they are the only user and it is a paid cost rental time. Communication must be made to the UW-Extension office by telephone (262 548-7770) during office business hours (Monday through Friday, 8:00 a.m. to 4:30 p.m.) through direct contact with a UW-Extension staff person. E-mail cancellations are not acceptable. 
Cancellations may occur in the event of inclement weather.  If Expo is closing due to snow or extreme cold, the 4-H club meeting organizer will be notified by Expo staff via telephone. 
This policy is in effect starting 11/1/15 for all future bookings.
