Yuko-En on the Elkhorn Visitor/Renter – Policies and Procedures 2-07
The purpose of Yuko-En on the Elkhorn is for life-long learning, education and positive recreational pursuits.

The Site  
Welcome to Yuko-En on the Elkhorn.  The nearly six acre garden, initiated in the fall of 2000, is a work in progress; it will always be growing and changing.  In 2006, the State of Kentucky has given funding to complete construction of the Four Seasons Environmental Education building on the existing foundation.  Construction should begin when funds are available which is estimated to be in 2007. Yuko-En on the Elkhorn up to this point was/is created with donations and in-kind (volunteer) service.  It is managed by the Scott Education and Community Foundation (SECF) and is directed by Trustees of the Garden with one part-time Program Director as staff.  Each year, thousands of people tour on their own or with groups in guided tours.  School children of all ages attend various programs set up based on their needs and requests.  The City of Georgetown gave the land to the SECF in perpetuity as long as it functions as the Friendship Garden.  While Yuko-En is located on what was once Cardome Centre property we are separate entity with separate staff although we often work cooperatively on programs and events.  Contact Yuko-En at phone number 502-316-4554.  When making your reservations to the garden be sure to check with Cardome Centre regarding any conflict of interest events or if you will need to use some of their parking lot for overflow parking.  (Cardome Centre can be reached at 502-863-1575 x 0.)
Reservations
Reservations for tours, programs and your own events are made by contacting the part-time Environmental Education Programs Director (Director) at 502-316-4554.  Reservations are made on a first come, first served basis with priority to educational programs/dates or events if needed.  The garden is not closed; it is open to the public daily from dawn until dusk. The staff, Trustees, SECF Board or police may relinquish a visitor’s rights to use the site for any reasonable problem such as: breaking laws/policies/procedures/rules or for being unsafe.  

To make a reservation and hold a date, the Director will need to record the required information as listed on the reservation form.  To expedite reservations, call and leave your requested date, name, group name, address including city and zip, phone and cell phone numbers, your email address and include how you heard about the garden. All groups who wish to use the site with their own leadership, classes or events must read, understand and sign the Yuko-En on the Elkhorn Hold Harmless Agreement so that groups understand that they are responsible for any damages or clean up required as a result of their use of the site.  Any groups providing their own leadership, classes or risk activities must provide the Director with a current copy of their group’s liability insurance to demonstrate that Yuko-En and all related entities are not liable in any way. They are not responsible for any injuries to participants in programs lead by visiting leaders or groups.  All rental group activities must be appropriate for families who might be visiting the garden. Campers with liability insurance must complete additional forms.
Reservations are secure when the Director has taken down the reservation information and received a copy of the signed Waiver/Hold Harmless Agreement form and a current copy of your liability coverage (if applicable) and donation to Yuko-En on the Elkhorn.  Donations to improve Yuko-En on the Elkhorn should be made out to: S.E.C.F./Yuko-En on the Elkhorn, with MEMO area saying your name and event i.e. Smith/Brown wedding 7-1-06. This donation and the signed required forms should be mailed to: Attention: Jane Ahrends/YUKO-EN, c/o Charline Martin, 400 E. College, Georgetown, KY 40324 OR information can be dropped for Jane Ahrends at the Chamber of Commerce office, 160 E. Main Street, Georgetown, from 8 to 4:30 daily, just ask the staff to put it in Jane’s (drop) box.  Once you have done this, either way, please notify Jane by phone at 502-316-4554.     
Rental supplies/Setup/Security

Keep in mind that Yuko-En does not have staff on site at all times nor for all events.  Be sure not to leave anything out for temptation.  Yuko-En, SECF, and the City of Georgetown are not responsible for damage to, or loss of any merchandise, equipment or personal possessions prior to, during or after the event and we reserve the right to request that additional security be provided at certain types of events.  The Renter is responsible for any additional security fees.  Yuko-En, SECF and/or the City of Georgetown are not responsible for any damage to, or loss of any merchandise, supplies, tents, chairs, rented equipment or any materials placed at the site prior to, during or after the event.  You must provide your own security at your own expense as needed.  Tents, chairs, tables and such resources may be set up only in flat designated areas of the garden such as between the building foundation and the koi pond or down by Elkhorn Creek.  Please remove all supplies immediately after your event.  
Damage Deposit and Damages

The Trustees reserve the right to require a deposit for any group for any reservations.

Rental Cancellation
If your event is cancelled for any reason, please contact the Director as soon as possible so that others may be accommodated.  Donations are not refundable.
Insurance

The individual Renter is responsible for any required liability insurance for their event.  A current copy of a group’s liability insurance policy must be provided to the Director prior to the event.

Parking

Do not park on the grass.  Handicap access or special accommodations such as for bride delivery can use the service road behind the garden.  Visitors must call ahead to be sure access is available.   If renal companies need access you must make arrangement in advance as well.  All other visitors should use the main parking lot for the garden.  If needed, have a person designated to park cars.  If all vehicles will not fit in the garden lot send them across to Cardome Park or up to the Cardome Centre lot (if you have obtained previous permission from Cardome Centre to do so).  

Smoking

Smoking is not allowed in city buildings.  If you must smoke in the garden, please keep the area beautiful by cleaning up after yourself and your guests. 
Decorating

Any decoration plans must be pre-approved and they may not cause any harm to the site.  Everything must be removed after your event.  The renter is fully responsible for any damage caused or clean-up required by decorations or any decorating sub-contractor or attendee.  The use of confetti, glitter, silk flower petals, rice, candles or anything creating litter is discouraged.  Wedding parties are encouraged to feed fish food to the Japanese koi (fish) rather than leave anything that might be harmful to the site or to wildlife such as rice.  Please do not tape, staple or nail any item to doors, walls, windows, ceilings, floors or railings.  
Cleaning

All groups should clean up after their visit and leave the site in a clean, orderly fashion.  Caterers must clean up after themselves.  Groups should pack out what they pack in where possible or use the large trash receptacles at the back of the garden.  You should plan to police the area after your visit.  Please remove any evidence of your visit immediately following your event.  
Maintenance

Yuko-En does not have any maintenance staff for the garden. Volunteer workers are coordinated by the Director if they are available.  Therefore, you should plan to police the garden before your event.  The Beautification Department assists with and mows the garden as time allows.  Have your own back up plan for mowing in the event the weather should prevent Beautification from working prior to your event.  Call the Director two weeks prior to your event so she can notify the Department and request that the garden have some scheduled time for needs such as mowing, filling the pond water, etc. 
No Alcohol

Yuko-En on the Elkhorn is on City property in Scott County which is a `moist’ county meaning that it is illegal to serve alcohol in public places outside of permitted restaurants.  

Photo Release

Unless notice is given to Yuko-En staff in writing prior to the event, use of the site allows staff or volunteers to attend and photograph or video tape all participants for but not limited to advertising, promotion, publication, news, archives, and/or use on the Internet or World Wide Web or for any appropriate purposes that they may deem necessary.  

Rental Contract Default

Yuko-En/SECF reserves the right to terminate any event and ask the participants to vacate the premises as deemed necessary to protect the well-being of individuals present during the event; or whenever any major damage to the grounds or facilities has occurred as a result of any activity and/or irresponsible behavior; or whenever a flagrant violation of the rules, laws or policies and procedures has taken place. *
Policies and Procedures Revisions

*Yuko-En/SECF reserves the right to change and update Policies and Procedures, as deemed necessary for appropriate operations or safety concerns, with required written 30 day notification to the Renter.
Two pages of Policies and Procedures read and signed by: __________________________date____________
You must also sign the Hold Harmless Agreement.
