
Woodlawn Nature Center Member Use of Building  
Date: Start Time: End Time: 
Organization Name: 
Responsible Individual’s Name (must be a current Woodlawn Member): 
Event: 
What time do you need the pick up the key? 
Approximately what time will you be leaving the building? 
Will you be using the kitchen area? Refrigerator? 
Use fee is $25/hour to be paid at time of reservation with refunds up to 30 days prior to the day of the event. 
A $100 deposit must be provided (in cash) when making the reservation.  This fee will be returned after the 

facility is inspected and is found to be in good condition and no items have been damaged or removed. 
 
Woodlawn Nature Center is a valuable resource in our community.  As a member of the center, you have the 
right to use the facility under the following conditions.  Please feel free to have your guests enjoy the exhibits, 
library, and grounds while they are here.  Unless otherwise arranged activities inside the building are limited to 
the main floor.  The facility, including restrooms, is accessible to those with physical challenges.  It is your 
responsibility to supply needed items, set-up and clean-up for your event.  The center does not have paid staff 
and relies on volunteers to manage and clean the facility.  Please be polite and keep the center in good shape.  
Enjoy your event! 

 
Please respect YOUR center and the contents within it.  

 Tables and chairs are located in the closet at the northwest corner of the main room.   
 Do not place any hot dishes or appliances directly on the tables as they are plastic and will melt. 
 If you are using tables for activities involving paints, markers, or such please use a table covering.  
 Leave the displays and exhibits intact (portable display boards may be moved out of your way).   
 Many of the exhibits have hands-on components but please supervise children to ensure safe and 

appropriate interaction. 
 Drums may be used but not abused. Do not hit the drums heads with any objects other than hands.  

Do not make any alterations to the drums or ropes.  Do not stack drums on top of each other 
 Do not remove any Woodlawn items from the Center. 
 Smoking is not permitted in the Woodlawn Nature Center and on the grounds. Alcohol is not permitted.  

 
At the end of your event, please clean up and remove all items you brought in.  Your deposit will be returned 
upon inspection of the facility and return of the key.  

 Put all tables and chairs away 
o Wipe off tables before putting away 
o Hang chairs by the bottom rail on the top rack & the top rail on the bottom rack to avoid tangling 
o Put tables that were already out back where they were 

 Clean up and remove all items (decorations, food, dishes, utensils, etc.) that were brought in 
 Sweep/dust mop bare floors, mop up any spills, and vacuum any crumbs, dirt tracked, etc. from rugs. 
 If you use the kitchen facilities, please clean and be sure to turn-off any appliances used and wipe 

down countertops and sink. 
 Remove all trash and empty the restroom and kitchen trash containers.  Trash may be put in the 

barrels outside.  Please do not leave any trash bags on the ground. 
 Have attendant inspect clean up. 

 
The signature below acknowledges that I have read and understood the above. 
 
Member’s Name (print):____________________________________________ 
 
Member’s phone and address:________________________________________ 
 
 


