POLICY FOR USE OF CITY HALL ROTUNDA, MARKET STREET LOBBY AND BROADWAY LOBBY

(Revised June 28, 2022)

The use of the City Hall Rotunda as well as the Market Street and Broadway lobbies of the Frank P. Zeidler Municipal Building (hereafter all referred to as “lobbies”) is principally governed by Common Council File Number 80-1039, adopted February 10, 1981.  Among other things, it establishes:

· It is desirable for the City to permit non-profit and benevolent organizations to use the lobbies with the approval of the chair of the Public Works Committee.

· It is not desirable for the lobbies to compete with existing businesses as a space for receptions, society meetings and social events.

Beyond this resolution, this policy is guided by the belief that the lobbies are both public places of assembly and part of a busy workplace.  These twin realities can and should co-exist.

WHO MAY USE THE LOBBIES?

In reality, it is easier to describe those individuals and organizations that may not make use of the lobbies.  Specifically, for-profit agencies may not use the lobbies for the purpose of sales or solicitations.   Also, if too many agencies have asked to use any one lobby at the same time, one or more may be asked to select a different date and time for the sake of safety and convenience.

Common uses of the lobbies include press conferences, art displays, sales by benevolent or not-for-profit societies, music and dance concerts, and informational displays on a variety of governmental and non-governmental issues.

N.B.:  While City departments are welcome to make use of the lobbies, they are required to submit the appropriate request and other information as provided elsewhere in this policy.

HOW DO YOU SUBMIT A REQUEST TO USE THE LOBBIES?

The scheduling of lobby events is the responsibility of the chair of the Common Council’s Public Works Committee – presently Alderman Robert Bauman.  Scheduling requests may be directed to Deborah Moore at 286-2206 or cmout@milwaukee.gov.  She will provide you with an event information form.  Please complete and submit this form as far in advance of the event as possible.

WHAT REGULATIONS EXIST FOR THE USE OF THE LOBBIES?

1. Please be advised that the capacity of the rotunda of City Hall is 280 people, the capacity of the Broadway lobby is 157, and the capacity of the Market Street lobby is 85.  These figures assume there are no items of furniture or other furnishings set up.  Having these items in place reduces these capacities, which must not be exceeded.

2.
Arrangements and any charges for set-up and clean up are handled by the Department of Public Works.  The City Clerk’s office will notify the Department of any approved uses of the lobbies and equipment requests.  
3.
Events conducted outside of normal business hours – 8 a.m. to 4:45 p.m. – may require the hiring of security personnel through the City of Milwaukee.  You may not hire your own security.  For further information, please contact Mr. Matt Mortwedt, 286-2145.
4.
Alcohol beverages may only be sold or served during the hours when City Hall is not open for business, i.e., outside the hours of 8 a.m. to 4:45 p.m., weekdays.  It is the responsibility of those organizing the event to insure that both the organization and all servers have the appropriate alcohol beverage licenses. All Organizations must apply for, and be issued a temporary Alcohol permit for sale or service of alcoholic beverages. Please contact the City Clerk License Division at 286-2238 for information regarding the sale or service of alcoholic beverages.

5.
Organizers of events at which food is served are responsible to insure that service complies with all provisions of the City of Milwaukee’s Health Code. Please contact the City Clerk License Division at 286-2238 or go to http://city.milwaukee.gov/ImageLibrary/Groups/healthAuthors/CEH/PDFs/TempFoodStands2011forweb.pdf  for information regarding application and licensing information. 

6.
Use of the lobbies outside of normal business hours (8 a.m. to 4:45 p.m.), on weekends, or on holidays is limited to events sponsored by civic, cultural, or charitable organizations.

7.
The rotunda is not available before 7 a.m. and after 11 p.m.  Exhibits set up during the day may remain up overnight if scheduled for the following business day.  Please be advised that the lobbies are busy public spaces and the City of Milwaukee is not responsible for damage to or loss of personal property that may arise from any lobby activity.

8.
The use of the City Hall rotunda does not extend to any of the public spaces above the first floor.

9.
The following activities are prohibited:

a. Any conduct that obstructs the use of entrances, corridors, offices, elevators, stairways, or official bulletin boards or otherwise impedes or disturbs the conduct of City business.

b. The possession or display of signs, placards, banners, or posters mounted to sticks or poles.

c. The attachment of signs, placards, banners, or posters to walls, columns, or any other objects that are part of the structure or furnishings of City Hall.

d. Placing tables, chairs, or other items against walls, doors, pillars, railings or other structural components or furnishings of City Hall unless the placement is performed by the Department of Public Works.

10.
Sound amplification equipment, if used, must not disrupt the normal conduct of business.

11.
Displays must clearly indicate the individual or organization sponsoring them.  If banners or other display items are hung from the railing of the second floor of the City Hall rotunda, the items themselves should, in large, clear letters, identify the sponsor of the display.  If this latter requirement cannot be met, the sponsor should be identified using large, clear letters on a sign no smaller than 30’’ X 40’’, to be placed on the first floor of the rotunda on an easel provided by the City. 

12. Organizations are asked to be considerate of one another and limit their use of the
 lobbies to twice per calendar year.

PLEASE NOTE:  The Chair of the Public Works Committee may make additional determinations regarding the time, place, and manner of lobby use as are necessary to protect the health, safety, and general welfare of the public and to ensure orderly, continuous conduct of City business.

Lobby Event Information Form

(Revised February 2, 2007)

1.  Name and Phone Number of Requestor:

2.  Organization:

a. Address of Organization:

b. Is This Organization For Profit?:

c. Is This Organization Non-Profit?:

3.  Nature of Event:

4.  Contact Person (should be available throughout the event):

     Contact Phone Number:                               Alternate Phone Number:

Date(s) and Times Requested

	Date (
	
	
	
	
	
	
	

	From*
	
	
	
	
	
	
	

	To*
	
	
	
	
	
	
	


*Lobbies are available from 7 a.m. to 11 p.m.  City Hall offices are open from 8 a.m. to 4:45 p.m.

5.  Space Usage Requirements:

a. Type of Equipment the Organization Will Be Bringing:

b. Type of Equipment Required from the City:

c. Exhibit Space Required (and how much)?:

d. Number of People Expected:

e. Type of Food/Beverage Served (Requires license or permit):

f. Music to be played?:

g. Type of City Assistance Needed:

6.  If your event involves a display, how will the sponsor or sponsors of the display be identified to the public?

7.  Certification:  I, an individual responsible for this lobby event, have read the policy guidelines for the use of these facilities.  I understand them and agree to abide by them.  I understand that any violation of these guidelines may result in me or my organization being denied use of the lobbies in the future.

___________________________________                                        _________________

Signature                                                                                               Date of Request

