
 

SPRINGFIELD FIRE DEPARTMENT COMMUNITY ROOM POLICIES 
(REVISED 7-13-09) 

           STATION 1             STATION 5                    STATION 6                         STATION 8          Station 12 

720 E. GRAND       2750 W.  KEARNEY      2620 W. BATTLEFIELD       1405 S. SCENIC       2455 S. BLACKMAN RD 
 

Rental Agreement Number(s)_______________    Station(s)____       Rental Date(s)___________ 
 

The Springfield Fire Department is working to increase our service to the community.  In support of this effort, we have included 
a room on Fire Station #1, #5, #6, #8 and #12 that can be used by neighborhood groups for special events.  The room is a 
service to the citizens and is available through the cooperation of all parties involved.  Use of the room is restricted to not-for-
profit activities only. 
 

The following policies have been adopted to ensure fairness to all who would like to enjoy the benefits of this addition.  They 
are not meant to be overly restrictive nor prevent users from enjoying the facilities. 
 
FACILITY INFORMATION 
 

• Each community room has a refrigerator, microwave, sink, vacuum or dust mop, and a television. There is also a telephone available 
for local calls. 

 

• The facility at Fire Station #1 is a 33’ x 23’ room with 8 tables, 39 chairs available.  The occupancy limits are as follows:  standing – 
151, chairs only – 108, and tables and chairs – 50.  In addition to the above-mentioned items this station also has a DVD/VCR player; 
however, it does not play homemade DVD’s. 

 

• The facility at Fire Station #5 is a 19’ x 28’ block room that is entirely handicapped accessible.  There are 6 tables, 59 chairs 
available.  The occupancy limits are as follows:  standing – 106, chairs only – 76, and tables and chairs – 35.  In addition to the 
above-mentioned items, this station also has a VCR and a projection screen with a stand. 

 

• The facility at Fire Station #6 is a 26’ x 30’ room with 62 chairs and 13 tables available.  The occupancy limits are as follows:  
standing – 156, chairs only – 111, and tables and chairs – 52.  In addition to the above-mentioned items, this station also has an 
electric drop-down screen. 

 

• The facility at Fire Station #8 is a 37’ x 27’ room with 37 chairs and 16 tables available.  The occupancy limits are as follows:  
standing – 199, chairs only – 142, and tables and chairs – 66.  In addition to the above-mentioned items, this station also has a VCR 
and a pull-down screen. 
 

• The facility at Fire Station #12 is a 28’ x 28’ room with 40 chairs and 13 tables available.  The occupancy limits are as follows:  
standing – 168, chairs only – 120, and tables and chairs – 56.  In addition to the above-mentioned items, this station also has a 
VCR/DVD player, a ceiling mounted video projector, and two ceiling mounted televisions. 

 
RESERVATION PROCEDURES 
 

• To reserve the facility, call the Fire Department at 864-1516.  You will need to provide the following information:  type of event, date 
and time of event, contact name, contact address and phone number and event duration.  If there is no one available, you may also 
call 864-1500. 

 

• Reservations require a $40.00 non-refundable fee. The room is to be left clean and restored to the original set-up, upon your 
departure or additional fees may be incurred. The $40.00 fee and the signed contract must be received by 4 pm 5 business 
days prior to the event or the reservation will automatically be cancelled to allow other interested parties the chance 
to utilize the community room.  A fee is required for everyone except City, State, or Federal government entit ies 
located in the Springfield city limits that have the ability to levy taxes.  The fee may be mailed to Springfield Fire Dept., 830 
Boonville, Springfield, MO 65802. Please make checks payable to "City of Springfield" and include the date of the event and the 
community room being used. A receipt will be issued for all cash payments received. Note: It may take up to 30 days to receive 
a refund check on cancellations. We do not accept credit cards. 
 

• Failure to return the rental agreement does not exempt the responsible party from the rules stated within the rental 
agreement.  Furthermore, receipt of your payment acknowledges your agreement and acceptance of all the rules  in 
the rental agreement. 

 

• Rooms may not be reserved more than 60 days in advance; consecutive bookings are not allowed. Priority will be given to Fire Dept. 
activities.  No organization may use a community room more than twice in a 60 day period.  Community rooms may not be booked 
for more than 8 hours at a time, without approval from the Fire Chief. 

 
DAY OF EVENT 
 

• The doors should be unlocked prior to request; however, circumstances could arise that fire crews may be out of the station.  If this 
occurs, contact 874-1212 and request that the dispatcher contact Battalion 1 about getting Fire Stations #1, #5 or #12 unlocked.  If 
you need access to Fire Station #6 or #8, you will need to request Battalion 8 be contacted.   No parking is allowed in front or behind 
the station vehicle doors.  The firefighters that you share the facility with can assist you if problems arise.  Please ask to speak with 
the Captain if you need assistance.  

 

 



 
DAY OF EVENT CONTINUED 

• The facility will be clean upon your arrival.  Waste cans are provided for all trash.  Before leaving the facility, please empty the waste 
cans in the dumpster located behind the station.  A dust mop and broom are inside the closet so the floors can be swept.  If floors 
are carpeted, a vacuum is also available.   All tables should be cleaned and restored to the original set-up.  Washcloths for cleaning 
are located under the counter and may be hung in the restroom once you are finished.  The user must supply all food service 
requirements such as plates, napkins, clean-up supplies, etc. 

 
• Once you have completed your activities and the room has been restored to its original state, you may leave without notifying the 

firefighters.  They will have a schedule and will know when to lock the building. 
 
RULES FOR COMMUNITY ROOM USE 
 

1. If the meeting is scheduled to run into the night, please be considerate of the firefighters that may be sleeping next to this room.  They 
usually retire by 10:00 p.m.  The firefighters will likewise be considerate of your event. 

 

2. No consumption of alcoholic beverages is allowed on fire department property.   
 

3. Tobacco use is allowed outside and in designated areas only. 
 

4. No sales of any type or exchange of funds are permitted in the Community Room. 
 

5. The user will pay for any damage to the facility and/or its belongings within fifteen days. 
 

6. No pets are allowed, with the exception of those used for personal assistance (i.e. seeing-eye dogs). 
 

7. We reserve the right to limit activities that might interfere with normal fire station activities. 
 

8. There will be no disc jockeys or loud music allowed.  If there is going to be singing or any other type of low-volume music, you will only 
be allowed to use Fire Station #1 or #8 because of the location of the bedrooms in relation to the Community Rooms. 

 

9. As the community room is the property of the City of Springfield, to avoid the appearance of any suggestion of improper partisanship, 
endorsement or partiality in the use of the premises, political activities on the premises, other than the use of the room as a duly 
sanctioned election polling place in a municipal, county, state or federal election, are prohibited.  

 

Improper political activities shall include, but not be limited to:  
Speeches, rallies or other gatherings in connection with the promotion of a candidate for any public office, or in connection with a 
legislative or election issue; political party or committee or other organizational meetings of any kind; activities of any kind in connection 
with any petition for the calling of an election or for presentation to a governing political body or official; political fundraising activities; 
and any meetings or other activities intended to promote the candidacy of a person for any public office or for the promotion of any 
legislative or election issue; and any activities intended to register persons to vote or increase voter turnout. 
**ALL RULES ARE SUBJECT TO CHANGE WITHOUT NOTICE** 
We are proud to be of service to our community, and we hope you find this room a nice 
place for you to have your meetings. 

 
The renting responsible party agrees to be responsible for and reimburse to the City of Springfield 
Fire Department any costs associated w ith any repairs to, or replacement of, any property or 
equipment damaged, stolen or lost caused by any member of the renting party, except for normal 
wear and tear as deemed appropriate by the Springfield Fire Department. 
 

     This agreement is made and entered into this ________ day of ___________, 200___ between the      

     Springfield Fire Department and (PRINT YOUR NAME HERE)_______________________________.  

    Signature of Responsible Party: ______________________Contact phone number(s) ___________  

SPRINGFIELD FIRE DEPARTMENT 
830 BOONVILLE AVE      
SPRINGFIELD, MO  65802 
417-864-1500  FAX 417-864-1505 
 

BELOW FOR OFFICE USE ONLY: 
ROOM(S) RENTED   1,5,6,8,12         
DATE(S) RENTED____________ 

 RENTAL FEE: $40.00 
 Amount Paid: $40.00                Receipt # 

 
Rental Accepted By:  Method of Payment - NO CREDIT CARDS ACCEPTED 

 Cash   
 Check#________________   
 Cashiers Check#_________________  
 Money Order#___________________ 
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