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The Collective Space Use & Event Policy Agreement  Date Approved: 10/2025 
 
 
These policies govern the use of event space operated by the Natrona Collective Health Trust 
(“The Trust”) known as The Collective Space. In addition to the terms of any written agreement 
or reservation document regarding use of The Collective Space, every person who makes use of 
Collective Space agrees to abide by these policies in exchange for use of the space. 

Purpose 
With The Collective Space, the Trust not only fulfills our purpose and mission through our work, 
but also through our space. The Trust builds cross-sector collaborations to address community 
issues, providing leadership and tangible resources to solve problems affecting the health of our 
community members. At The Collective Space, we host mission-aligned trainings, community 
forums, speaker events, and more - revitalizing and repurposing a more than 100-year-old 
building located in the heart of Casper for an important community asset.  At The Collective 
Space, we convene a variety of events and activities that meet the needs of our community in 
accordance with the following policies. 

Eligibility and Restrictions 
 
Eligibility 
All events held in the building must be in line with the Trust’s mission, guiding principles, and 
statement of inclusiveness. Any organization that reserves The Collective Space is the “host 
organization” for the purposes of these policies; each host organization must have one 
designated representative who is ultimately responsible for compliance with these policies and 
that representative shall ensure compliance of these policies with any of organization’s agents, 
employees, participants or any other representative using The Collective Space. Types of events 
allowed may include but are not limited to board meetings, retreats, forums, trainings and 
workshops, film screenings, conferences, and private meals. The Trust reserves the right to 
refuse to accept reservations for any organization or event that does not meet its eligibility or 
guidelines (including but not limited to these policies), or otherwise. 
 
Restrictions 
The following listed specific types of events are restricted at The Collective Space: 
 

• Events with content that conflicts with or is otherwise not in line with the Trust’s 
mission, guiding principles, or statement of inclusiveness, 

• Events related to political lobbying, campaigns, or any other partisan activities or content, 
• Commercial or fundraising events, 

https://collectivehealthtrust.org/
https://collectivehealthtrust.org/grantmaking/#statement-of-inclusiveness
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• Events that are not charitable or designed to benefit the communities served by the 

Trust such as weddings or birthday parties, 
• Events that discriminate based on age, sex, religion/creed, race, national or 

ethnic origin, sexual orientation, gender identity or expression, disability, or 
other protected class membership, as recognized by state and federal law. 

 
Requests to hold events that violate these restrictions may be denied, disallowed or terminated 
in the sole and unappealable discretion of the Trust. This may occur at any time, although the 
Trust will take reasonable steps to avoid hardships related to denial, disallowance or 
termination of an event on short notice. 

Event Booking, Approval and Cancellation 
 
Event Booking and Approval 
If you believe that your organization is eligible to be a host organization based on the above 
guidelines and you want to inquire about holding an event at Collective Space, complete and 
submit an inquiry form via our website. Organizations are encouraged to submit applications no 
more than 6 months and no less than 2 weeks in advance of their desired event date. We will 
review applications within five business days and you will be contacted by our staff regarding 
the approval or rejection of the requested event booking, or if additional information is needed. 
If approved, an authorized representative from the host organization must review, sign and 
return this agreement and, if required, provide proof of insurance to fully confirm the space. 
Our staff will then work with you on the details of your event. 
 
Once finalized, reservations are nontransferable. 

Changes and Cancellation 
Changes to approved room(s), date and time may affect availability and are not guaranteed. 
Host organizations are asked to alert the Trust of cancellation at least one week prior to the 
event date. Repeated cancellations or cancellations on short notice may result in loss of future 
access to the venue and its services. If the Trust closes its building or any part of The Collective 
Space becomes unusable due to inclement weather or any other reason, all events taking place 
in the building may be cancelled or modified, and the Trust will make every effort to reschedule 
for another date or to make some other reasonable accommodation. 

Fees and Insurance 
 
Fees 
The Trust does not charge room rental fees for qualifying organizations that are holding events 
at The Collective Space within the scope of their charitable purposes. By offering the space 

https://collectivehealthtrust.org/
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without a rental fee, we aim to support community partners to advance their missions. Host 
organizations may be charged external fees incurred beyond the allowed use of the space, which 
include, but are not limited to: catering, event staffing, dedicated audiovisual support and 
services, equipment rentals, additional security, special event services, etc. Host organizations 
may be invoiced by the Trust following an event if any repairs or special cleaning are required. 

Insurance 
The Trust reserves the right to request proof of liability insurance from host organizations or 
any vendors that they may use. If requested, documentation from their insurance provider must 
demonstrate a minimum of $1 million per occurrence/ $2 million aggregate in general liability 
coverage naming the Trust as an additional named insured on the policy.  

Building and Event Information 
 
Event Hours 
Regular building hours are Monday-Friday, 9 a.m. to 5 p.m., although this does not apply on the 
following holidays: New Year’s Day, MLK Day, President’s Day, Memorial Day, Juneteenth,  
Independence Day, Labor Day, Indigenous Peoples’ Day, Veterans Day, Thanksgiving Day and 
the following Friday, Christmas Eve and Christmas Day, and the week between Christmas and 
New Year’s Day. Events are generally permitted during business hours as well as in the evenings 
and on weekends. Events outside of business hours will require approval from the Trust and 
additional coordination with our staff. 

Event Spaces 
The Collective Space has several spaces available for use which can accommodate gatherings of 
different sizes and purposes, as outlined on the Collective Space booking page. All spaces are fully 
ADA accessible and are equipped with audiovisual equipment for video conferencing and 
presentations, and furniture that can be configured to meet the needs of your group. Photos and 
specifications of each event space can be found on our website. 

Parking 
The Collective Space is in the Trust headquarters in downtown Casper. Parking is available in the 
lot on the east side of the building, or along adjacent streets. Parking is generally free in 
downtown Casper, but some areas may be subject to a two-hour parking restriction.  

Accessibility 
The Trust has taken steps to ensure that our building meets accessibility standards. The building 
is wheelchair-accessible, as are all restrooms and event spaces. Accessible parking is available 
in our parking lot. The Collective Space is on the ground floor. If you have an accommodation 

https://collectivehealthtrust.org/collective-space/
https://collectivehealthtrust.org/
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or service question or request, please discuss options with our staff.  
 
We are committed to making our space inclusive and accessible as possible. If you have a 
question, request, or need for an accommodation or service—such as alternative formats for 
materials, assistive listening devices, sensory-friendly modifications, or quiet space—please 
discuss options with our staff in advance. We will attempt to meet your accommodation, but 
we cannot guarantee that all accommodations can be met. 
 
Language Accessibility 
At this time, the Trust does not provide interpretation or translation services. If your event 
requires language support, including sign language interpretation or translation, you are 
responsible for arranging and providing those services. Please contact us in advance to 
coordinate any logistical needs related to your interpretation services. 
 
Private Space for Health Needs 
The Health Trust has additional space to be used by parents who need to nurse or otherwise 
feed babies, to pump breast milk or engage in similar activities, or address private needs such 
as injections during an event. Please let our staff know if this is needed. 

Animal Access 
Service animals are permitted at events at Collective Space. Other animals are not permitted. 

Smoking 
The Collective Space is a non-smoking facility. Smoking or vaping of any materials is not 
permitted inside the building or near any of the building entrances. In addition to possible 
termination of the use of Collective Space, any host organization utilizing Collective Space at a 
time when this policy is violated will be required to pay for any necessary cleaning to remediate 
the effects. 
 
Photography and Documentation 
The Trust may photograph or record events held in our space for internal documentation or 
external communications, including marketing, reporting, and social media. Organizations using 
the space are responsible for informing their attendees that photography or recording may 
occur. If individuals have concerns about being photographed or recorded, we ask that they 
communicate directly with the event organizer or with Trust staff in advance. 
 
By hosting an event in our space, you acknowledge and accept this policy and agree to 
communicate it clearly to your participants. 
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Event Services and Policies 
 
Event Staff 
Upon confirming the reservation of space for your event, our staff will be your main point of 
contact throughout the planning process. The Trust will also provide reasonable facilities 
support, audiovisual and janitorial services for your event. Any additional event staffing and 
services, including catering, registration, set-up and take-down, must be provided and/or 
coordinated by the host organization. 

Audiovisual 
Wi-Fi is available throughout the building. The building is fully equipped to meet most event 
production and AV requirements for meetings. Our staff is available for AV set-up, testing, and 
on-call support. If you require additional equipment or dedicated tech support, you may seek 
outside rentals or services; outside fees will apply. Please bring your own laptop to connect, or 
request one of ours, and report any problems with AV equipment to the event staff. As host 
organizations are provided a reasonable opportunity to test audiovisual equipment and 
capabilities in advance, the Trust cannot be responsible for any problems with audiovisual 
systems that could have been identified and resolved reasonably before the moment when 
problems arise. Host organizations are liable to the Trust for any damage to The Collective Space 
property from any use of the Wi-Fi and audiovisual set-up and use. 
 
Catering 
Food and beverages are allowed in meeting rooms. You may bring your own snacks and drinks, 
order delivery, or work with a caterer. The host organization is responsible for all food and 
equipment clean-up (including making sure any caterer completes its work). Cleanup of food 
service must occur upon the conclusion of each event or meeting session for which catering 
occurs.  
 
Alcohol 
The serving or consumption of alcohol is not permitted at events hosted by outside users of The 
Collective Space. The only exception is for events organized or co-hosted by the Trust, where the 
inclusion of alcohol has been expressly approved in advance by the Trust. In such cases, 
arrangements for alcohol service will be made solely by the Trust, or in partnership with a 
designated entity approved by the Trust. Host organizations may not independently serve, sell, 
or provide alcohol under any circumstances. 
 
Furniture Set-Up 
Furniture (specifically tables and chairs kept in The Collective Space) is included in your event 
reservation and will be set up in the space by the Trust team. Please discuss preferred 
arrangements with our staff. Host organizations are welcome to reconfigure tables, chairs, and 
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similar furniture but are not allowed to adjust the partitions separating rooms and are liable to 
the Trust for any damage to The Collective Space property from attempting to do so. Rental of 
any furniture not provided by the Trust can be discussed with our event staff and requested 
through a third party; outside fees may apply, for which the Trust assumes no liability or 
obligation to pay. 

Clean-Up 
The Trust will coordinate and cover the cost of normal cleaning and garbage services following 
your event but may invoice the host organization for any extra cleaning or repair work that may 
be required post-event. To avoid fees and remain in good standing, please keep the space tidy - 
dispose of all trash, remove food, materials, décor and belongings and check out with our event 
staff after your event (a check-out list will be provided). 

Security 
The facility has cameras and controlled access panels at the front and back entrances of the 
building but does not provide additional security services for your event. You can contract with 
an outside firm to provide this or other security services if needed; outside fees may apply, for 
which the Trust assumes no liability or obligation to pay. 

Building Access 
Reserving meeting space does not grant use of the entire building in which The Collective Space 
is located. Host organization staff, as well as all of their invitees, should refrain from entering 
the Trust offices or other event spaces during an event, and must prevent or immediately 
terminate any unintended access if it occurs. The lobby of the building can be used for access 
but not as a gathering place or in any manner that impedes traffic through it, especially if an 
emergency arises. 

Lost and Found 
All items of personal property found after an event will be kept for a reasonable time period in 
a safe location at The Collective Space before being donated, not to exceed two weeks. The 
Trust is not responsible for any lost, stolen or damaged items during an event, and host 
organizations are obligated to indemnify, defend and hold the Trust harmless from any loss or 
expense for any lost, stolen, or damaged item claim resulting from use of The Collective Space. 
 
Event Materials and Décor 
Proposed décor must be approved by our staff. The following items are not permitted: 
permanent markers (or any items that leave a permanent or semi-permanent mark), tape other 
than painter’s tape (as noted below), pushpins, helium balloons, dry ice, or loose glitter or 
confetti. Also not permitted are unprotected candles or any other open or live flames. Any arts 
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and crafts activities, clothing, or other aspects of the use of space that may involve items such 
as glue, paint, or glitter (or that might cause a mess that is similarly difficult to clean) must be 
approved in advance and may require special protective steps and a damages deposit. 
 
Our staff must also approve of any materials to be hung on the wall prior to the event. Items 
may only be attached to walls using painters’ tape (which can be provided for you). Items may 
not be attached to any screens, exterior-facing windows, glass, muraled walls or artwork (or to 
any other similar place which could be permanently damaged). No signage, decorations, frames 
or other materials may penetrate, or be attached by fasteners of any kind to, the walls, ceiling, 
floors, planters or any other permanent fixtures. Due to limited wall space, the Trust staff can 
offer the use of easels for the display of posters or signage. Availability is limited, so please 
discuss this need with staff when booking your reservation. 

Injuries and Damages 
The Trust denies and assumes no liability for injury or damage to any person or property that 
may occur wholly or partially because of the actions of host organization, agents, 
representatives, employees or attendee at an event held at The Collective Space. The host 
organization must accept responsibility for damage to the facilities or personal property, and/or 
bodily injury to any person present at any such event or occurring as a result of any such event 
(including during setup, load-in, clean up, load-out, or any other period in which a host 
organization is making use of The Collective Space) and the host organization shall indemnify, 
defend and hold the Trust harmless for any such injury or damage. If injury or damage to any 
person or property occurs during an event, please report details to our event staff as soon as 
possible. Host organizations are required to pay for damages to facilities caused by their staff 
or event attendees, including front payment in full in any situation where such damages can 
only be estimated. If payment is not made as required by this policy, any host organization or 
person violating this policy may be barred from future use of The Collective Space or any work 
with The Trust. 

Amplification and Noise 
Noise and activity must not interfere with the Trust business operations or neighboring meeting 
room use by other organizations, and any claimed interference must cease if requested. Any 
planned use of sound amplification, such as for speeches or music, must be approved by our 
event staff in advance and is subject to disallowance or reasonable restrictions. All 
music/entertainment with sound must be finished by 11pm unless other arrangements are 
approved by the Trust. 

Event Deliveries 
The Trust will accept event-related packages no more than two business days prior to an event 
date. Please give notice to our staff and ensure packages are clearly labeled with the name and 
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date of the organization/event. Arrangements to have packages and materials picked up from 
the Trust after an event can be made with our event staff. The Trust is not responsible for any 
lost, stolen or damaged items. 

Minors 
We value attendees of all ages at our space, but please ensure that all children in attendance 
remain inside the designated event space and are not left unattended in our lobby or other 
common spaces. Groups composed of people under the age of 18 must be supervised by at least 
one adult who has a leadership role within the host organization. 

Probation and Barring from Use of Building 
The Trust reserves the right to put any host organization on probation or bar them from using 
the building if they or their invitees are responsible for damages, do not reasonably clean up 
after events, are disruptive, allow underage drinking or excessive drinking, or for any other 
reason not listed here, in addition to any other applicable remedies. The Trust will provide 
feedback and warnings to host organizations if needed. 
 
Weapons 
For the safety and security of all participants, firearms and other weapons are strictly prohibited 
in The Collective Space and on Trust property, regardless of possession of a permit. This 
prohibition applies to all host organizations, attendees, contractors, and visitors. Exceptions may 
be made only for on-duty law enforcement officers. 

Event Requirements 
 
Event Marketing Materials 
The Trust may not be identified as, or represented to be, a sponsor of any non-Trust events, 
even if occurring in The Collective Space, without express written permission from the Trust. 
The Trust’s logo or similar indicia cannot be used on any non-Trust events. Host organizations 
may use The Collective Space logo on your materials advertising an event in that space, which 
can be provided by our event staff. 

Registration 
A dedicated registration area will be set up for events when required. Host organizations are 
responsible for securing their own check-in staff. The Trust does not operate a coat check and 
therefore encourages all invitees and attendees to use special care so as not to lose coats, hats, 
gloves, or other similar items. 
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Press 
The Trust must be made aware of any press presence in the building. Please obtain the Trust’s 
prior approval for any media coverage of events at The Collective Space. 

Recording and Photography 
Video recording, audio recording and photography within your reserved event space is permitted. 
Recording and photographing outside of your event space is not permitted.  

Intellectual Property 
Host organizations are responsible for ensuring that they have the rights necessary to use all 
content, multimedia and other intellectual property for an event, and must provide written 
proof of these rights to the Trust upon request if any content appears to be protected from 
publication by copyright or similar laws. Host organizations are prohibited from violating any 
law, expressly including prohibited use or display of copyrighted materials, when using any part 
of The Collective Space. 

Participation by Government Officials of Political Candidates 
The Trust is prohibited from making certain kinds of payments to, or conferring certain benefits 
on, U.S. government officials or political candidates. Please disclose to the Trust if your event 
involves any participation by government officials or candidates, so that any potential legal 
issues may be analyzed and discussed with the host organization. 

Respect in the Workplace 
The Trust does not tolerate illegal discrimination or harassment based on protected class 
membership, or retaliation related to those illegal activities. All events must be managed in a 
manner consistent with this policy. 

Conflicts of Interest 
If any event may result or appear to result in personal gain for the Trust’s director, officer, 
employee or their family members or company, the Trust reserves the right to take any necessary 
steps to resolve or remove the conflict.  

Contact 
The Trust’s staff will help to ensure that your event runs smoothly. You can reach Office 
Manager Daniel Mwangi by e-mail at dmwangi@collectivehealthtrust.org or by phone at 307-
243-2160. Learn more about The Collective Space and inquire about using the space on our 
website. 
 

https://collectivehealthtrust.org/
https://collectivehealthtrust.org/
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Acknowledgment and Agreement 
By signing below, I acknowledge that I have received, read, and understand The Collective 
Space Use Policies. I agree to comply with all policies, procedures, and guidelines contained 
herein, and I understand that failure to do so may result in revocation of access to The 
Collective Space and/or additional fees or penalties as described in this policy. 

I further affirm that I am authorized to sign on behalf of the organization listed below and that 
this acknowledgment serves as a formal agreement to abide by The Collective Space Use 
Policies. 

Organization Name: __________________________________________________
Authorized Representative (Printed Name): _______________________________
Title: ______________________________________________________________
Signature: __________________________________________________________
Date: _______________________

Authorized Trust Representative (Printed Name): __________________________
Title: ______________________________________________________________
Signature: __________________________________________________________
Date: _______________________
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