
Thomas K. McKeon Center for Creativity 
Facility Rental Requirements 

Clients: please share this document with your caterer and other vendors. 

The Thomas K. McKeon Center for Creativity Event Hall, conference room, and outdoor spaces 
are available to outside groups on a limited basis and upon the approval of the Center Dean. 
Priority is given to events that are free and open to the public with an emphasis on art, design, 
communication, education, and/or creativity. No private events are allowed. 

In order to preserve access to the Center for TCC students and faculty, events by external groups 
cannot be scheduled more than three months in advance, and recurring events (weekly/monthly) 
cannot be accommodated. 

The Event Hall is an exhibition space, with a variety of rotating art exhibits on display 
throughout the year. If you hold an event in the hall, please expect artwork to be displayed on the 
walls and/or on display panels. Artwork will not be moved or adjusted to accommodate events. 
Our event coordinator will help you find a room setup that works with any exhibition that may 
coincide with your event. 

If you would like to exhibit signage, posters, or banners at your event, you will need to provide 
easels or other freestanding display methods. Hanging items on the walls, windows, or other 
surfaces is not allowed. 

Alcohol is prohibited on the TCC campus. Requests to waive this policy are considered on a 
case-by-case basis by TCC’s Vice President for Administration and Vice President of Academic 
Affairs. If a waiver is granted, an alcohol license must be secured through the client’s caterer and 
be displayed during the event. 

Event Hours 

Events can be held during TCC operating hours only: 
Monday - Friday: 7 a.m. - 9 p.m. 
Saturday: 8 a.m. - 3 p.m. 
Sunday: Closed 

Please note: The facility must be cleaned and vacated by the time the building closes. Please plan 
the end time of your event accordingly. Events that run over their allotted time will be subject to 
overtime fees. 

Occupancy 

The Event Hall can hold a maximum of 216 people in theater-style seating and 152 people in 
banquet-style seating (8-person round tables). Rectangular tables, classroom-style setups, and 
other combination setups can be arranged upon request. 



Insurance 

If you hold an event at the Center for Creativity, you must provide a Certificate of Insurance with 
minimum liability coverage of $300,000/personal injury and $100,000/property damage, with 
Tulsa Community College named as additional insured. We cannot proceed with planning your 
event until this certificate is on file. 

Inclement Weather 

If Tulsa Community College is closed due to inclement weather, all events will be cancelled. 
TCC will not be responsible for any loss associated with cancelled events. We will reschedule 
your event if desired. 

Drills 

Tulsa Community College is required by law to conduct emergency drills each year. If a drill 
occurs during a scheduled event, everyone must participate in the drill and follow instructions 
from campus police and staff. Tulsa Community College will not be responsible for any time lost 
associated with drills. 

Rates 

Event Hall: 
The Event Hall is rented in four-hour time blocks. Rates include technical support for 
sound/lighting, building security, tables and chairs, and other house-owned equipment. 
Up to four hours: $500 
Up to eight hours: $1,000 
Overtime fee: $200/hour 

Conference Room/Telepresence Suite: 
The conference room is rented in two-hour time blocks. Rates include table and chairs, 
teleconference equipment, and videoconference equipment. 

Two hours: $150 
Two hours with ITV Telepresence (includes support): $300 
Overtime fee: $100/hour 

Boston Avenue Terrace with Event Hall rental: 
The Boston Avenue Terrace with Event Hall is rented in four-hour time blocks. Rates include 
technical support for sound/lighting, building security, tables and chairs, and other house-owned 
equipment. 
Up to four hours: $800 
Up to eight hours: $1,600 
Overtime fee: $200/hour 



Boston Avenue Terrace without Event Hall rental: 
The Boston Avenue Terrace is rented in four-hour time blocks. Rates include table and chairs, 
building security, and other house-owned equipment. 

Up to four hours: $500 
Up to eight hours: $1,000 
Overtime fee: $100/hour 

Collaboration Courtyard, and Third Floor Observation Deck: 
These areas are rented in four-hour time blocks. Rates include technical support for 
sound/lighting, building security, tables and chairs, and other house-owned equipment. 
Up to four hours: $300 
Up to eight hours: $600 
Overtime fee: $100/hour 

501(c)3 organizations receive a 50% discount on base rental rates (not overtime fees). If the 
teardown and cleaning procedures listed in the event packet are not followed, an additional $150 
cleaning fee will be assessed. All rates and fees will be evaluated on a periodic basis and are 
subject to change. 

Usage 

Event contracts stipulate beginning and end times. The beginning time is when the client and/or 
all service providers may enter the building to begin setup/decoration/food preparation. The end 
time is when all clean-up must be completed and the building vacated. Events that run over the 
time allotted will accrue additional fees. Prior approval is required if any rented equipment, 
including catering items, will be left overnight. 

Deliveries 

Caterers, bakeries, florists, musicians and other vendors MUST contact the Event Coordinator to 
schedule delivery and pickup of items before or after an event. All deliveries must be made to the 
loading dock on the west side of the building. All items delivered to the C4C prior to an event 
must be stored in the kitchen or loading dock area. 

Restrictions 

Alcohol cannot be served unless a waiver is obtained from TCC’s Vice President for 
Administration and Vice President for Academic Affairs. If a waiver is granted, an alcohol 
license must be secured through the client’s caterer and be displayed during the event. 

No candles, confetti, glitter, or wall or window hangings are allowed. Clients are not allowed to 
move TCC’s furniture or equipment, including tables and chairs. Clients are not allowed to 
touch, move, or otherwise disturb artwork displayed in the C4C. 



Catering 

The C4C kitchen is equipped with an icemaker, microwave, refrigerator, and four sinks. Outside 
access is from the rear loading dock. 

The C4C does not supply linens, dishes, utensils, serving pieces, aluminum foil, plastic bags, 
plastic wrap, paper products, or other similar catering items. The client or caterer must provide 
these items. 

Trash and Clean-Up 

PLEASE NOTE: The client or the client’s caterer must remove trash from the event hall and 
clean the kitchen area. If the caterer or catering staff leaves before the clean-up is completed, it 
will be the CLIENT’S responsibility to clean. 

All trash, food, disposal plates, cups, and utensils must be removed from the building at the 
conclusion of an event. Please utilize the recycling bins for appropriate items; all other trash 
must be placed in the dumpster on the west side of the building, just outside the kitchen door. 

Kitchen sinks, counter tops, carts, rolling tables, and the microwave must be cleaned. The 
kitchen floor MUST be swept and mopped at the end of the event. If spills occur in the Event 
Hall, hallways, or other areas, they MUST be spot-mopped or swept. 

If rented dishes, utensils, and/or serving dishes remain after the event for pickup, they must be 
rinsed, racked, and stored in the kitchen or the loading dock area. Pickup must be scheduled with 
the Event Coordinator. 

The C4C does not have a garbage disposal. Do not rinse food or coffee grounds down the drain.  
All liquids and ice must be disposed of in the kitchen sinks, not into the trash, the bathroom 
sinks, or onto the parking lot or grass. 

Failure to adhere to the clean-up procedures will result in a $150 cleaning fee. 

Event FAQs 

Q. Can I hold a wedding, reception, or party at the Center? 
A. No, the Center cannot accommodate private events. 

Q. Do you provide tables and chairs? 
A. Yes, we have chairs and several table styles to choose from. Our event coordinator will help 
you determine the best room setup for your event. 

Q. Can you provide a stage, podium, projector, and/or screen? 
A. Yes, we can provide all of those items upon request. 
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Q. Do you provide linens, catering, serving pieces, dishes, or utensils? 
A. No, you must arrange outside vendors for those services. 

Q. What types of decorations are allowed? 
A. Tabletop displays, freestanding displays, balloons, and flameless candles are allowed. 
Burning candles, confetti, glitter, and wall or window hangings are NOT allowed. 

Q. We want to display something on the screen. Can the Event Hall be darkened? 
A. Yes, there are floor-to-ceiling window shades that can be lowered upon request. Advanced 
notice is strongly suggested. 

Q. We are unsure about the date of our event. Can you hold a date(s) for us? 
A. If your event is approved, we can hold one date per group for a maximum of two weeks. 

Room Information & Occupancy 

Event Hall Dimensions: 
10'-10 5/16" 

11'-10 1/2" 

11'-10 1/2" 

South 

The Center for Creativity Event Hall is a multifunctional facility with banquet and presentation 
capability, including an 18’ x 10’ HD-capable screen.  It holds a maximum of 216 people in 
theater-style seating and 152 people in banquet-style seating (8-person round tables). 
Rectangular tables, bistro tables, classroom-style setups, and other combination setups can be 
arranged upon request. A stage and easels are also available upon request. 
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The hall features a smart podium with a Windows PC and touch controls for sound /video 
projection.  The podium also permits connecting laptops with VGA/audio outputs to the 
projector.  Video projection capabilities include PC, DVD, digital video, and analog video.  The 
sound system supports up to four wireless and two wired microphones, with two full-spectrum 
front-firing wall speakers and voice-quality overhead speakers.  Sound, lighting, technical 
support, and other audio/visual services are provided by C4C staff. 

The C4C Conference Room holds a maximum of ten people at a rectangular table, with room for 
several more along the wall. Teleconferencing, videoconferencing, and ITV equipment are 
available. The Boston Avenue Terrace, Third Floor Observation Deck, and Collaboration 
Courtyard are outdoor spaces with limited event capabilities. If you are interested in these areas, 
call (918) 595 – 7338 to discuss options. 

When your event has been approved and all required paperwork is on file, our Event Coordinator 
will contact you to discuss set up, equipment needs, tech support, etc. 

Event Parking 

Parking is available in metered spots on Boston Avenue. Additional parking is available in the 
pictured TCC lots: 



Local Caterers 

Please note: Clients may use any caterer; they are not restricted to this list. The following 
caterers have worked at the C4C and no recommendation or endorsement is implied. 

Just Catering By Orr 
6125 S. Sheridan Road, Suite H 
Tulsa, OK 
918-523-9500 or 918-402-1860 
http://cateringbyorr.com/ 

Stonehorse Café & Market 
1748 Utica Square 
Tulsa, OK 74114 
918-712-7470 or 918-712-9350 
http://stonehorsecafe.com/ 

Ludger’s Catering & Private Dining 
6120-A East 32nd Place 
Tulsa, OK 74135 
Telephone:  918-744-9988 
Fax:  918-744-9427 
http://www.ludgerscatering.com/ 

The Local Table 
4329 South Peoria Ave.  
Tulsa, OK  74105 
918-794-8013 
www.Localtablerestaurant.com 

TW’s AFAB Catering 
918-582-8608 
www.twsafabcatering.com 

ELOTE Café & Catering 
514 South Boston Avenue 
Tulsa, Oklahoma 74103 
(918) 582-1403 
http://elotetulsa.com/menus/catering-menu 

Catering by PARTYSERVE 
3902 East 15th Street 
Tulsa OK 74112 
918 748 0111 #2108 
http://www.partyserve.com/ 

http://cateringbyorr.com/
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http://www.localtablerestaurant.com/
http://www.twsafabcatering.com/
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