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GENERAL GUIDELINES FOR USE OF FACILITIES 
Statement of Policy: 
Significant financial resources have been invested in Christ Church facilities by generous contributions from its members. Therefore, proper oversight must be given to these facilities to ensure that: 

· Adequate facilities exist to effectively carry out the ministry objectives and goals 

· Facilities are properly protected against loss or misuse 

· Wise stewardship is exercised through energy conservation, cost reductions and safety measures 

· The life of the facilities is extended through a proper maintenance program. 

“Within your temple, O God, we meditate on your unfailing love.”  Psalm 48:9 
Procedures: 
1.0 ELIGIBILITY 
.01 The programs and activities of special groups requesting building usage must be consistent with Christ Church’s mission at the discretion of the leadership. It is to be understood that the facilities and equipment of Christ Church exist for the primary purpose of being used by its members through its organizations and ministries. 

.02 Activities and programs are limited to the space that is assigned. 

.03 Christ Church services and programs have priority over any and all outside organizations requesting use of church facilities. Groups outside the church which are non​profit or ministry related in nature may use the facilities when they are not already scheduled for use by some church function.
.04 Regularly scheduled church meetings and activities (weekly on going) of Christ Church will have first priority in the use of its facilities. Other church related meetings and functions will have second priority (regular short term) then other events third priority.
.05 A Facility Use Agreement should be completed by all outside organizations requesting facility usage after Event has been approved.

.06 When necessary, the deacons will confer with the elders to determine eligibility for use of the facility.  
.07 A Certificate of Insurance must be provided by all outside groups to Christ Church for the purpose of covering liability and property damage or accidents that might occur on church property.  This applies unless waived by the deacons. 

.08 All outside groups requesting use of church facilities must also have and adhere to sexual molestation policies and procedures regarding minors.  See Sexual Molestation Policy of Christ Church and the points below.
a. If there is childcare, background checks should be in place.

b. No one with a history/charge of abuse may work with minors.


.09  The cost to rent the facility includes remuneration for an on-site representative from Christ Church to be responsible to serve you during your use of the building.
2.0 RESERVATIONS 
.01 An Event Request Form and a Use of Facilities Agreement must be completed by all outside groups and submitted to a deacon. 

.02 All usage fees (see schedule) are to be paid through the Christ Church office and must be paid no less than two weeks before the date of the usage.
.03 Christ Church will provide an on-site person for the use of the bldg. by groups not affiliated with the church.  The deacons may waive this requirement depending on the situation.
3.0 GUIDELINES FOR USE OF FACILITIES 
.01 The conduct of all persons attending programs is expected to be respectful of the environment of the Lord's house. 

.02 When children are in attendance they must be under the control of their parents or adults at all times and are not permitted to roam freely on church property. 

.03 If facility keys need to be issued, such keys must be obtained from the deacons and returned immediately after use. 

.04 Smoking and the use of alcoholic beverages are not permitted in the buildings or on the grounds of the church by groups not affiliated or otherwise approved by Christ Church. 

.05 Dining or the serving of food is limited to pre-approved designated areas. 

.06 The user is expected to leave the building reasonably clean and remove all items associated with their program immediately following the event. 

.07 The user will be held responsible for any damage done to church property associated with the scheduled event. 

.08 The user assumes liability for injuries to persons attending the event and for damages or loss of user's property. 

.09 All outside groups using the facilities of Christ Church will be furnished a copy of the following "Facility Use Procedures" when using our facilities. 
.10  Please do not move the piano on the stage in the sanctuary.


 .11  Please do not adjust sound system equipment.  The Christ Church designated on-site contact will be responsible to handle this.

.12  There will be a basic time limit for use of the building.  Please consult with the deacons for the specific needs you have.
4.0 BUILDING USE PROCEDURES 
.01 The leader of the group (from outside of church affiliation) must submit a Room/Event Request Form in advance of activity to a deacon.
.02 If approved, the ministry leader or organization representative is responsible for the following: 

· An Event Detail Report (will be sent when confirming event.)
· If needed, secure building keys on the last business day before the event from the office. 

.03 After building use, clean up all the areas used.  The area should be returned to the same condition as you found it. If using the church kitchen, follow all Kitchen Use Policies. 

.04 Turn out all lights.

.05 Secure the building by checking all exterior and interior doors and windows. 

.06 Report any maintenance problems and damages to a deacon. 

.07 Turn in keys to office on next business day. 

5.0 CALENDAR REQUEST GUIDELINES 
.01 All dates for the church calendar must be submitted to the church office by contacting church secretary. 
.02 No date is placed on the calendar until the event has been approved by the deacons.

.03 If an Event Request Form is to be completed it should be done at least 10 days in advance of the activity. The form should be given to a deacon.
.04 The Event Request Form provides for every area of the church. Please be sure to indicate all facilities and other service needs (i.e. sound, kitchen/heating, etc.). 

.05 Requests are scheduled on a "first come, first serve" basis. 

.06 After a request has been made and approved, or in case of any conflicts, a deacon will notify you as soon as possible. 

.07 The person in charge of the calendared event will be responsible for clean-up and security. (in house use only)

6.0 SCHEDULE, SET-UP AND CLEAN-UP 
.01 Fees for use of building will be collected when the Facilities Use Agreement is turned in. 

.02 Additional time for set up, the moving of equipment in or out, etc. must be scheduled ahead of time by the user
