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GRACE UNITED CHURCH
POLICIES FOR USE OF FACILITIES

GENERAL POLICY
The Official Board of Grace United Church recognizes that the rooms, equipment, and other facilities owned by the Church are for the benefit of all organizations connected with the congregation of Grace United Church, in particular, and also for the benefit of our community in general.  The following guidelines are set down to provide the maximum benefit to all while attempting to prevent unnecessary damage and waste of energy.  

The policy is also established to help cover the increasing utility costs for the building and overhead incurred when facilities are used for non-church functions.  

The policy defines user categories and sets the fee schedule (See Appendix C).  It sets procedures for booking, authorizing use, usage standards, and payment for use of facilities. 
1) ROOM SELECTION 
All groups and organizations must obtain permission for, and reserve the use of the room in question by completing a Reservation Form or “Green Sheet”.  (See Appendix B.) The “Green Sheet” will be submitted to the Church Secretary for review and recording purposes to avoid any scheduling conflicts.  Any new or questionable application forms must go to an authorized member of the Property Committee for review, then to the Church Board for approval.  Applicants will be contacted and advised of decision by the Church Secretary.  In the event of meetings being held on short notice, previous commitments will be given priority.  In this regard, the mid-week groups will be given a minimum of three weeks prior notice when being temporarily moved from their regular meeting places.  Funerals are the only exception and take priority over all.
2)  ROOM USAGE
(Also See NOTICE - Appendix A)
a) The Lilian Allan Hall:  This room is for such activities as dinners, ceremonies, plays, concerts, large meetings, parties, “less active” games and similar activities.  It is NOT a gymnasium and is not to be used as such.  Games such as floor hockey, volleyball, and other “very active” games are not allowed in this room.
b) Old General Purpose Room:  This room is for such activities as ceremonies, meetings, parties, active games and similar activities.
c) Parlor/Chapel:  This room is for worship, services, small weddings, meetings, study groups, receptions and similar activities.  No food allowed without permission.
d) Library:  This will be a quiet place for reading or study, and also for small special meetings for 10 people maximum.

e) Classrooms:  These rooms are for meetings of all sorts and for the use of the Sunday School.

3) DAMAGE

All persons using any of the rooms in the Church for games or other similar activities should wear soft-soled shoes, which will not mark the floors.  Also, any activities that will unduly mark the walls or floors are not to be allowed.  Except for normal wear and tear and purely accidental damage, all organizations, groups, or individuals, as the case may be, shall be responsible for the cost of repairing any damage, which they or their guests have caused.  All damage should be reported to the Church Office or the Property Committee as soon as possible after it has occurred.

4) SUPERVISION
All youth groups must have full-time adult supervision.
5) CARETAKING
All organizations, groups and individuals using any of the rooms are to clean up after they are finished, and are to leave the room as close as possible to the same condition in which it was found.  No items belonging to Grace United Church may be removed from the premises.

6) HEAT, LIGHT AND SECURITY

The leader or person in charge of the particular organization or group, or the chairman of any meeting, will be responsible, at the time that he or she leaves the building, for checking all outside doors to insure that they are locked, and for turning all thermostats back to 60 F (17 C), and for turning all lights off (or for designating some other adult person to do so if the meeting or event has not been concluded when he or she leaves).
7) SMOKING AND CONFETTI

Confetti is not permitted in the Church building.  People smoking outside must be 30 feet from the building.

8) CATERED FUNCTIONS

The United Church Women of Grace United will be given the first opportunity to cater to luncheons and dinners.

9) ELEVATOR

If the use of the elevator is required, a person needs to be designated as the elevator operator and MUST be trained by someone in the church who is familiar with the elevators operation.

WAIVER

The Church and any adherents of the Church are not responsible for any personal injuries, which may occur while using church facilities.  The Church is also not responsible for any lost or stolen items.

If representing a group, please indicate the group name in full: _________________________________________________________________________________________________________
The above-mentioned group has liability insurance    
Yes  _________
             No  __________

Expiry Date _______________________________
Broker:   ____________________________________________
I/We the undersigned have read the policies for use of facilities at Grace United Church and agree to abide by said rules.

Signature of Person in Charge:   _______________________________________ Date:   ​​​​_____________________

NOTICE
To everyone who uses any room or hall at Grace United Church

L.A. Hall
AIR-CONDITIONER::  To minimize greenhouse gas emissions set controls to 
24C or 75F (This will keep air dry).  
*****      Please turn off unit as you leave.
THE KITCHEN:  
PLEASE!!!

· Bring your own towels, dishcloths, tablecloths, and food supplies.

· All GRACE equipment must remain in the kitchen.

· Your leftover food must leave with you.

· If using Grace United Church dishes, glassware or utensils, follow Department of Health Guidelines posted above the main sinks, and follow instructions for using dishwasher.
· NOTE:   Dishwasher gets very “HOT”.

· Cookware must be washed in the sinks.

· Thermos jugs must NOT be immersed in water.  Rinse jugs thoroughly and dry the exterior.

· Coffee makers must be emptied, rinsed until clean, then dried.  The stem, basket and lid must be washed.

· Return all equipment to where it was found.

· Be sure to turn off stoves, lights and fan.  Close the kitchen doors and windows.

· ALL KITCHEN WASTE TO BE PLACED IN GREEN GARBAGE BAGS AND TAKEN TO THE OUTSIDE STORAGE BIN TO THE LEFT, AS YOU EXIT, THE MAPLE STREET DOOR.

THE L.A. HALL

Table and chair set-up and take-down are your responsibility!


Place eight (8) red chairs on each dolly then roll dolly and chairs to storage room  [set aside any chair that does not stack properly].

Return tables to corner with widest leg opening toward the wall.  Then slide remaining tables over widest opening always to wall [grey tape to your right].

ALL ROOMS OR HALLS

· If black marks are being made on ay floor, ask that the person to remove their shoes.

· During Fall, Winter and Spring return thermostats to 60F or 15C before leaving.

· Make sure all lights are turned off.

· As you leave, close all doors having signs on them – these are fire doors.  Leave all other doors as you found them. 

· Rooms other than the LA Hall:  

· Return chairs to stacks or to where you found them.

· Return tables to where you found them.

MAKE SURE OUTSIDE DOORS ARE LOCKED AS YOU LEAVE!!!

Thank you.
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