BUILDING USE GUIDELINES  9-11-09

With the expansion of our building and the expansion of our ministry administering the use of the building becomes more and more of a challenge. In order to minimize conflicts and maximize the use of our building we are establishing the following guidelines.  

1. All use of the building will be reviewed and approved by the Staff and/or the Ministry Directors. 
2. First priority will be given to regular on-going ministries regarding the use of specific rooms and spaces.
3. All use of the building will be supervised by appropriate staff (paid or volunteer). 

4. Non-routine requests for the use of the building will be processed under the following guidelines:

 a. All requests will be submitted in writing on the appropriate building use form no less than two weeks in advance of the event and will be reviewed at the next regular staff meeting.  

 b. Requests will be processed in the order in which they are received. 

 c. Requests will be denied when they come into direct conflict with regularly scheduled events and programs. 

 d. When two requests are submitted at the same time members and regular attendees will be given preference over non-member requests. 

5. Any conflict over building space use will be resolved based on the following guidelines:

 a. How closely the event aligns with the ministry goals of Bethel.

 b. The number of people who will potentially be involved. 

 c. The potential evangelistic impact.

 d. The stated ministry purpose for the event.

6. As much as possible rooms and spaces will be available for multiple use purposes. Exceptions would include the nursery, kitchen, store rooms and all mechanical rooms. 
7. Use of the building by more than one group at a time will be allowed based on space availability. This will be worked out by the Ministry Directors and the Staff.

8. Our building is a tool that God has given to us to facilitate the ministry of Bethel. Our desire is to be good stewards of this great asset. To facilitate the best use of our facility we ask that all regular ministries of Bethel fill out a set-up request form and submit it to the church office. This includes special events sponsored by Bethel. 
 a. Weekly or monthly events can be submitted on one form for the entire time period involved. The custodial staff will set up and take down tables and chairs and vacuum after the event. 

 b. All tables should be wiped down after every use.

 c. All trash should be picked up.

 d. All furniture should be returned to its original position. 

9. We want to make our building available for the use of members and regular attendees at Bethel when appropriate. All non-ministry use of the building is subject to approval as stated above. All parties from within Bethel using the building for a one-time event will be responsible to make arrangements with the custodial staff in advance for set up and tear down. 

 a. A set up request form must be filled out and submitted in advance. 

 b. At the conclusion of the event all tables should be wiped down. 

 c. Floors in the immediate vicinity of use should be vacuumed. 

 d. All trash should be picked up and placed in designated containers.

 e. All furniture should be returned to its original position.

 f. Tables and chairs should be put away according to arrangements made with custodial staff. 

10. All parties from outside of Bethel using the building will be responsible to make arrangements with the custodial staff in advance for set up and tear down. This includes events that are primarily outside of the scope of Bethel’s ministry even if requested by a member. 
 a. A building use form and a set up request form must be filled out and submitted in advance. 

 b. At the conclusion of the event all tables should be wiped down. 

 c. Floors in the immediate vicinity of use should be vacuumed. 

 d. All trash should be picked up and placed in designated containers.

 e. All furniture should be returned to its original position.

 f. Tables and chairs should be put away according to arrangements made with custodial staff.  
 g. Applicable fees will be charged according to building use fee schedule. 

11. Guidelines for the use of the kitchen

 a. All dishes should be washed and put away. Towels and dish rags should be taken home, washed & returned.
 b. All sinks and counters should be wiped clean after use.

 c. Any spills should be cleaned up.

 d. All equipment used should be returned to its place.

 e. The floor should be swept at the end of use. 

 f. Any breakage or damage to equipment should be reported on a damage report form. 

12. To maintain a safe environment and to show respect for all parties using the building children and youth should be supervised at all times during all events or programs. 

13. General guidelines regarding the locking up of the building. 

 a. The front door by the offices will be open during the day unless there is only one person in the building. In that case the door will be locked. All other outside doors will remain locked. 

 b. For large evening events the front door by the offices will remain open until the end of the event. 

 c. For small evening events that will take place away from the front doors, the front doors will be locked after an appropriate amount of time for people to arrive. This will be determined by the person or persons responsible for the event. In the case of more than one small group using the building at the same time the locking of the door should be arranged between the leaders of the events. 

 d. At the end of an evening event the person in charge of the event and one other person will together check all outside doors to be sure they are secure, walk around the building to be sure no one is inside, check the bathrooms for lights and running water, turn off all non-motion detector lights, and lock and secure the front doors. 

14. Use of the two main video projectors, sound boards and related sound and video equipment must be approved by the church Staff. This equipment must be used under the supervision of approved operators. 

15. Non-ministry use of church equipment must be approved in advance by filling out an equipment use form and submitting it to the church office. The Staff will review all requests. Use of church equipment for ministry purposes will be coordinated by the Staff and/or the Ministry Directors. 

16. All damage to the building or equipment will be reported to the church office in writing using the Damage Report Form. 
17. All maintenance issues will be reported to the church office in writing using the Maintenance Report Form. 

DAMAGE REPORT FORM
Name: _________________________________________
Date:_________________________

When did the damage occur or when was the damage discovered?

What was damaged and how?

If possible describe the situation in which the damaged occurred and who was directly involved.

For Office Use

What needs to be done to repair the damage?

Who will repair the damage?

When will the repair be completed? 

Actual Completion date: _____________

MAINTENANCE REPORT FORM
Name: _________________________________________
Date:_________________________

What is the nature of the maintenance required and where?

For Office Use

Who will address the maintenance issue?

Date maintenance is completed: ________________

SET-UP REQUEST FORM

Name: _________________________________________
Date:_________________________

Event: __________________________________

This is a onetime event:  ______________
Date & Time of Event: _____________________

This is a weekly event: _______

Day of the week: Mon Tues Wed Thurs Fri Sat Sun

Time of the Event: ____________
Beginning Date: _________
End Date: _________

This is a monthly event: _______
When does this event regularly occur? ____________________ 

Time of the Event: ____________
Beginning Date: _________
End Date: _________

Room or rooms requested: ___________________________________________

Number of Tables and chairs requested: ________________________________

Equipment requests: 

___ Video Projector
___ Sound System
___Microphones
___Piano


___ TV with DVD or Video set-up
___White Board with markers

___Other (Please specify): ______________________________________________________

Date Approved: ___________________

