University Baptist Church

Policies, Procedures and Guidelines Manual
No. 4 BUILDING USE…USING THE CHOIR/LECTURE SUITE 
1. 
You are required to have a building representative (church member sponsor) to be present for your entire event.  This must be an approved member of the church who is assigned to act as your connection to the church.  He/she will serve as the “building representative” and will be given the necessary keys to provide you with the space needed.

2.  It is suggested that you prepare signs to direct your guests to the right room; they may be placed on the doors only with adhesive that does not harm walls i.e. blue painter’s tape.  You may also want signs outside to direct guests to the correct outside door.  All guests must enter the door assigned to your event.

3.
Both parking lots may be used but you will need to make arrangements with your building representative if you need the back lot for overflow parking, since it is normally locked.

4.
Members of your party are expected to remain in the area in which your event is taking place.

5.
NO SMOKING IS ALLOWED INSIDE THE BUILDING. ALCOHOL IS NOT ALLOWED IN THE BUILDING.

6.
If an accident occurs or if there is damage to church property, please contact your building representative immediately.

7.
If damage occurs or excess cleaning is required, your group will be billed for the costs.

8.
You will hold UBC harmless from liability to anyone for injury or loss suffered while participating in whatever activity you conduct on the premises, regardless of the cause.  You will maintain insurance at a level to cover any injury or loss.

9.
The piano is tuned twice a year, in November and May.  If you wish it to be more freshly tuned, you may pay our tuner his fee and have it done.  Make those arrangements with the church office or the organist.

10.
There are only electrical outlets along the front wall of the room.  If you need power to run any equipment, be prepared to use extension cords.

11.
The room will be arranged by the church, as specified in your application.  The music stands and artist’s bench (for the piano) may be used, by request. The chairs may be repositioned as needed.  

12.
No floral arrangements may be placed on the piano.

13.
NO FOOD OR DRINK ARE ALLOWED IN THE CHOIR ROOM.

I have read these policies and guidelines and agree to adhere to them.

Name _____________________________________________

Date _______________________
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University Baptist Church

Policies, Procedures and Guidelines Manual
No. 4 BUILDING USE…FOR RECEPTIONS IN THE CHOIR/LECTURE SUITE LOBBY

It is possible to have a small reception in the lobby outside of the choir room following your event, with the following guidelines and restrictions:  

1.
All food and drink must be brought in, as the UBC kitchen facility is not available.  

2.
You must provide your own tablecloth for the table; neatly fold the one that is now on the table, store it in a safe place, and return it afterwards.  

3.
You may use the centerpiece and the candlesticks that are currently on the table, if you choose. However, you may not burn the candles currently in the candlesticks.

4.
You must clean up all trash and food and dispose of them in the trash receptacles provided. 

5.
NO FOOD OR DRINK ALLOWED IN THE CHOIR ROOM ITSELF.  


a.
No red or purple drinks are allowed.


b.
No alcohol or smoking is permitted.

6.
You are responsible for any damage done to the furniture or carpet. 

I have read these policies and guidelines and agree to adhere to them.

Name _____________________________________________

Date _______________________
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University Baptist Church

Policies, Procedures and Guidelines Manual
No. 4 BUILDING USE…USING THE FELLOWSHIP HALL/KITCHEN

1.
You are required to have a building representative (church member sponsor) to be present for your entire event.  This must be an approved member of the church who is assigned to act as your connection to the church.  He/she will serve as the “building representative” and will be given the necessary keys to provide you with the space needed.

2.
It is suggested that you prepare signs to direct your guests to the right room; they may be placed on the doors only with adhesive that does not harm walls i.e. blue painter’s tape.  You may also want signs outside to direct guests to the correct outside door.  All guests must enter the door assigned to your event.

3.
Both parking lots may be used but you will need to make arrangements with your building representative if you need the back lot for overflow parking, since it is normally locked.

4.
Members of your party are expected to remain in the area in which your event is taking place.

5.
NO SMOKING IS ALLOWED INSIDE THE BUILDING. ALCOHOL IS NOT ALLOWED IN THE BUILDING.

6.
If an accident occurs or if there is damage to church property, please contact your building representative immediately.

7.
If damage occurs or excess cleaning is required, your group will be billed for the costs.

8.
You will hold UBC harmless from liability to anyone for injury or loss suffered while participating in whatever activity you conduct on the premises, regardless of the cause.  You will maintain insurance at a level to cover any injury or loss.

9.
Seating and table set-ups will be made as specified in your request.  Occupants should not attempt to reconfigure furniture, etc.

10.
No food, drinks or floral arrangements may be placed on any piano.

11.
When food and/or beverages are to be served, all items must be brought to the church.  We do not provide paper goods, silverware, ice etc. for outside groups.  If there is an expectation to use the stove, refrigerators, coffee makes, etc. permission must be requested through the church office.

12.
You are responsible for disposing of trash in the receptacles provided and for picking up papers, cups, etc. before you leave.  All food served in the Fellowship Hall must be removed following your event or placed in the trash containers provided.  Custodial services will be limited to trash removal, floor cleaning, furniture arrangement, etc.

13.
The Kitchen counters and sinks must be cleaned after use.  The floors should be swept clean and any spills cleaned.  If damage occurs or excess cleaning is required, your group will be billed for the costs.

14.
AV and sound equipment and extension cords must be UL approved, grounded and approved in advance.

15.
Any special needs should be addressed to the building representative or the church office.

I have read these policies and guidelines and agree to adhere to them.

Name _____________________________________________

Date _______________________
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University Baptist Church

Policies, Procedures and Guidelines Manual
No. 4 BUILDING USE…USING THE CLASSROOM(S)
1.
You are required to have a building representative (church member sponsor) to be present for your entire event.  This must be an approved member of the church who is assigned to act as your connection to the church.  He/she will serve as the “building representative” and will be given the necessary keys to provide you with the space needed.

2.
It is suggested that you prepare signs to direct your guests to the right room; they may be placed on the doors only with adhesive that does not harm walls i.e. blue painter’s tape.  You may also want signs outside to direct guests to the correct outside door.  All guests must enter the door assigned to your event.

3.
Both parking lots may be used but you will need to make arrangements with your building representative if you need the back lot for overflow parking, since it is normally locked.

4.
Members of your party are expected to remain in the area in which your event is taking place.

5.
NO SMOKING IS ALLOWED INSIDE THE BUILDING. ALCOHOL IS NOT ALLOWED IN THE BUILDING.

6.
If an accident occurs or if there is damage to church property, please contact your building representative immediately.

7.
If damage occurs or excess cleaning is required, your group will be billed for the costs.

8.
You will hold UBC harmless from liability to anyone for injury or loss suffered while participating in whatever activity you conduct on the premises, regardless of the cause.  You will maintain insurance at a level to cover any injury or loss.

9.
Beverages, water and light snacks are permitted, but you must provide your own supplies (serving items, paper goods, etc.).

10.
The room will be arranged by the church as specified in your request.

11.
Use only the classrooms agreed upon.

12.
You must supply your own markers and erasers.  A limited number of marker boards are available.

13.
No food, drinks, or floral arrangements may be placed on any piano.

I have read these policies and guidelines and agree to adhere to them.

Name _____________________________________________

Date _______________________
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University Baptist Church

Policies, Procedures and Guidelines Manual
No. 4 BUILDING USE…USING THE PRESCHOOOL SUITE/NURSERY

1.
You are required to have a building representative (church member sponsor) to be present for your entire event.  This must be an approved member of the church who is assigned to act as your connection to the church.  He/she will serve as the “building representative” and will be given the necessary keys to provide you with the space needed.

2.
It is suggested that you prepare signs to direct your guests to the right room; they may be placed on the doors only with adhesive that does not harm walls i.e. blue painter’s tape.  You may also want signs outside to direct guests to the correct outside door.  All guests must enter the door assigned to your event.

3.
Both parking lots may be used but you will need to make arrangements with your building representative if you need the back lot for overflow parking, since it is normally locked.

4.
Members of your party are expected to remain in the area in which your event is taking place.

5.
NO SMOKING IS ALLOWED INSIDE THE BUILDING. ALCOHOL IS NOT ALLOWED IN THE BUILDING.

6.
If an accident occurs or if there is damage to church property, please contact your building representative immediately.

7.
If damage occurs or excess cleaning is required, your group will be billed for the costs.

8.
You will hold UBC harmless from liability to anyone for injury or loss suffered while participating in whatever activity you conduct on the premises, regardless of the cause.  You will maintain insurance at a level to cover any injury or loss.

9.
The Preschool Suite can only be used in conjunction with a planned event at University Baptist and the Preschool Coordinator or the Associate Minister of Education be notified of any impending use.
10.
Children 5 years and older should not be left in the nursery; toys and furniture are geared for preschool age children only.

11.
You are responsible for providing your own child care workers.  It is suggested that you provide at least two childcare workers who are 18 years old or older.

12.
Preschool children should remain in the Preschool Suite or playground area, and are not to roam the church hallways.

13.
The Preschool Suite must be left in the same condition as found, cleaned up and toys put away.  Any toy that has been chewed on must be cleaned with Clorox wipes or put in the sink in the playroom.
14.
The Preschool Suite toys can be used, but you must use your own refreshments, paper products and craft supplies.

15.
The playground is available, with supervision, weather permitting.

16.
You may only use the preschool rooms requested per your agreement.

I have read these policies and guidelines and agree to adhere to them.

Name _____________________________________________

Date _______________________
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University Baptist Church

Policies, Procedures and Guidelines Manual
No. 4 BUILDING USE…USING THE SANCTUARY

1.
You are required to have a building representative (church member sponsor) to be present for your entire event.  This must be an approved member of the church who is assigned to act as your connection to the church.  He/she will serve as the “building representative” and will be given the necessary keys to provide you with the space needed.

2.
It is suggested that you prepare signs to direct your guests to the right room; they may be placed on the doors only with adhesive that does not harm walls i.e. blue painter’s tape.  You may also want signs outside to direct guests to the correct outside door.  All guests must enter the door assigned to your event.

3.
Both parking lots may be used but you will need to make arrangements with your building representative if you need the back lot for overflow parking, since it is normally locked.

4.
Members of your party are expected to remain in the area in which your event is taking place.

5.
NO SMOKING IS ALLOWED INSIDE THE BUILDING. ALCOHOL IS NOT ALLOWED IN THE BUILDING.

6.
If an accident occurs or if there is damage to church property, please contact your building representative immediately.

7.
If damage occurs or excess cleaning is required, your group will be billed for the costs.

8.
You will hold UBC harmless from liability to anyone for injury or loss suffered while participating in whatever activity you conduct on the premises, regardless of the cause.  You will maintain insurance at a level to cover any injury or loss.

9.
NO FOOD OR DRINK ARE allowed in the Sanctuary.
10.
Display of any signs, posters, etc. must be approved in advance.

11.
Furniture will be moved by the church staff only, per your prior arrangements.

12.
A definite time for decorating, rehearsals, etc. should be arranged with the church office.

13.
If decorations are desired, they must be approved in advance and removed afterwards.  No tacks, nails, thumbtacks, sticky floral tape, or scotch tape may be used to attach decorations to the floor, furniture or brass rails.

14.
No decorations may be placed on the organ console or the piano.

I have read these policies and guidelines and agree to adhere to them.

Name _____________________________________________

Date _______________________
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University Baptist Church

Policies, Procedures and Guidelines Manual
No. 4 BUILDING USE…GUIDELINES FOR THE BUILDING REPRESENTATIVE 

1.
The “building representative” is a UBC member who will represent the church’s interests and serve as a “host” for an event held by a non-church member.

2.
Meet/talk with the user and church office ahead of time to confirm set-up needs.  Pick up necessary keys from the church office.

3.
Be at the church at the appointed opening time to cut on lights, etc.  See that the heat or AC over-ride is on.  Unlock the back lot if needed.

4.
Open any required storage areas, to provide needed equipment (i.e. music stands, the good piano bench, risers or other equipment).

5.
Unlock the door by the copy room and STAY BY THE DOOR as long as it is unlocked.  AT NO TIME is the door to be left unlocked and unattended.  At a reasonable time after the start of the program, the door may be re-locked.

6.
Turn off all lights and heat/AC if needed.  Check the building to see that ALL doors are locked and lights off (even in areas you don’t think were used).  Re-lock the back lot if it has been used.

7.
Monitor the building’s use for care of the facility.

8.
Report any issues to the church office on the next business day.

I have read these policies and guidelines and agree to adhere to them.   Name__________________________________

Date __________________
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University Baptist Church

Policies, Procedures and Guidelines Manual
No. 4 BUILDING USE…STATEMENT OF PURPOSE, LEGAL STATEMENTS

Priority:

University Baptist Church is a Christian church called to minister to the university community; therefore, priority for its use will be given to Christian groups.  Non-Christian groups in the community may use the building, but in the case of a conflict with a Christian group, will receive a lower priority.  The church reserves the right to use its building over any other organization.  If the church needs the building at a time with another group is using it, the church will give notice of its intentions in the timeliest manner possible.

Purpose:

The purpose of events held at the church by outside groups should provide a Christian ministry or a service to the community consistent with the values and beliefs of this church.  The church retains the right of refusal.  The building shall not be used for commercial purposes.  There will be no use of drugs, tobacco products, or alcoholic beverages in the church building.
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