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Introduction

Believing ourselves to be stewards of God’s resources and recognizing that our buildings are in use for various purposes, at different times and by different individuals and groups associated with our congregation, and recognizing further that our buildings are a central resource for this congregation’s ministry and that their care, preservation and usage is a major responsibility of Calvary’s leadership, it seems reasonable to set forth guidelines for appropriate usage by members and non-members alike.

	Priority of usage shall be determined based upon the following criteria in descending order:  connection to Calvary Baptist Church and its mission, connection to Christian ministry, connection to the Sanger-Heights community, and other.

Categories of Users:

· Related to Calvary Baptist Church:

	-Calvary Baptist Church
		This includes regular activities, special activities and missional activities sponsored or in partnership with the church.  

	-Calvary Baptist Church Members
		This includes activities planned by church members that may not be primarily for church members.

· Affiliated:

	-Christian ministry
		This includes other churches, association and denominational activities seeking to utilize space to accomplish an end that meets the overall mission of Calvary Baptist Church. 

	-Not-For-Profit Organizations and Individuals
		This includes social agencies and individuals seeking to utilize space to accomplish an end that meets the overall mission of Calvary Baptist Church.  

· Other:

	-For Profit Organizations
		This includes individual and groups that are seeking to utilize space to accomplish an end that meets the overall mission of Calvary Baptist Church.  Calvary prohibits fundraising and political activities explicitly.  

Liability Coverage

An individual or organization not related to Calvary Baptist must obtain the consent of the Staff and/or the Facilities Team Chairperson and/or the Coordinating Council to use the church buildings.  In its sole discretion, church leadership may require proof of liability, property damage or other insurance coverage in amounts established by church leadership for the benefit and protection of the church.  

General Policies

Arrangements and Scheduling
	All non-related Calvary Baptist Church groups seeking to utilize Calvary facilities must fill out a Facilities Use Request form completely.  This form shall be obtained by contacting the church office during regular business hours in person, by phone (254-753-6446) or by email (cbcinfo@cbcwaco.com).  
	It is the obligation of all applicants to coordinate schedule and other needs with the Office Administrator.  This shall include opening and closing of the church as well as other security needs.   
	The building shall be closed no later than 10:00pm unless prior agreement is made.
	A group shall not sub-let the facility to another group.  Each group must be individually scheduled.
	 

Conduct and Standards
The safety, comfort and convenience of all are promoted by courtesy and common sense.  Adults and adolescents are generally expected to clean up after themselves and to exercise reasonable care for the buildings and facilities.   Group leaders are responsible 
Smoking is not permitted anywhere in the buildings. The use of alcohol as a beverage is not permitted anywhere in the buildings.  Pets/animals are not permitted in the building with the exception of guide dogs for those with visual impairments.

Church Property
	All non-related Calvary Baptist Church groups (Affiliated and Other) shall be responsible for any damage resulting from direct action or negligence.  This includes the physical edifice and all contents of the church.

Sanctuary
	Usage of the sanctuary requires the additional approval of the Senior Pastor and/or Minister of Music.

Publicity and Promotion
	All publicity mentioning Calvary Baptist Church shall be approved by the staff of Calvary Baptist Church prior to publication.  Failure to abide by this stipulation is grounds for revocation of agreed upon usage.

Decorations
No class, fellowship or other group shall undertake to paint, wallpaper, alter or replace light fixtures, mount or install air conditioners or other permanent electrical fixtures, replace carpeting or otherwise redecorate a room or area without first obtaining permission from the Facilities Team Chairperson.  Temporary decorations, using non-permanent marking substances,  are allowed so long as their removal is completed prior to the next scheduled usage of the facilities

Room Arrangement
In the course of activity, groups may reorient furniture, tables, etc. to better facilitate their purposes.  However, each group has the responsibility to return each room back to its original state prior to departure.

Audio/Visual Equipment
Calvary’s portable A/V equipment may not be used by non-Calvary groups (Affiliated and Other) unless prior permission has been granted.  Fixed A/V equipment (primarily sound systems) may be used by non-Calvary groups (Affiliated and Other) as long as prior instruction of use has been provided by church staff.

Food Service
The use of disposable food service (such as paper or plastic plates, cups, forks, spoons, etc.) is encouraged for sanitary/health reasons.  All food preparation shall be done off-site.  On-site food warming and beverage preparation is permitted.
  
Use of Kitchen  - [see separate guidelines]

Youth and Youth Groups
	All use of Calvary facilities must strictly adhere to Calvary’s Youth/Children’s policy.  A copy of this policy is included with the Facilities Use Request form.

Children and Nursery/Playgrounds   
All use of Calvary facilities must strictly adhere to Calvary’s Youth/Children’s policy.  A copy of this policy is included with the Facilities Use Request form.  

Weddings  -  [see separate guidelines]

Funerals
	Calvary may host funerals for members or former members at the request of the respective families.  
	Calvary will host a repast for family members following a funeral, memorial or graveside service to include a light meal and refreshments.

FEES
Custodial
All trash and garbage shall be bagged and placed in the dumpster upon completion of an event.  In addition, a $100 custodial fee may be assessed.    

Utilities
	Temperature is controlled by a central system.  Adjusting or tampering with thermostats for heating or cooling is strictly prohibited.  
When a class, fellowship or other group has completed its usage of the buildings, it is expected that the lights will be turned off.  As well, unneeded lights shall remain off during facility usage.  
To defray operational costs, a utility fee of $66/hour may be charged to all non-related Calvary Baptist Church group users.

Security Deposit
             A security deposit of $100 may also be required at the time of scheduling.  This deposit will be held in escrow until the event date.  Following the event date, and after inspection of all applicable church property is deemed satisfactory, Calvary will return the security deposit within 10 business days to the user.  

Facilities Use Request Form 
	This form may be obtained from the Church Administrator or other Church staff.  It is at the discretion of Calvary staff and/or the Coordinating Council to establish the applicability of fees for usage.  [See 11.1]
	
Determination of Usage
It is at the discretion of Calvary staff and/or the Coordinating Council to approve or decline all usage applications.

