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BUILDING ACCESS POLICY - CHURCH BUILDING USE

Controlling Ministry: Trustees

Revision: May 16, 2011

1.
 Purpose:

This policy relates to the use of the buildings that comprise East Shore Baptist Church in Harrisburg, PA (hereinafter, the “Church”).

2. 
Scope:
This policy applies to all pastors, staff, congregational members, and outside groups that request use of any or all Church Buildings.
3.
Policy Statement:
In addition to being a place of worship on Sunday mornings and Wednesday evenings, the Church may be requested for use throughout the week by staff, ministry groups, Church members, outside groups (e.g. MOM’s club, 4H, etc…), etc.  Recognizing the potential for varied uses and the desire for certain individuals and groups to have access to the Church, it is the responsibility of the Pastors, Staff, and trustees to be good stewards and maintain the integrity and reputation of the Church, and to protect the resources God has provided. This policy lists the requirements for use and care of the Church buildings and property.

3. 
Enforcement:
This policy and enforcement are the responsibility of the Trustees.

4.
Building Use Schedule:
The Church Administrator or Church Secretary will schedule the use of the Church buildings in accordance with this policy.

5.
Request for Use:
Groups or individuals wanting to use the Church facilities may apply at the Church Office during normal office hours.  The Church is not for rent per se.  That said there may be fees to cover costs of utilities, cleaning, and staff if they need to be present; and in some cases a donation to offset the Church’s operating costs may be appropriate.  The Church may be reserved for use by members of the congregation, their families, other sponsored ministries and approved outside groups.  

The Church may be requested for use when the reservation does not conflict with the weekly schedule of services or other regularly scheduled Church events. Reservations are made on a first come, first serve basis. If two conflicting events are up for approval at the same time, ministry events will always take priority.  

Types of requests for using the Church:

a) Church Ministry Related (which includes all Church committees): All Church Ministries shall notify the Church Administrator or Church Secretary during normal working hours of meeting and/or function dates so that a conflict in scheduling of the Church facilities can be avoided. The request will need to go before the Leadership Body/Church Council to calendar if scheduling permits. In the event that the event will happen before the next scheduled Leadership Body/Church Council meeting, the event will be scheduled at the discretion of the Church office staff.

b) Southern Baptist Convention Activities: All Southern Baptist Convention activities shall be scheduled through the Church Administrator or Church Secretary during normal working hours so that a conflict in scheduling of the Church facilities can be avoided.  The request will need to go before the Leadership Body/Church Council to calendar if scheduling permits. In the event that the event will happen before the next scheduled the Leadership Body/Church Council meeting, the event will be scheduled at the discretion of the Church office staff.

c) Congregational member’s Social Event: All requests for use of the Church facility must be made using Form 700-02 and submitted to the Church Administrator or Church secretary. The request will be approved through a Leadership Body/Church Council meeting. In the event that the event will happen before the next scheduled Leadership Body/Church Council meeting, the event will be scheduled at the discretion of the Church office staff.

d) Outside Groups/Social Clubs: All requests for use of the Church facility must be made using Form 700-02 and submitted to the Church Administrator or Church secretary. The Pastors, Trustees, and Deacon Chairman will review these requests for preliminary approval. The request will then be submitted to the Leadership Body/Church Council for approval.

e) Weddings: Weddings are scheduled through the Pastors and are covered by Church policy 700-03.  If a Church key is required, the requestor should also review Policy 700-01 and fill out an appropriate request for key use.

6.
Regulations for Church Use/Care

The following is a list of regulations concerning the use and care of the Church:

a) Sanctuary furnishings, tables, pianos, or any Church furniture must remain in their current locations unless prior arrangements are made with the Church’s Buildings and Grounds Team or Pastors. If arrangements are made to move any of these items, they must be returned to where they were found at the end of your event.

b) The Church can provide a limited number of tables and chairs. If more are needed, please arrange for them with a rental company. DO NOT remove furniture from any classrooms for use elsewhere without prior approval. Please have all rented tables and chairs removed immediately following the event.

c) If decorations or flowers will be used for the event, please remember the Church is a sanctuary. We encourage simplicity. The Buildings and Grounds Team and Pastors are solely responsible for the Altar area. Please contact the Buildings and Grounds Committee or Pastors for approval and assistance for any decorations that affect the Altar area. Remember that simplicity is the key.

d) During certain seasons/events when the Church is decorated, these decorations must remain in place. Do not remove or replace any decorations without prior approval.

e) No tape of any kind should be used to affix things to the walls or windows without checking with the church staff (and even then no scotch tape should be used).

f) There will be no alcohol allowed on the Church property. This also includes the new “non-alcohol” beers and coolers, etc.

g) There will be no tobacco products of any kind allowed on the Church property. This includes all buildings and on all property owned by the Church.

h) There will be no food or drink, with the exception of bottled water, allowed in the Sanctuary.

i) There will be no gambling of any kind allowed on the Church property. This includes all raffle contest, all Bingo games, all games of chance, etc, regardless of what “good cause” the money may be used for.

j) All sound equipment brought in must be set up and removed prior to the next scheduled service.

k) Any request for use of the Church’s sound system or multimedia system must be cleared through the Pastors or Worship Leader, and the Church Multi-Media Team.

l) There is very limited storage at the Church. If something must be stored prior to the event, please contact the Buildings and Grounds Team or Church Staff.

m) Remove all trash and garbage after the event. The Church’s cleaning staff is not scheduled to clean every day. There is a dumpster in the parking lot both for garbage and recyclables.
n) Report any damage to the Church facilities or equipment to the Church office, Pastors or Buildings and Grounds Team.

o) Please leave the premises as clean as or cleaner than when the event started. All groups have the responsibility for cleaning the areas being used, including bathrooms.

p) Behavior in the Church facilities will be in keeping with respectful and godly principles.

q) There will be no foul language (verbal or signed) in the Church facility.

r) All non-ministry functions will be responsible for furnishing all paper products (plates, cups, drinking glasses, forks, spoons, knives, napkins, tablecloths, etc.) or other required supplies for their scheduled event unless prior arrangements are made. Church supplies are not available for non-Church ministry events.

s) Any group requesting the Church on a regular long-term basis will be required to fill out and have a new request approved yearly.

t) As the Church is used for worship on Sundays and Wednesday evenings, the facility is to be configured for worship at the end of the event.
u) If use of our church facility is abused, then the Pastors, Church Staff, Deacons, or Trustees reserve the right to cancel future use of the facility.  
7.
Cancellation of Events/Functions

In the event that the event/function needs to be cancelled or postponed, please notify the Church Administrator or Church Secretary as soon as possible so the Church calendar can be updated to reflect the changes.  Please remember that other groups may wish to use to use the facilities during that time period.

8.
Church Doors Opening and Closing Procedure (Excerpts from Policy 700-01)

· 2.1 Opening Procedure

Anyone who is entering the Church building when no one else is in the building shall perform the following procedure:
a) Enter by any of the exterior doors and:

i) If you are the only expected person – re-lock door behind you.

ii) If you are participating in a Church meeting/gathering – re-lock door when last attendee arrives (especially when dark outside).

b) Notify a member of the staff or a Trustee if you notice anything unusual such as an unlocked door, broken glass, etc.

· 2.2 CLOSING PROCEDURE

The following procedure shall be performed by anyone who is the last person to leave the Church building even if you know someone is coming back in a short time.

a) Check to ensure that the lights are off and the following interior doors are closed (Note that some of the restrooms have auto-sensors.  If there is no normal light switch – as in there is a sensor instead, leave these alone as they will shut off automatically):

i) All office doors should be shut and locked.
ii) All mechanical rooms should be shut.

iii) Sanctuary doors should be closed.
b) Check to ensure all exterior doors are closed and secured.

i) Ensure that the upper and lower latches are in the secure position on the glass entrance doors (Note: with the deadbolt is locked, push on the doors; if the latches are not secure you will be able to open the doors).
ii) Verify that all doors are locked by opening the doors and physically checking outside door handle.

iii) Push on all exterior doors to ensure they are properly latched.

c) If anything unusual occurs during the closing process or you notice something unusual in the parking lot, call one of the Church’s Staff or Trustees (or 911).

· 2.3 EMERGENCY EXIT DOORS

Emergency exit doors are not to be blocked or secured in any way that prevents safe egress by the building occupants during an emergency. Likewise, for security reasons, emergency exits are never to be left in an open or unlocked condition.
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CHURCH BUILDING USE REQUEST FORM

Requestor’s Name:_______________________________________________________________________________
Organization (If Applicable):____________________________________________________________________

Address:___________________________________________________________________________________________
_____________________________________________________________________________________________________
Telephone: (Home)___________________________________ (Work)___________________________________
E-Mail:_____________________________________________________________________________________________
Day/Date of Event: ______________________________ Room/Area Requested: ____________________
Time Of Event – Begin:_______________________________ End: ______________________________________
Is This A Recurring Event: Yes No (Circle One) If Yes, How Often?: __________________________
Type of Activity or Event: _______________________________________________________________________
Special Needs/Requirements: ___________________________________________________________________
______________________________________________________________________________________________________
I (we) agree to protect, indemnify and hold harmless the Staff and Congregation of East Shore Baptist Church from any and all loss, costs, damage or expense, arising from our use of the premises or from any accident or other occurrence on or about these premises, causing injury to any person or property and will protect, indemnify and hold harmless the

Staff and Congregation of East Shore Baptist Church from any and all claims, cost or expenses arising from any failure of the requesting party in any respect to comply with and perform all requirements and provisions agreed to and outlined in the Church Building Use Policy 700-02 and required by law or ordinance, during the period of occupation.

By submitting this request, I agree to the terms and conditions listed here and in the Building Use Policy 700-02.

Signed:__________________________________________________________ Date:___________________________

---------------------------------------------------------------------------------------------------------------------

For Church Office Use Only

Special Instructions: Additional Requirements (Not Covered In Policy 700-02); or

Exemptions to 700-02 Pertaining to Group/Organization for Event:

______________________________________________________________________________________________________
______________________________________________________________________________________________________
Requestor’s Initials If There Are Special Instructions: _________________________________________
Trustee Chairman (If Applicable): __________________________________________ Date: ______________

Church Administrator/Secretary: __________________________________________ Date: _______________
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