Grace Episcopal Church
policy governing use of grace house and other Church facilities
general
1. The Rector of Grace Episcopal Church (The Rev. Kimberly B. Glenn) has responsibility for overseeing the use of the buildings and facilities of Grace Church.  The Parish Administrator (Ms. Bett Harrison) has responsibility for overseeing the process for making application for use of the buildings and facilities and is the person with whom groups who use the buildings and facilities should communicate.  
2. In scheduling the use of the buildings and facilities of the church, the activities, events and programs of the church have priority in scheduling over non-congregational groups or events.
Reservation
· Requests for the use of the building and facilities are made to the Parish Administrator.  The request is be made on the form provided by the church office and signed by the authorized representative.

· When use of the building is scheduled, the person requesting it is personally responsible for the use and care of the building.

· To avoid conflicts in scheduling, requests for usage should be made in sufficient time to program activities over an entire calendar year. Unanticipated usage will be handled on a first-come, first-serve basis.

Off Premises Use
· Church property, such as tables, chairs and kitchen equipment are not available for use outside the church’s buildings and facilities. 

· Audio Visual equipment is to be used inside the church building.  Whoever uses the equipment must sign a permission request and assumes responsibility the proper use of the equipment.  A member of the church office staff will provide instruction in use of audio visual equipment.  The Parish Administrator is responsible for authorizing use of the equipment.  

Heating & Air Conditioning
· Please do not adjust the thermostat in Grace House or the kitchen area either for heating or cooling.  Please ask a member of the church staff for assistance who will be glad to assist you.  Please keep Doors closed during your event.  Please do Not prop Doors to stay open.
Preparation & Clean-Up
· The setting up and removal of tables and chairs shall be the responsibility of the using organization. Tables and chairs are stored in a closet in Grace House.  If you require assistance for setting up and taking down, please make us aware at the time of your reservation.
· In order to prevent damage to the floors, please do not drag the tables or chairs.
· Please ensure that all lights are turned off prior to leaving.
· A key may be obtained from the church office prior to your event and returned to the church office immediately following.   Church Office hours are between 9am & 4pm Monday-Friday only.
All areas used must be left in the same condition as found.
Kitchen Area
· If kitchen facilities are requested, all consumables are supplied by the using organization.  All consumable leftovers need to be removed at the end of the event.  
· After the use of the kitchen, please thoroughly clean all dishes, silverware, utensils and appliances that you have used.  
· Any malfunction or breakage of equipment should be reported to the church office immediately.  
· Please remember to turn off ovens when finished.

· Please bag and remove garbage and trash to the trash cans outside kitchen door. 
· Table cloths are part of the kitchen area and may not be removed from the premises.  A small donation for the cleaning of table cloths is appropriate.  During clean-up please keep all soiled table cloths together on a counter in the kitchen.
Episcopal Church Policy on Service
Of Alcoholic Beverages
(The following represents the formal policy by the Episcopal Church on the use of alcohol at church functions.)

The Episcopal Church has never endorsed the prohibition of using beverages containing alcohol among adult members.  Scripture offers Jesus' example of the use and serving wine in his first miracle at Cana and in the institution of the Holy Eucharist. If an adult member elects to use alcohol, however, moderate usage is expected.  Church members should be educated regarding those conditions that might consequently compromise the health and safety of oneself or others.  The Church also supports and has a responsibility to those people who abstain from the use of alcoholic beverages for whatever reason.  Many churches do not serve alcoholic beverages at social events, but, for those that do, the following guidelines are given:

· All applicable federal, state and local laws should be obeyed, including those governing the serving of alcoholic beverages to minors.

· Alcoholic beverages and food containing alcohol must be clearly labeled as such.

· Whenever alcohol is served, non-alcoholic alternatives must always be offered with equal attractiveness and accessibility.

· The service of alcoholic beverages at church events should not be publicized as an attraction of the event.

· The group or organization sponsoring the activity or event at which alcoholic beverages are served must have permission from the parish for this plan.  Such groups or organizations must also assume responsibility for those persons who might become intoxicated and must provide alternative transportation for anyone whose capacity to drive may thus be impaired.

· Recognizing the effect of alcohol as a mood-altering drug, it would be advisable to consider the nature of the event at which alcoholic beverages are proposed to be served.
· Chemical usage other than alcohol is clearly controlled under federal laws and, as such, is forbidden at any church event.

Grace Episcopal Church

Use of Facility Agreement
The following organization, _________________________________________________, requests the use of:

(  ) Main Room in Grace House


Fees*

(  ) Less than 25 persons


$35
(  ) 25-50 persons


$50
(  ) Over 50 persons


$75
(  ) include Kitchen add 


$25

(  ) The Living Room



$50


(  ) Conference Room



$25.

(  ) Upstairs Room (Grace House)

$20.

(  ) Baby Sitters: If the event necessitates sitters, the church requires two church-trained babysitters regardless of the number of children, compensated at $13.85/hour for each sitter

(  ) Alcoholic beverages: Any group wishing to serve alcoholic beverages must have permission from the Rector and follow the church’s policy on serving alcoholic beverages.
(  ) Audio-Visual Equipment:  I request permission to use _______________________________. I agree to be responsible for any damages that may occur during its use including costs for repair and replacement.  

__________________________________________, at, 






   Event Date(s)                          





Time(s)

I have read and understand the church’s policy for use of church facilities, including the Hold Harmless Agreement.  
Name (Print):__________________________________________________________________

Address:______________________________________________________________________

Phone (s).:________________________________ Email:_______________________________
X___________________________________________________________________________ 

Signature of authorized representative




Date

Approval:  ________________________________________________________________________
Rector’s Signature  



Date


Hold Harmless Policy
In the event Grace Episcopal Church has a claim or suit made against it by reason of any act or omission of __________________________, or by reason of the presence of _____________ _____________ on the premises of Grace Episcopal Church, _______________________ agrees to indemnify and hold Grace Episcopal Church harmless of any such claim or suit.
Dated:  ____________________  Signature: _________________________________________
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