Policy 3211


Westwood Baptist Church 

Building Usage 

I.
Policy Statement

It will be the policy of Westwood Baptist Church to recognize our church facility as the House of God and it is to be treated with dignity and respect.  It will be used principally by this body for the consecrated study of the Word of God and for His holy worship.  The building will not be used by anyone whose objecive purposes run counter to the objective purpose/mission of our church. The following procedures apply;

1.
Regular scheduled ministry programs and activities will take precedence over all other uses of the facility.

2.
The posting of signs, billboards, posters and so forth will be on bulletin boards or cork strips.  No materials will be taped or affixed to walls, doors, or windows or any other equipment or structure that may be damaged.

3.
Flowers and other decorative arrangement will be the responsibility of the Women's Ministry.

4.
No furniture or equipment may be removed, relocated or modified except as directed by the Administrative Committee or their delegated authority.

5.
No permanent attachments may be made to any wall, temporary structure constructed, or modification made to any space without authorization of the Administrative Committee.

6.
Use of the facility by outside organizations will be limited to non profit organizations involved in similar activities as Westwood Baptist Church.

II.
Facility Use Requests:

It will be the policy of Westwood Baptist Church that worthy requests for use of the facilities by members and non church groups alike will be considered on a case basis.  When use is authorized, groups will conform to Christian (high moral and ethical) standards of decorum and activity.  No alcohol will be permitted for use on the premises.   Possession or consumption of alcoholic beverages or illegal drugs, boisterous conduct, gambling and illegal activities of any kind shall not be permitted in church facilities.  Smoking in any of the facilities will be not be permitted.

Reimbursement for use of the facility for functions not directly related to the programs and ministries of the Westwood Baptist Church will be on a cost basis.  

In support of this use policy the following procedures will be utilized:

A.
Westwood Baptist Church Organizations

1.
Use of the church facilities for non-regular church programs activities will be arranged with the Church Administrator.  Requests for scheduling will be  made by completing the Room Reservation Request Form at least one weeks in advance of the event.  When approved by the Church Administrator, the activity will be placed on the church calendar.

2.
The individual signing the facility use request assumes responsibility for the facility when used outside the normal working hours.  This includes security of the building during and after the activity; and turning utilities on and off.  When necessary, an access card will be issuedfor use by the responsible individual only.  

3.
Rearranging rooms, moving furniture or equipment will be permitted on a request basis and done by Church staff or under their supervision.  A user fee may be assessed for extensive room changes.

4.
Only that portion of the building listed and approved on the application will be available for use by the applicant.

5.
Applicants must strictly adhere to event beginning and ending times as approved on application.

6.
A staffing fee may be imposed for any actitivy not part of our church program.

7.
Applicants should be prepared to present a copy of the confirmed Reservation to the building custodian or other authorized church personnel upon request.

8.
When sound equipment, or other technical equipment are used, a church operator may be assigned to the function at the current established hourly rates.

B.
Non Church Groups and Organizations

1.
A Westwood Baptist Church member or regular attentdar may request to hold a non church sponsored activity.  Non Church Groups and Organizations requests will only be considered if they originate and are requested by a Westwood Baptist Church member or regular attendar.

2.
Use of the church facilities for non-church programs or activities will be arranged with the Church Administrator.  Requests for calendaring will be made by completing and submitting the Room Non-member Reservation Request Form.  When approved by the Church Administrator, the activity will be placed on the church calendar.

3.
Regular and special programs of Westwood Baptist Church will always take precedence over requests by non church groups activities.

4.
The requester will recognize in writing their obligation to prohibit the possession or consumption of alcoholic beverages or illegal drugs, boisterous conduct, gambling and illegal activities of any kind, the use tobacco, the use of foul or untoward language or activity on the church premise.

5.
Rental fees and custodial/aide charges will be in accordance with established church fee schedules.  Events of significant size or duration may be assessed additional charges to reimburse the church for facility impact. 

6.
If the Non Church Group and/or Organization requests any change in room set up, this change shall be done by or under the supervision of church staff.

7.
Notification of cancellation must be submitted to the church office at least three (3) working days prior to scheduled time of use to avoid rental charges.  Cancellations must be made during working hours, 8 am  - 4:30pm.  Facility use no-shows may be assessed $20.00 for staff time in addition to any rental fees or expenses incurred.

8.
When sound equipment, or other technical equipment are used, a church operator may be assigned to the function at the current established hourly rates.

9.
Applicants must present a copy of the confirmed application to the building custodian or other authorized church personnel upon request.

10.
There will be no fundraising activities in church facilities by groups not associated with our chruch.

11.
Non church organizations may be required to furnish proof of public liability insurance for activities in the amount of $500,000 per incident.  Said policy must name Westwood Baptist Church as additional insured.  A copy of the insurance certification must accompany the completed facility use application.  

12.
Applicants are required to remove, at their expense, materials or rubbish left after use at church facilities.  If not done, the organization to whom the permit is issued will be required to pay the cost of the removal.  For large amount of refuse, the applicants may required to pay a deposit in advance.

13.
All equipment, furniture, and other church property will be treated with extreme care and returned to the same location and condition as originally found.  If the building or equipment is damaged or left in an unsatisfactory condition, the responsible group will be billed for the cost of repair or replacement and may be denied future use of the church facilities until payment is received.

14.
Applicant are to report any maintenance problem(s) or concern(s) that may impact their activity to the church office or custodian.

15.
Authorization for use of church facilities shall not be considered as endorsement or approval of the activity, group, or organization, nor the purposes they represent.  Westwood Baptist Church reserves the right to reject any application for use of the church facility.

16.
Westwood Baptist Church reserves the right to cancel any request for facility use four (4) weeks prior to the activity and refund any payment previously made for the requested use if it conflict with a scheduled church function, provided the user is given advance notice of the cancellation.  The church may cancel any request and provide a refund at any time for a failure to comply with this policy or procedure.

17.
For security and liability reasons, an official church employee must be on premises during usage.

III.
Use of Equipment

It will be the policy of Westwood Baptist Church that the materials and equipment purchased and /or administered by the general and designated funds will be used exclusively for ministry function of Westwood Baptist Church.  Materials and equipment used away from the church proper will be scheduled and checked out through the church office.  It will be the policy of this church to not compete with rental business.  When a requesting member takes material or equipment on loan from the church, they assume responsibility for security, maintenance and return of the materials or equipment.  In support of this policy concerning use of equipment owned by Westwood Baptist Church, the following procedures apply:

1.
Only equipment on the "Equipment Loan List" may be used off premise.

2.
Materials and equipment may be utilized off-premise for a 24 hour period for approved church functions.  Longer periods must be specifically approved by the Administrative Committee.

3.
No equipment will be used off-premise on Sunday without the expressed permission of the Administrative Committee or their designee.

4.
Off-premise use of materials used from the kitchen must be approved by the person responsible for the equipment

5.
Off-premise use of audio or musical equipment use must be approved by the person responsible for the equipment.

6.
Groups or individuals desiring to use materials or equipment away from the church must complete the facility and equipment reservation request form.

7.
A designated individual must assume responsibility for the security and return of the equipment.  That individual assumes responsibility for costs for damage repair or replacement.

III.
Use of Sanctuary

The following requirements apply to all visiting groups requesting use of the Sanctuary  for a particular event.  Please complete all attached information as part of your request.  This will be reviewed by Church Staff before a decision can be rendered. 

Requirements 

-Personnel: We require that you use our trained personnel in the following areas:

Coordinator, Sound Technician, Lighting Technician, Video Technician, Custodian, Sanctuary set-up,  (see fees below)

-Platform instruments (i.e. piano, drums, keyboard, organ, etc.) may not be moved or disconnected in any way.

-Platform furniture (i.e. choir risers, pulpit, tables, chairs, plants, etc. may be moved or disassembled by our Westwood staff or set-up team, only.)

-Sound equipment anywhere in the Sanctuary should be set-up, operated or moved only by our Westwood trained personnel.

-Sound checks for all musicians, speakers are required 1 hr. prior to the event.  This is not a rehearsal.  If rehearsal time is needed in the Sanctuary, please make appropriate arrangements.  There will be an additional charge for this, based on which Westwood personnel must be available.

-The Steinway Piano is available for use, with approval, by the Westwood Staff and may be moved by designated stall, only. 

Facility User Categories

A.
Westwood Baptist Church-Related Groups.


This category includes all Westwood Baptist Church sponsored activities.  These groups will not be charged a facility rental fee unless special provision are deemed necessary by the user or the church.

B.
Non Church Groups or Organizations


This group includes those who would like to use the facility for private meetings or social gatherings.  A Westwood Baptist Church member or regular attendar must initiate any request from this group.

IV.
Fees

Westwood Staff will contact the requester regarding approval or denial of a request.  You will be notified of the required personnel to assist in the program.   

Facility Rental Fees

Classrooms
$10.00/hour per room
Sanctuary
$60.00/hour

Chapel
$25.00/hour
Youth room
$45.00/hour

Kitchen
$20.00/hour

Personnel Fee Schedule:

Custodial/Security
$20.00/hour $40.00 minimum 


Sound Technician: 3 hrs. minimum = $150.00, plus $50.00 per hour thereafter

Sanctuary set-up team (2 people)/2 hr. minimum = $100,  plus $50 per hour thereafter

Lighting Technician: 3 hr. minimum = $150.00, plus $50.00 per hour thereafter

Video Technician: 3 hr. minimum = $150.00, plus $50.00 per hour thereafter

Nursery Coordinator: time requirement & fee will be determined based on need

Kitchen Coordinator:
$10.00/hour
$25.00 minimum 

Event supervision

$10.00/hour
$25.00 minimum 






