Policies and Procedures for the Use of Metropolitan Community Church of Topeka Building, Grounds and Equipment
Purpose
The purpose of these policies and procedures for the use of the Metropolitan Community Church of Topeka building, grounds and equipment is to provide an opportunity for congregants, regular attendees, community organizations, and other compatible groups, to use or rent space at the church for special events, activities or meetings.  (It is not intended that these policies and procedures apply to the long-term leasing of church space; long term leases are negotiated with, and approved by, the Board of Directors.)
Reservation Process
1. As a general rule, reservations will be handled on a first-come, first-served basis.  Should there be simultaneous requests, priorities for scheduling activities are as follows:

a. Church sponsored events or activities

b. Individual church members/regular attendees’ events (holy unions, weddings, funerals, etc.)

c. Outside religious groups (Mainstream Voices of Faith, etc.)

d. Community service organizations and support groups (AA, Alanon, NA, HIV/AIDS Support Group, etc.)

e. Other non-profit groups

f. Businesses, private individuals

2. The following activities do not require a Rental Agreement and Application:

a. Church sponsored meetings or events scheduled during the annual church calendar meeting.  The church administrative assistant will schedule these meetings or events on the official church calendar.

b. Activities described in a “Church Sponsored Event/Activity Proposal Form” that has been approved by the Ministry Council or the Board of Directors.  The Chairperson of the Ministry Council or the Clerk of the Board of Directors will provide a copy of an approved Church Sponsored Event/Activity Proposal Form to the administrative assistant within one week following the Ministry Council or Board meeting at which the form was approved so that the administrative assistant can schedule the event on the church calendar. 
c. Meetings of church ministry teams, committees, or groups.  Coordinators, chairpersons, or leaders of a church ministry team, committee, or group should notify the administrative assistant as soon as possible about any meeting dates so that the meetings can be scheduled on the church calendar.  Groups that have scheduled their meeting for a specific time on the church calendar will have priority to use the reserved room for the time designated for the meeting.  If a ministry team, committee, or group has not reserved a room for a meeting with the administrative assistant, then that team, committee or group may meet in an unreserved room.  
d. Funerals.  Funerals will be scheduled by the senior pastor or, in the absence of the pastor, by the Coordinator of the Worship Ministry Team. 
Persons in charge of the activities mentioned in this paragraph are responsible for returning the space to its original configuration at the end of the activity, cleaning up, emptying full trash containers (or trash that contains food waste) in the dumpster in the church parking lot, turning off lights, coffee makers, etc., and protecting the security of the building by checking that all exterior doors are locked, ascertaining that all persons have left the building, and keeping the building key(s) secure.
3. In all other situations, applicants must properly complete the appropriate form, and submit the form to the church administrative assistant, at least six weeks, if at all possible, prior to the requested date, along with full payment of any required rental fees.  Applicants can obtain the appropriate form from the church administrative assistant or by downloading the appropriate form from the church web-site.  These forms are as follows:
a. Church Sponsored Event/Activity Proposal Form (for church-sponsored events or activities not mentioned in Paragraph 2 above).  Upon receipt of this form, the administrative assistant will forward this form to the Ministry Council Coordinator for action by the Ministry Council.
b. Rental Application and Agreement (for all other events and activities) When the administrative assistant has received a properly completed Rental Application and Agreement, the administrative assistant will determine if the building use requires a fee and the amount of that fee, as established by the fee schedule and these policies and procedures.  The fees are required with the application and the administrative assistant is authorized to accept payment to cover fees as set out in the fee schedule.  If the administrative assistant is uncertain whether the requested meeting, event or activity meets the purpose and general policies of the use of the church building and grounds, or is uncertain about the fees, the administrative assistant shall refer the request to the Ministry Council Chairperson.
General Policies

1. Church By-laws prohibit the use of alcoholic beverages or illegal drugs on church property.  Smoking is only permitted on the “smokers’ porch” on the concrete porch of the northeast door to the building, or outside the north door entrance. 

2. Minors must be supervised by adults during the use of the church building or grounds, with a minimum of 2 adult supervisors.
3. Use of any portion of the property shall conform to city, fire and safety ordinances.
4. Applicants should familiarize themselves with the location and operation of the fire extinguishers prior to the start of the event.  

5. The audio-visual system in the sanctuary has been professionally designed.  No changes to the system shall be made and only church microphones/audio equipment may be used (i.e. no rented or personal microphones, etc. may be “plugged in” to the church audio system except musical instruments as approved by the Director of Music Ministry).  Operation of the church’s AV equipment is restricted to the church’s trained AV operators.
6. Only a church musician is authorized to play the church’s musical instruments unless the Director of Music Ministry authorizes, in writing, a non-church musician to play specified church musical instruments.
7. Applicants using the church kitchen will be required to be familiar with the Kitchen Use Manual.  If the applicant wishes to use the church oven, stove top burners, dishes, silverware and utensils, pots and pans, dishwasher, steam table, or exhaust fan, the applicant will be required to have a church-authorized kitchen assistant during the time of the kitchen use.
8. Applicants are responsible for returning the used space to the condition in which it was received.  Chairs, tables, and other items must be returned to their original positions or to storage.  Floors must be left clean and areas picked up.  All trash and litter created by the use must be collected and if the trash fills a trash container or contains food waste, the trash should be placed in the dumpster in the church parking lot.
9. All appliances or other equipment used for the event must be turned off (i.e. coffee makers, etc.). 
10. The applicant is responsible for ensuring that proper building entry and exit procedures are followed, as instructed by church personnel, including checking that all exterior doors are locked, ascertaining that all persons have left the building, and keeping the building key(s) secure. 
11. Applicants are financially responsible for the replacement of any missing equipment or repair of any damage incurred to the building, grounds, furnishings or equipment.  

12. In addition to the restrooms, only the space and equipment requested may be used.
13. If the use of the building, grounds, or equipment differs from that requested, or if the behavior of persons attending the applicant’s event is inappropriate, access to the church property will be revoked.

14. Violations of the church security or church policies will be justification to cancel any agreements.
15. An applicant, who provides written cancellations of the reservation prior to 30 days of the date of the scheduled event or activity, will receive a full refund of the rental fee, the key deposit, the security deposit and the custodial fee.  An applicant who provides written cancellation of the reservation within 30 days before the date of the scheduled event or activity will receive a refund of the custodial fee, the key deposit, the security deposit and 80% of the rental fee.
16. If the space used is properly cleaned after the event, the custodial fee check will be returned to the applicant the week following the event.  When the key(s) is returned, the key deposit check will be given to the applicant the week following the return of the key(s).  If no damage is found after the event, the security deposit also will be returned the week following the event.  If there is damage to the building, furnishings or equipment, or items are missing, the cost of which exceeds the amount of the deposit, the applicant shall be responsible for 100% of the repair or replacement costs that exceeds the security deposit.
17. Only push pins are allowed for use on the ceiling in the Social Hall because tape will remove the paint from the ceiling.  Only painters’ tape is to be used in all other locations in the building to hang signs or posters.  The use of decorations, attachment of materials to ceiling, walls, pews, etc., shall be done only with the advice and consent of the Buildings and Grounds Chairperson.  
18. Temporary structures, such as platforms, devices to attach to the walls, floor or ceiling, etc., must first be approved by the Buildings and Grounds Chairperson.
19. Rentals for Saturday evening must have the event, including clean up, completed by 10:00 pm, and will incur an additional custodial fee.
