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April 27, 2010


TO: 

Members of RLC and those wishing to use the RLC facilities

FROM:
Congregation Secretary

DATE: 
April 27, 2010

RE: 

RLC Facility Use Policy 

The following is the Facility Use Policy as adopted by the Congregation Council.  Please refer to this policy when planning meetings, events, functions, etc. at Resurrection Lutheran Church.

PLEASE NOTE: ALL requests to use any space (including regularly scheduled meetings!) at Resurrection Lutheran Church MUST be cleared through the Church Office first!  This will avoid conflicts in scheduling! 

You will note that the fee amounts are left blank in the policy.  Fees will be determined on a case-by-case basis and are dependent on several factors.

Please feel free to download the Policy and application form from this site or request a copy from the Church Office.  The policy document, with the fee schedule filled in, becomes a part of the application and approval process document.

If you have any questions, please feel free to contact a member of the Congregation Council.

Bob Martin

Congregation/Council Secretary

RESURRECTION LUTHERAN CHURCH

FACILITIES UTILIZATION POLICIES AND PROCEDURES
I. Purpose.  The purpose of this document is to establish and define policies and procedures for the use of Resurrection Lutheran Church (RLC) facilities. This document becomes part of the use agreement executed between RLC and the applicant.
II. Discussion.  For God’s glory and through His bounty, the congregation of RLC has expanded its building and facilities to better realize its vision as “…a Christ-centered family of believers, so deeply and confidently rooted in the Gospel of God's grace, that we are free to give our lives joyfully in witness and service to those whom God has brought into our lives; within our congregation, our community, and our world."  
III. Policies and Procedures.  The policies for using RLC’s facilities are based on the guiding principle: “in all that we do, we glorify God”.   Furthermore, we do that in a manner that supports RLC’s vision, and is consistent with the beliefs of the Evangelical Lutheran Church in America (ELCA).
Requests for use of the facilities by organizations and individuals will be considered if they meet the following criteria:

a. Must be for the good of the larger community.
b. Support for separately organized religious communities will be encouraged as a mission strategy for RLC.
c. Must be a non-profit/non-business function. Any monies raised will be used to support the sponsoring group’s ministry and operational requirements.
IV. Priorities for Use.  The facilities of RLC (buildings, grounds, and furnishings) are for the Glory and Worship of God through the Services of the Congregation and programs of its congregational mission and life.  Baptisms, weddings and funerals are among the Services of the congregation.  These Services have priority upon the facilities.

a. Worship: RLC Worship services take precedence over other uses.  This includes all worship services, regardless of the day of the week. 
b.  Ministries: RLC ministries take priority in all other uses. Regularly scheduled events have priority when new requests are received.

c. Congregation Member(s):  The facilities may be used by congregation members for activities that are consistent with the above guiding principles. Use of the facilities must be in accordance with the guiding policies stated in this document. 
d. Outreach:  Use of the facilities by groups, organizations, and individuals from outside the RLC Congregation will be considered on a case-by-case basis. But in all cases must adhere to the policies established in this document.
In the event that there are simultaneous requests for use of the facilities, the priority for use will be determined in the following order:

a. Use for the Congregation of RLC and its ministries.

b. Use by a member of the Congregation of RLC.

c. Use by the Virginia Synod.

d. Use by another Lutheran Church or organization.

e. Use by another organized religious organization.

f. Use by organization that supports the larger community.

g. All other requests.

V. Facility Use Applications and Scheduling.  Groups and individuals, both within and outside RLC, must apply to use and schedule any room within the facility. This requirement applies for an event or meeting other than those held on a recurring basis as part of the ministry’s normal functions.  This is necessary to ensure that the guiding principle and utilization criteria are met, and to avoid scheduling conflicts.  Applications will be made using the form provided in Attachment 1, and will include the name of the point-of-contact who will be the designated responsible representative.  Completed applications are to be submitted to the church office, and forwarded for action to the cognizant pastor and, when required, to the Church Council. Applications must be submitted as soon as possible but no later than ten (10) days prior to the event to allow for processing and review. Exceptions may be made on a case-by-case basis.  

a.
Applications from internal RLC groups or individual members.  If the request is for the use of a room that is under the general oversight of one of the staff, the supervising pastor will review the application with that staff member.  Based on that review, the pastor will make a decision on the application.  If the application is approved, the pastor will inform the church office secretary who will place the event on the Facility Use Calendar.  The secretary will also notify the applicant of the application decision. The applicant will be provided a copy of the decision (Attachment 2) and sign Attachment 3 acknowledging receipt and understanding of the provisions of the Policies and Procedures document. The pastors will coordinate with each other, and, if necessary, the Church Council, on all applications to ensure consistency of decision-making. 
b.   Applications from external groups and individuals.  Applications from external groups or individuals will normally be received by the pastors.  If both pastors conclude that use by the outside group or individual is desirable (following consultation with the staff member who may have cognizance over the room involved), then the application will be presented to the Council for review and a decision.  If the Council approves the application, the appropriate pastor will inform the church office secretary who will schedule the event on the Facility Use Calendar.  The applicant will be notified of the decision by the pastor or the secretary. Applicant will be provided a copy of the decision (Attachment 2) and sign Attachment 3 acknowledging receipt and understanding of the provisions of the Policies and Procedures document
c.
The approved use of a particular room or facility may be changed or canceled at the discretion of a pastor due to subsequently determined higher priorities. The pastor will inform the church office secretary who will notify the affected group(s) or individual(s) as soon as possible, and will update the Facility Use Calendar.  
VI. Facility Use Requirements.  In general, those who use RLC facilities are responsible for their proper use.  More specifically, groups and individuals who have been approved to use RLC’s facilities are responsible for:
a.  Any required set-up and takedown
b. The proper use and care of the facility, as well as any RLC-owned equipment, furniture,  and materials that are approved for use  (This includes turning on/off lights and other electric equipment and appliances.)
c.  Monitoring the behavior of group members to ensure their personal safety, and the protection of RLC property (The designated point-of-contact will be responsible for the conduct of the group.)  

d. Leaving the facility and grounds clean and ready for use; (Under some circumstances, as determined during the application review, the custodial responsibilities will be carried out under RLC’s custodial contract.  The total cost for those custodial services will be determined by an established fee schedule, and will be paid by the user prior to the function.) 

e.  Ensuring that the facility is secured after the event. (As part of the application review process, a decision will be made as to how security will be accomplished.  When it is to be performed by the user group, the point-of-contact is to be briefed on the security requirements and how they are to be carried out.  Under some circumstances involving an after-hours function, the user group may be responsible for paying the costs for having the security performed.  The associated cost will be determined by an established fee schedule, and will be paid by the user-group prior to the conduct of the function.) 
VII. General Expectations for All.
a. Proper behavior and language is expected at all times.  This includes respect for all people and for church property.

b. Smoking is not permitted anywhere within the building.

c.  No alcohol (except as utilized in worship services) or illegal drugs will be allowed on the premises. Anyone who is suspected of being under the influence of alcohol or illegal drugs will be asked to leave immediately. 
d. No firearms or other weapons may be brought onto the church property or into the church facilities with the exception of law enforcement officers in the execution of their duties.

e. Unless specifically requested in the facilities use application and approved by the pastor or Council, RLC equipment (such as telephones, copy machines, computers, AV equipment, etc.) or electrical appliances will not be used.  This does not preclude the emergency use of telephones for local calls.
f. Individuals will not use any room (other than rest rooms) not approved in the facilities use application.  The church sanctuary is only to be used for worship services and related activities, and prayer and meditation.
g. User groups and individuals are to take care of the building, its furnishings, and property. Any building, furnishings, or equipment damaged, lost or destroyed must be repaired or replaced by that group or the responsible individual(s). Any problems or breakage are to be reported to a pastor or to a staff member as soon as possible.

h. All groups involving youth must have adequate and responsible adult supervision present.  Furthermore, one adult must be the designated person in charge.  The suggested minimum ratio of adults to youth is as follows:

- Grades Pre-K – 3: 1 to 8

- Grades 4 – 5: 1 to 10

- Grades 6 – 8: 1 to 12

- Grades 9 – 12: 1 to 15

If there are to be fewer adults than the above ratio, one of the pastors must be informed in advance of the event.
VIII. Building Keys.  
a. Building keys will be issued on a “need to have” basis and only to RLC members and paid staff.  A pastor may grant an exception where it is essential to the operations of RLC.  Any such approved exception will be documented in writing and kept on file consistent with section VIII.b. 
b. Persons requesting a key must complete a Key Request Form, which will be kept on file in the church office. Those who have been issued a key must re-register it every six months.

c. Keys may not be duplicated. 
d. External groups using the RLC facilities for a scheduled event and are in need of a key must request the key as part of the application process and pay a key deposit of $50.00. The deposit will be returned within ten (10) business days of the return of the key to the church office provided there is no damage to the facilities as a result of the event.
IX. Liability. The use of the grounds and facilities of Resurrection Lutheran Church will be at the risk of the individual. Furthermore, Resurrection Lutheran Church does not assume liability or responsibility for any individual while on the premises. 
X. Fee Structure.  Minimum suggested fee/contributions provide for us of the facilities and are not considered as “rent” but as contributing to RLC for utilities, cleaning, repairs, and security as needed. They are as follows:



Large Fellowship Hall
 

$______


Resource and Conference Room 
$______

West Conference Room

$______
Narthex



$______
Classrooms 



$______    
 
Kitchen     



$______


Youth Room



$______   


Custodial Service


$______     
Nursery         



$______



Parking Lot



$______ 
Grounds Area 



$______    

These amounts cover a period of up to eight hours of use or a single event. Fees for use of the facility for longer periods of time will be determined and mutually agreed upon by the applicant and the pastor(s), and, as required, by the Church Council. Exceptions for charging fees for the use of facilities may be approved by the Church Council when such use is considered to be integral to RLC’s mission and ministry. 
ATTACHMENT 1

RESURRECTION LUTHERAN CHURCH

FACILITIES USE APPLICATION
1.  Name: (Organization or Individual)
2.  Point-of-Contact/Designated Responsible Representative: (Name/contact information)
3.  Facilities Requested: (Specify as precisely as possible)
a.  Room(s):
b.  Furniture:

c.  Equipment/Materials:

d.  Other:

4.  Date(s) / Time(s) Requested:
5.  Description of activity for which facility is requested:
6.  Signature of Point-of-Contact/ Designated Responsible Representative:
Date:
ATTACHMENT 2

DECISION ON FACILITIES USE APPLICATION
(To be completed by pastor(s))

1. ( Application approved as submitted. 

2. ( Application approved with following modifications:
3. ( Fee for custodial service:  (Specify amount)
4. ( Fee for security service:  (Specify amount)
5. ( Application not approved for following reason(s):

6.  Signature of pastor / Date:


ATTACHMENT 3

AGREEMENT ON FACILITIES USE CONDITIONS
(To be signed by Point-of-Contact/Designated Responsible Representative)
I have read, understand, and agree to all of the conditions and requirements associated with the use of Resurrection Lutheran Church’s facilities, including any fees specified above, and assume full responsibility for the execution of this agreement.

Signature / Date:
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