OPERATIONAL PROCEDURES FOR THE USE OF CHURCH FACILITIES
1. Purpose – All property of the Church is set aside for worship, evangelism, Christian education, world missions, and the development of Christian character and life.  Any use of property should reflect this purpose to the glory of God.
2. Conduct – All people using the buildings should show reverence and respect.  Conduct should be in keeping with the occasion and area usage.  Social activities should be confined to social areas and all other rooms used for the purpose for which provided.  There shall be no use of tobacco products, alcoholic beverages, or illegal drugs anywhere on church property.
3. Schedules – To avoid conflicts, those desiring to use any part of the buildings will make arrangements through the Church office.  No event by a profit-making enterprise will be allowed.  
a. Every event must be scheduled by a Ministry of the church, a church member, or the immediate family member of a church member.  
b. Each event will designate a sponsor responsible for securing approval through the church office, scheduling, fully coordinating, decorating, providing food and refreshments, and ensuring clean-up.  
c. Recurring events by a Ministry of the church should be scheduled through the Church Council process and any cost of the event will be charged against that Ministry’s annual budget.
4. Safety And Security - Sponsor is responsible for ensuring appropriate safety precautions are followed, all doors are locked, and electrical appliances are turned off prior to leaving the facility
GUIDELINES FOR FELLOWSHIP HALL AND KITCHEN
As our church continues to grow, it is increasingly important that our church facilities are left in a clean and sanitary condition after each and every use.  To this end, the following guidelines are hereby established.   
1. After use of the fellowship hall facilities, the designated sponsor of the event is responsible for wiping all the tabletops, especially when food is being served, and sweeping/picking up any food or other debris on the floor.  After the event, tables and chairs should be returned to their original arrangement unless approved for alternative configuration.    Church staff will be responsible for mopping after the event.
2. After use of the kitchen facilities, the designated sponsor of the event is responsible for cleaning all countertops, washing, drying and returning all dishes and cooking utensils to their original places, placing all trash in the garbage cans provided, and cleaning up any spills.  Church staff will empty the garbage cans for small events.  Church staff will mop and/or deep clean the kitchen floor after each event. 
3. For church-wide fellowship meals, the hospitality committee is responsible for cleaning the kitchen counters and the food service areas.  The church staff is responsible for removal of the garbage and cleaning the tables and floor of the fellowship hall.   
4. If the gas stove or ovens are used for an event, care must be taken to ensure that the burners are turned off after each use. Any spills that may have occurred should be cleaned up.  
5. All leftover food should be removed from the church or disposed of at the end of the event.  No leftover food should be stored at the church.
6. All decorations should be removed from the fellowship hall after the event is over.  Any items or decorations left or stored in the supply closet in the kitchen area will be subject to disposal.  Due to the nature of their ministry, the items used by the Bereavement Committee are an exception of this particular guideline.    
7. If any of the church’s cloth kitchen towels are used during the event, it is the responsibility of the sponsor to ensure that the towels are washed and returned to the kitchen as soon as possible. 
8. If it is noticed that any supplies are running low after an event, please notify the church office by note or phone call so that supplies can be replenished.
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