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Policy & Procedure

Facility Use


	Approved:  Facility Trustee Board

Date:  1/14/04

Approved:  Board of Elders

Date:  1/22/04  Revised 1/07


General Policy: Initials: 

1. Grace Church facilities are available to Grace Church ministries and members, in addition to outside groups and/or organizations.

2. Grace Church groups, ministries, and events have first priority on facility use.  

3. The Grace Church staff must approve all Facility Use Requests.

4. All outside groups must provide Grace Church with a certificate of insurance naming Grace Church as an "additional insured ten days prior to the event."  Minimum liability must be $500,000.

5. The use of alcoholic beverages, tobacco, and/or illegal drugs is prohibited at all times on church property.

6. Approved facility use is non-transferable to any other person, group, or organization.

7. Facility users shall comply with all applicable city ordinances, state, and federal laws.

8. Christian "for-profit" groups may use the facility if that usage advances the ministry priorities of Grace Church.  As a "for profit" business, they must follow the guidelines of the San Luis Obispo County Assessor's Office.

9. All outside non-church, non-profit organizations who use Grace Church facilities must have a non-profit/charitable status with the State of California and be able to produce documentation of that status.

10. The Ministry Center, Kitchen and Sanctuary may be used by a “for-profit” or “non-profit, non-charitable” organization that has been approved by Grace Church. Grace Church, SLO is paying property tax on these spaces. 

11. Ministry event is defined as any group within the church that needs the facility for a church related function.

12. Non-ministry event is defined as a church member/group, or outside individual/organization requesting the facility for non-ministry functions (weddings, funerals, concerts, etc.).

13. Grace Church, SLO loans equipment to church members for ministry events.  Grace Church, SLO does not loan equipment for off-site non-ministry events. The equipment that cannot be loaned out for off-site ministry events are as follows:  round tables, blue chairs, stages, TV’s, VCR’s and DVD’s.  All sound equipment has to go through the Worship Pastor for approval.
Facility Rules/Regulations: Initials: 

1. All decoration plans need to be discussed with the facility manager prior to event. 

2. Duct tape is not to be used on ANY surface within our facility

3. Due to city ordinance and central location, the campus must remain quiet after 10pm, and all persons still on campus must remain in doors.

4. All candle use must be approved by Facility Manager. If approved, candles must be kept in containers, protecting the first 4” of the flame.
5. Grace Church, SLO reserves the right to approve or disapprove any request of use and/or item(s) used on our facility campus.
Procedure for Facility Rental: Initials: 

1. All ministry and non-ministry (see definitions above) applicants must complete a Facility Use Request form and return to the church office.

2. Applicants will be notified by phone if they have been approved or denied within 2 weeks of the request.

3. Church staff will place event on church calendar 

4. Non-ministry member applicants or outside individuals/organizations must complete and sign the Facility Use Contract, and the Facility Use Policy  and return to the Grace Church Office.  

5. Ministry staff and volunteers can request equipment and/or room set-up using the Facility Use Request form.

6. Use of church equipment needed for the event must be approved prior to the event.

7. Facility users are responsible for preliminary clean up and returning all equipment, furniture, etc., to its original place.  Trash needs to be placed in trash cans, windows need to be closed and all lights turned off.  Food and drinks shall be allowed in designated areas only.  Red punch is not allowed anywhere in the facility

Procedure for Loaning of Equipment: Initials: 
 

1. Complete the Equipment Loan Request form located in the church office.  

2. Give a detailed list of all items that are being taken off-site.

3. Have a church representative sign the form.

4. Give the date and time for returning the item(s).

Procedure for Vehicle Use: Initials: 

1. Complete the Facility Request Form when requesting use of the van or the bus.

2. Church office will notify “Transportation” to ensure availability and operational status of vehicles requested.

3. Church office will approve request and notify the person requesting the vehicle(s).
I have read the above policy and procedure and agree to abide by all the requirements for Grace Church facility use.
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