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BUILDING USE POLICY

It is the policy of the Hillsboro Church of Christ that the church building and Center of Ministry and Education be available for meetings and programs that are compatible with the ministry and purpose of the church. This policy will also ensure that use of the building does not unduly interfere with regular programs of the church, its committees and members and promote good stewardship of the building and its furnishings and guard against building damages.

PRIORITIES 

First Priority Use

Church committees and groups under the coordination of the ministries of the Hillsboro Church of Christ may use the building for their regular meetings, programs and events with no fee. 

Second Priority Use

Church members and attenders may use the building(s) without charge with the understanding that they will be responsible for returning the area(s) used to the condition it was found.  (See the Building Use Guidelines, attached)

Third Priority Use

Groups not affiliated with the church, but whose purpose is not uncompatible with the purpose of the church, may arrange for use of church space on a regular or single event basis with the approval of the Buildings Use Committee and with a ministry of the church willing to accept responsibility that the area(s) used will be returned to the condition it was found.  (See the Building Use Guidelines, attached)

Long Term Use Requests

Groups wishing to use church space on a continuing long-term basis must receive prior approval of the Buildings Use Committee. Every effort should be made to ensure that this use of space does not have a negative impact on the regular programs of the church and/or school.  

Conflicts

The above priorities notwithstanding, once an event has been scheduled, it is "on the calendar" and will not be canceled by the church to accommodate a program with a higher priority. If a scheduling conflict inadvertently occurs, the administrative staff should notify both groups promptly and involve both parties in efforts of collaboration so that, if at all possible, both groups can be accommodated.

BUILDING SPACE USE AGREEMENT

Building use must be scheduled in advance through the church office and a Building Space Use Agreement shall be required for all uses. It is the responsibility of the church staff to inform users of the space and facilities available, conditions for use, and procedures for opening and closing the building. It is the responsibility of users to follow these procedures and leave the building in good order.  The name and phone number of a contact person is required. User groups need to be made aware of Building Use Guidelines 

BUILDING SPACE USE GUIDELINES

• The entire building is a smoke-free environment.

• Candle usage requires close supervision. If your group chooses to use candles, please ensure that they are contained in a bowl of sand or a wide-based candleholder. A charge of $50 will be assessed to your group for wax drippings that need to be removed after the event.

• Meals are to be served and consumed in the Fellowship Halls (At HCC) or cafeteria (at The Center) areas only. Alcoholic beverages are not allowed.

• Light refreshments may be served and consumed in any other area provided that all crumbs, cups, drips and wrappings are appropriately cleaned up at the conclusion of the event. Clean up is especially necessary in childcare rooms.

• It is your responsibility to ensure that each room is properly cleaned, organized and returned to the same condition you found it at the conclusion of the event. All dishes should be washed and all garbage disposed of and placed in one of the dumpsters outside the back kitchen door.

• If you use the kitchen area, please adhere to the list of directions posted in that area. All dishes must be washed and put away; all equipment cleaned (stoves, coffee makers, sinks, etc.) and all floors washed as necessary.

• Please inform the church office staff if you require any special sound system, heating or air conditioning needs for your event at the time you schedule your event.

SAFETY

All building exterior doors are to be kept locked at all times except in cases where your group has arranged to have greeters monitor these doors. Please ensure that all exterior doors close securely behind you whenever anyone enters or exits the building. The interior lights immediately inside entrances are to be left on at all times. Please turn off all other interior lights, including restroom lights (unless on a motion sensor), before you exit the building at the conclusion of the event. Please ensure that all exterior doors are closed and locked if you are the last person to exit the building.

PARENTAL ALERT

Children must never be left alone or attended anywhere inside the building or on building grounds.

Adequate adult supervision is required for any events involving children or youth.
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Building Use Guidelines

The building in which the church meets belongs to the Lord. 

Please join us in respecting the primary reason for its use.

We know you will use common courtesy in using a special building for special purposes.

These policies enable a common understanding for how it shall be used for family or community events. Please call the church office for scheduling, and if you have any other questions.

(937) 393-1752

I. Scheduling Events Other Than Regular Church Programs

1. All events will be scheduled through the church staff before being placed on the calendar.

2. The church secretaries are the only people who write events on the posted marker board calendar in the church office.

3. This posted calendar is only a guideline and is not the Master Calendar.

4. Questions about using rooms not commonly used for “non-church” events will determined by the Ministerial staff.

5. The full-time secretary controls the Master Calendar also, which determines the use or non-use of any rooms or portion of the building by other than church scheduled events.

II. Weddings and Wedding Receptions

1. A separate Set of Wedding Policies with a signed wedding agreement governs the use of the building for weddings, receptions, rehearsals and rehearsal dinners. 

2. Please see an HCC office secretary for that packet.

III. Care and Cleaning of Room(s) Used.

1. Room(s) used for non-church events must be cleaned by those using them. 

2. Carpet spills should be spot-cleaned immediately.

3. Floors must be swept and trash put in proper receptacles.

4. Restrooms should be checked before leaving as well.

5. Chairs and tables must be left the way you found them.  Please notice before you move them, how they are to be reset.  

6. Access to rooms at The Center is ONLY available when school activities are not in progress.

7. No setup should interfere with regular or specially scheduled church/school events.

8. If you didn’t buy it or provide it, it’s not yours. Food in the refrigerators is not for anyone who is hungry. It is there for a group, need, event or reason. “Thou shalt not steal.”
9. All food scraps should be in plastic garbage bags and placed in the outside dumpster. 

10. If you or your group turned it on, turn it off. If you unlocked it, lock it when you leave.

11. If you use it, clean it up.

_________________________________________

Thank you for your courtesy to others and your thoughtful stewardship of that which is God’s.

