UBC Facility Use Policy
Purpose
The purpose of Union Baptist Church (UBC) is to transform lives by the gospel for the glory of God. To fulfill this purpose as it relates to the facilities of UBC that God has graciously provided through its members, the church desires that its facilities be used for 1) the promotion of God’s glory, and 2) to facilitate the work of the ministry. To fulfill our commitment to transforming lives by the gospel for the glory of God, UBC will make its facilities available for use to church members and educational and service groups, both inside and outside of our congregation, with restrictions and on a limited basis, as outlined in this policy. UBC limits the use of its facilities to those activities which are in keeping with the biblical teachings, theology, and ministry practices of UBC. UBC regards the use of its facilities by educational and service groups outside the church as part of the church’s service to the community.

Scope
The facilities of UBC are available for worship, programs, and certain activities of the congregation. The facilities may also be used upon approval for certain non-profit groups, both affiliated and not affiliated with the church, and for certain personal and family functions of members as outlined in this policy. 

Facility Availability
Any request for facility usage must be made by a person (the “Requestor”) who submits a completed “Facility Use Request” form, obtained from, and given to, the pastor or a trustee. The Requestor is to attend a required pre-event meeting and the actual event as the Requestor will be responsible to ensure the observance of the rules applicable to the use of the building, grounds and equipment. The request will be reviewed and approved or denied pursuant to the guidelines in this policy. Upon approval, the request will be placed on the church’s master calendar. UBC reserves the right to approve or deny any group or individual use of its facilities for any reason. A requestor who submits a request for use of one or more of the facilities at Union Baptist Church must adhere to the following: 
1. Read this “UBC Facility Use Policy” in its entirety before submitting a request. 
2. Submit a “Facility Use Request” form at least two (2) weeks in advance of the activity to the church office, unless there are extenuating circumstances that prevent such notice. 
3. If request is approved, the requestor will be instructed on any other preparations that need completed before the event. 
All necessities for an event must be listed by the Requestor in the initial event request. If the event requirements change unexpectedly, UBC cannot guarantee that the additional requests will be fulfilled. The requestor and any designees listed in the event request information will be responsible for clean-up, lights out, lock up, and security.

By filling out a facility request form the Requestor affirms that: 
1. The Requestor understands and agrees that UBC does not allow its facilities to be used in a way that contradicts its Biblical teachings, theology, and ministry practices or by persons or groups holding beliefs or engaging in practices that contradict UBC’s Biblical teachings, theology, or ministry practices. 
2. The proposed use of the UBC facilities will not contradict UBC’s Biblical teachings, theology, or ministry practices; the Requestor commits to promptly disclose to the pastor, a deacon, or trustee of UBC any potential conflict between the proposed event and UBC’s Biblical teachings, theology, or ministry practices. 
3. The Requestor understands and agrees that the proposed use of the UBC facilities is subject to the Pastor’s approval, which is conditioned in part on the Requestor’s agreement to the requirements in this policy.
4. The Requestor understands and agrees that the Requestor will be responsible for any damage to UBC’s facilities resulting from the proposed use of facilities.

Eligibility Criteria
The following persons are eligible to use the UBC facilities for acceptable activities: 
· UBC church groups or church members 
· Groups or Persons that are invited guests of UBC or its members
· Other service, educational and charitable organizations will be considered pursuant to the Biblical teachings, theology, and ministry practices of UBC. 
In NO case are any of the above-mentioned groups or persons “automatically reserved” space and/or use of the church facilities.

The following activities are generally considered acceptable activities for UBC facilities:
· UBC worship and ministry activities
· Weddings and Wedding Receptions (please see Wedding Policy)
· Funerals and funeral receptions
· Personal activities of church members and their guests, such as Baby Showers, Birthdays, Family Reunions, and Holiday, Graduation, Anniversary, and Retirement parties.
 
UBC facilities may NOT be used by the following persons for the following activities:  
· UBC facilities may not be used by outside organizations or persons for “for-profit making” activities, including small businesses. Church ministries may, however, from time to time, partner with outside persons or organizations for ministry mission support purposes. 
· Organizations engaged in partisan political campaigns are not eligible to use UBC facilities for their activities or programs. 
· Persons who are not members of UBC and their guests are not eligible to use the UBC facilities for Baby Showers, Birthdays, Family Reunions, or Holiday, Graduation, Anniversary, and Retirement parties.
 
Priority for acceptable UBC facility use activities shall be given in the following order: 
1. Church related events and activities 
2. Church members doing ministry activities 
3. Non-church members doing ministry activities consistent with the Biblical teachings, theology, and ministry practices of UBC 
4. Church members doing personal activities 

Fees and Payment
Union Baptist Church desires to make its facilities free of charge as much as is possible. However, certain fees may be incurred in the following instances: 
· Fees for custodial service when cleaning must be performed outside of the regular custodial service schedule (typically $100 but subject to change). 
· Fees for a designated host/hostess in certain circumstances (typically $100 but subject to change). 
· Lost key fee of $50. 
· Fees in the event of setup and/or reorganization of furnishings (fees to be determined on case by case basis) 
· Fees due to damage to facilities and furnishings (fees to be determined on case by case basis)
Finally, a deposit may be requested depending on the needs of the person, organization and facilities requested. If any deposits or fees are assessed, they must be paid in advance to Union Baptist Church.

Facilities and Equipment Usage
· The Requestor must conclude his or her activities by 10pm. 
· Upon notification of approval the Requestor should plan to discuss any support details that are associated with event requirements with the pastor or a church trustee. The Requestor must ensure all requirements are made known and resolved at least 7 days prior to event commencement.
· Church supplies (Food, Drinks, Paper Products) are not available for use. All goods used for eating and decorating are to be supplied by the group. If kitchen needs are required for an event, this must be made known at the time space is requested. In the event that a ministry or outside individual or group requests use of the kitchens, the following guidelines should be adhered to for use of the kitchens and their equipment. 
· Stoves and Ovens: The stoves and ovens are available for use at any event. Any non-ministry group or individual wishing to use the stoves or ovens must make their request known at the time the facility is requested. If a request is granted, proper instruction for the use of the stoves and ovens may be necessary before use. 
· Refrigerator & Freezer: The refrigerator and freezer are available for storage of items that are intended for use at an event. Items that are set aside in the refrigerator and freezer must be clearly marked. After a group or individual’s event is finished, leftovers must be removed from the facility or disposed of properly within 24 hours. 
· Clean-up: Any individual or group using the kitchen is responsible for the complete clean-up of the kitchen. All dishes, pots, pans, utensil and areas used for the preparation & cooking of food must be cleaned and properly disinfected. The floor(s) must be swept and spot cleaned after use. Any trash that is produced by a group or individual during an event must be disposed of properly. Any recyclable materials must be disposed of in the appropriately marked receptacle. Any medium and large cardboard boxes must be flattened.
· Dishes and silverware may be made available for use by a group or individual for certain events. If used, all items must be cleaned, dried, and returned to their proper places. This includes but is not limited to forks, spoons, knives, cutting utensils, and coffee pots.
· The Requestor will be responsible for any damage to church facilities or property caused by misuse, negligence, or carelessness.
· All lights, other appliances (fans, coffee maker, etc.) must be turned off after the event has concluded, and all facility doors must be locked when the event is concluded.
· Tables, chairs, and/or other furnishings used during the event are to be returned to their original places. A nominal fee may be incurred if furnishings are not returned to their original places.
· Any debris on floor or tables must be cleared away and rooms used left in good condition. 
· Facilities and restrooms used are to be left clean. 
· Should there be a spill, please clean the floor immediately. Hard floors should be wiped clean of any liquids or food. Carpeted floors should be blotted with water-soaked paper towels and dried with paper towels. Please notify the church office of the spill so it can be given immediate attention by the custodians.
· Any audio/visual or sound equipment that is requested for use will be on a very limited basis, and only for very special circumstances. Other restrictions and guidelines will be given at the proper time if request is granted. 
· Groups using the facilities are also responsible for keeping the grounds outside that facility clean and free of trash, bottles, containers, papers, etc. 
· When finished, ALL trash must be left in closed bags or containers outside the red storage building to the west of the church.
· If children are present, they must always be under the control of their parents or adults and are not permitted to roam freely on church property or church facilities. 
· Reservation of a church facility does NOT imply permission to use the nursery and toddler rooms in the church. Events, programs and activities are limited to the space that is assigned only.

Behavior and Conduct Expectations
· The conduct of all people attending events is expected to be respectful of the property, maintaining noise levels that respect others in adjoining spaces.
· No alcohol, tobacco, or any illegal drugs or substances are permitted on church property.
· Doors must not be “propped” open unless loading and unloading. If the pastor, a deacon, a trustee, or custodial staff are present at the event, then some doors might remain unlocked for the duration of the event.
· Candles, incense, or other open-flame devices are not permitted in the building.
· No taping of any type, adhesives, staples, or tacks are to be used on any wall surface. The ONLY approved method to attach an item to certain wall surfaces is 3M Command Strips®. These must be supplied by the individual/group requesting use of the facilities. Nothing is to be mounted on doors, windows, glass, posts or mirrors regardless of how it is attached. Any item found improperly displayed will be removed and any damage to the above will be charged to the Requestor.
· Persons/Groups are restricted to only those areas of the facility that have been requested and approved.
· The Requestor and guests must maintain respectful behavior consistent with the Biblical teachings, theology, and ministry practices of UBC.

Liability and Insurance
· The Requestor assumes full responsibility for any damage to property and full liability for any injury to participants and spectators. The Requestor also agrees to indemnify and hold harmless UBC and its agents and employees from all liability, claims, demands, damages, or costs arising out of or related to the use of the UBC facilities or the breach of this Facility Use Policy

Cancellation and Rescheduling Policy
· Either party may cancel an approved event at least five (5) days prior to the date of the event. Union Baptist Church will allow cancellation only under extenuating circumstances with a full refund of all money paid for usage. However, the church is not responsible for tickets or sales made by the requestor prior to the date of the event on the part of an individual or organization.
· UBC reserves the right to pre-empt any approved facility use for its own purposes in case of emergencies, such as funerals, with a full refund of all money paid for usage. Notice will be provided as early as possible. Again, the church is not responsible for tickets or sales made prior to the date of the event on the part of an individual or organization.

Accessibility and Special Needs
Union Baptist Church is committed to ensuring that its facilities, programs, and services are accessible to all individuals, including those with disabilities, in accordance with the Americans with Disabilities Act (ADA). UBC strives to provide reasonable accommodations to enable full participation in events and activities held on church property. Users of church facilities are expected to uphold this commitment to accessibility when planning and conducting their events. If the Requestor or guests require special accommodations (such as wheelchair access, accessible seating, sign language interpretation, or other assistance), please notify the church office at least two weeks in advance so that appropriate arrangements can be made. All facility users must ensure that:
· Accessible routes, entrances, and restrooms remain unobstructed at all times.
· Temporary setups (such as stages, tables, or decorations) must not block accessible pathways.
· Any additional accessibility needs identified during the event must be promptly addressed with church staff.

Facility Safety
Union Baptist Church works to maintain a safe environment within the facilities and on the church property. Fire extinguishers are located throughout the building. All users of the building for events should make themselves aware of the location of the fire extinguishers so that they can be accessed quickly in case of an emergency.

Union Baptist Church also works to maintain a secure environment within the facilities and on the church property. However, maintaining the physical security of the facility is the responsibility of all building users. It is important that all building users are vigilant in doing their part to keep the building secure and to ensure compliance with all current and approved policies and safeguards.

Dispute Resolution
UBC seeks to handle all matters in a spirit of Christian unity, fairness, and respect. In the event of any disagreement or dispute arising out of the use of church facilities, the following process shall apply:
1. Informal Resolution: Parties are encouraged to first seek an informal resolution by discussing the matter directly with the church staff member or representative responsible for facility use. Every effort should be made to resolve concerns through open communication and mutual understanding.
2. Written Complaint: If the issue cannot be resolved informally, a written description of the dispute may be submitted to the trustees within 10 days of the incident. The church will review the matter and respond in writing within a reasonable timeframe.
3. Church Leadership Review: If the parties remain unable to resolve the matter, it may be referred to the pastor and board of deacons, whose decision shall be final within the church’s internal process.
4. Christian Conciliation: In keeping with biblical principles (see Matthew 18:15–17 and 1 Corinthians 6:1–8), parties may agree to submit unresolved disputes to a recognized Christian conciliation or mediation service before pursuing any civil remedy in court.
By using church facilities, all parties agree to cooperate in good faith with these procedures and to seek reconciliation consistent with the mission and values of Union Baptist Church.

Acknowledgement and Agreement 
By signing below, I acknowledge that I have received, read, and understand the UBC Facility Use Policy. I agree to comply with all policies, procedures, and guidelines contained therein, including those related to safety, accessibility, conduct, and dispute resolution. I understand that failure to adhere to these terms may result in the loss of facility use privileges and/or additional charges for damages or violations. I further agree to ensure that all participants, guests, and vendors associated with my event will respect and follow the expectations outlined by UBC.
I understand that my signature signifies my agreement to abide by the policies of UBC and to indemnify and hold harmless the church, its staff, officers, and members from any liability arising from the use of the facility, except in cases of gross negligence or willful misconduct by the church.

Facility Use Request Form
Event Name: ___________________________________________
Event Date(s): ________________________
Requestor (Printed Name of Organization/Authorized Rep. or Individual): ___________________________
Signature: ___________________________________ Date: ___________________
Church Representative: ___________________________________ Date: ________________
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Wedding Policy
The parties interested in using Union Baptist Church’s (“UBC”) facilities for a wedding and/or reception should consult the UBC Facility Use Policy for the full list of policies and expectations. The items listed below are additional wedding specific policies and expectations.

Facility Availability
Any couple who desires to use UBC’s facilities for wedding activities may request spaces for usage up to 12 months but no later than 3 months prior to the wedding date.

The priority of church-related meetings, functions, and activities allows that meetings or events scheduled or requested by Union Baptist Church supersedes other events up to two months prior to any requested date. Requesting space earlier increases the likelihood that it will be available and that the request will be approved. All wedding activities will be scheduled on the master church calendar once the request has been approved. In the case of user cancellation, 100% of the building fees will be returned.

Eligibility Criteria
Union Baptist Church will only host weddings for church members and the immediate family of church members. Those seeking to have their wedding at UBC must first meet with the pastor, who will determine whether the prospective couple can have their wedding in the church building. As part of this approval process, the pastor will have the prospective couple sign a copy of this wedding policy.

Reimbursement Schedule
The wedding party will submit a $100 deposit to cover costs and another $100 as a facility cleanliness deposit. If the building remains in its original, pre-wedding event condition after the wedding and/or reception are completed, the cleanliness deposit will be returned to the wedding party.

Other Fees
The wedding party may provide an honorarium to the minister for premarital counseling, the wedding rehearsal, and the wedding. Honorariums can also be given to the pianist and sound system technician. UBC does not have an internal wedding coordinator, but the church is willing to partner with an external coordinator for the ceremony.

Due Dates
· Building fees must be paid immediately after approval of the building has been determined by the trustees and deacons.
· Minister fees for counseling are to be paid at the first counseling session.
· Minister, Wedding Coordinator, Organist and/or Pianist to be paid on the night of the rehearsal.

Names of Prospective Bride and Groom: __________________________________________
Event Date(s): ________________________
Authorized Representative/Requestor (Printed Name): ___________________________
Signature: ___________________________________ Date: ___________________
Church Representative: ___________________________________ Date: ________________

