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ADD EXHIBITS
preface
The facilities of Christ Evangelical Presbyterian Church (CEPC) are dedicated to the glory of God and are for use by His people for ministry in His name.  The leadership of the church is responsible for the development, use and care of the facilities in accomplishing the church's mission.  It is our desire that the property and facility that God has entrusted to us be used to serve the cause of Jesus Christ. 

As stewards of the facilities given to us by God as a place of sanctuary and outreach to the world, the leadership of CEPC will consider permitting outside organizations and non-members to use these facilities – providing the activity sponsored does not compromise the church's Mission Statement or the general provisions established for use and contained in this policy.    Whenever our facilities are so engaged for approved activities, it is to His glory. The facilities should be treated with respect, care and prudence befitting its primary use as a place of worship.

Policy structure

This document references several related and supporting documents, primarily Guidelines, Procedures and Forms. 
Facility Usage Requests and Priorities
Regular church activities take precedence over all other activities. Such church activities include, but are not limited to, weekly services, church-sanctioned Bible studies and small group meetings, meetings of the Session, Diaconate and church staff and other ministry activities associated with the membership of CEPC. Others seeking to utilize the facilities of this church must submit such requests in writing. These requests should provide information about the aims and objectives of the proposing organization, the duration and schedule of the need for facilities, the size of the group that will be on-site and other information that may be pertinent to the decision-making process. It is essential that the purpose and intent of these organizations is in harmony with the purpose and mission of CEPC. 

Usages that would be considered
· Christian organizations

· Non-profit groups

· Educational groups

· Charitable groups

· Church Members and Regular Attendee functions

· Other as deemed appropriate by the leadership of the church

· Local, State and Federal election polling location

Usages that would not be considered
· Any of the foregoing or others, as deemed inappropriate by the leadership of the church or whose purpose or beliefs are not consistent with those of CEPC
· Commercial and for-profit group or individual activities

· Most revenue generating events 

· Activities for personal benefit

· Political organizations

Priority Guidelines for Facilities Use

The following guidelines have been established to clearly delineate the hierarchy of use for these facilities and to resolve potential conflicts based on use requests:

1. CEPC regularly scheduled activities

2. CEPC sponsored special events for our members or outreach

3. CEPC church member events including weddings, funerals and other special occasion activities

4. Non-member approved activities and events

The church office maintains an updated calendar of scheduled events and activities. In the case where a higher priority need arises, CEPC reserves the right to cancel lower priority activities.

Scheduling 

The CEPC office maintains a master calendar for the purpose of identifying and scheduling all activities and events. The worship center/fellowship hall may be reserved by members of the church up to one (1) year in advance of an approved event. Non-members or other organizations may submit written requests for reservations up to one-hundred-twenty (120) days in advance of an activity or event. The following scheduling checklist is designed to provide the necessary information:

1. Complete a “Facility Request Form” and return to the CEPC office.

2. A minimum $100 deposit is required for all applications and must accompany the completed Facility request Form.

3. Any additional fees or payments as provided in the approved “Schedule of Facility Use Fees” must be paid at least three (3) days prior to the date of the event.

4. The event or activity will be placed on the Master Calendar once the request is approved. Requestors will be notified of the status of their request within seven (7) business days of the date the request was received by the church office.

5. Some groups or organizations may be requested to provide proof of liability insurance prior to approval of a use request.

6. All groups will be required to execute a liability waiver to indemnify CEPC, its officers and staff from any and all liability incurred in conjunction with their use of the facilities.

7. Each approved group or organization will be required to assign a specific individual as the point of contact for the church office. This person will be responsible for monetary restitution for breakage or damage.

8. Nursery and child care services can be coordinated by the church and fees are included in the “Schedule of Facility Use fees”.

9. Any events or activities advertised to be held at CEPC shall not imply the sponsorship of the church or membership of the church without the express written approval of the Session.
Wedding Arrangements

Wedding arrangements are to be made by contacting the church office and requesting the Church Wedding Coordinator. All necessary coordination for facilities, pastor services, music, flowers and decorations and refreshments will be completed through the assigned Coordinator. Wedding information and a fee schedule for wedding services are set forth in a separate document, which is considered a part of the approved Facilities Use Policy of CEPC.
General Facility Use Principles
Persons, groups and organizations invited to utilize the facilities at CEPC should exercise the highest degree of care and respect for the facilities and equipment entrusted to their care. All facility users are expected to leave the facilities in a clean and acceptable condition. The following guidelines will be strictly administered:

1. No unauthorized fundraisers or other retail sales.

2. Gambling or the use of drugs or alcohol not permitted anywhere on church property.
3. Smoking is not permitted in enclosed areas, playground or sporting areas, on or around covered walkways or within 25 feet outside entrances and exits.
4. Firearms are not permitted except by law enforcement officers or as provided for by the governing statutes of the Texas Department of Public Safety.

5. Vulgar or abusive language is not allowed.

6. All persons using the facilities are expected to conduct themselves in a manner consistent with the moral teachings of Jesus Christ and the church.

7. Children under fifteen (15) years of age must be supervised by an adult.

8. Pets are not permitted on church property. Service animals are welcomed.

9. The environmental operations of the church are managed via a programmed computer system. The church office or maintenance personnel should be contacted if conditions are not acceptable.

10. Tape, tacks, pins, pushpins, nails, glue and other penetrating objects are not to be used on walls, woodwork or furniture anywhere in the building.

11. Use of candles or open flame is prohibited except for church services and weddings.

12. Equipment and furniture, including pianos, risers, tables, speakers, etc. should not be moved by the users of the facilities. Arrangements to move equipment and furniture will need to be coordinated in advance of the event.

13. Equipment is not available for use away from the facility.

14. Use of sound, lighting and audio-visual equipment requires a staff technician for a fee as set forth in the “Schedule of Facility Use Fees.”
15. Use of the kitchen facilities, coffee and beverage service, outside catering and on-site food preparation is covered under a separate section of this policy.

16. All decorations must be removed immediately following the use of the facility.

All users of the facilities are expected to abide by these rules without exception. Any damage or loss which occurs during a specific event and attributed to the group using the facilities will be the financial responsibility of that group. Deposits for facilities use in excess of paid fees will be returned within seven (7) business days of the event after inspection by the church. Fee payments must be received by the church office by the due date or reservations will be cancelled. Deposits received for events cancelled within three (3) business days of the scheduled date will be forfeited.
Security

The safety and security of all persons attending activities at CEPC is absolutely imperative. Arrangements can be made through the church office for an assigned security guard to be on-premise for all events. Use of the church-approved security guard for night functions may be required. The fee for security services is included in the “Schedule of Facility Use Fees.”

Disclaimer

Users of CEPC facilities will agree to release, protect defend, indemnify and hold harmless CEPC, its Session, staff, members and other representatives from and against any and all claims, liabilities, losses, damages, actions, costs and expenses, including without limitation, reasonable attorney’s fees and other legal costs, directly or indirectly arising out of their use of any of the CEPC facilities.

In the event of damage to the CEPC facilities, the responsible users will accept the amount of required repair and replacement costs as estimated, or otherwise determined, and shall pay CEPC for such repair and replacement costs upon request.
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