NEWMARKET COMMUNITY CHURCH
BUILDING USE POLICY

The Newmarket Community Church has five main function rooms:  the Sanctuary, the main basement meeting room, or the Vestry, the Youth Room, and two upstairs classrooms.  Requests to use the rooms for Church or non-Church functions arise from time to time from members and outside organizations.  Non-Church functions are those not sponsored by “Elected Boards and Committees” which are established by the Church by-laws.  The Executive Council has adopted this policy as a guideline for everyone, so that it can preserve and maintain the building for the benefit of the Church members.
BUILDING USE:

Qualified users of the Church’s building who are non-members must be approved by the Board of Trustees.  The decision to allow the use of the building for non-Church functions will depend upon whether the use fits the overall mission of the Church and has a minimal impact on the premises.  All prospective users must contact the Church secretary who will check the calendar and in turn contact the Board of Trustees if necessary.

CHURCH BUILDING USE LIMITATIONS:

A qualified function is one that serves the family needs of a Church member, the needs of the Church membership, or the greater community needs of the Newmarket area.  The users will not charge a mandatory fee or sell tickets at the door.  It is acceptable to suggest a donation as long as it is equally acceptable to enter without making one.  In cases where a meal is served, a reasonable donation to cover the food cost is allowed.  The qualified function should not serve as a fundraising event for a non-Church organization.  Appeals for exceptions to the above may be made to the Board of Trustees.
BUILDING USE REQUEST FORM:
Anyone who desires to use a Church area for a non-Church function must complete a Building Use Request form and return it to the Church office.  Once approved or denied, the Church secretary will notify the prospective user and complete arrangements.
BUILDING USE REGULATIONS:
The following regulations apply to all areas of the Church:

1. The user must return the room to its original state.

2. No smoking is allowed inside any of the building.  Outside smoking is permitted only outside the vestry door on Water Street.  Smoking materials are to be discarded in the provided receptacle.

3. The building user must pick up all garbage and put in bags in the cans provided.

4. Any fee created as a result of a false fire alarm will be the responsibility of the building user.

5. If the Church encounters additional cleaning expenses as a result of a function, including emergency carpet cleaning, the building user will be responsible for this expense.  It is further understood that the services of the carpet cleaning company the Church normally uses will be retained at the expense of the user.

Building Use Regulations continued:

6. No alcohol will be permitted on Church property.

7. Please close and lock all doors and windows if you are the last ones in the building.

8. Any group using a room on a regular basis will be given at least two weeks’ notice when possible if the scheduled room is needed for a church event during their scheduled meeting time.  Every effort will be made to provide and alternative meeting location in this instance.

The following regulations apply to use of the kitchen:
1. We have made every effort to provide you with a clean kitchen.  Please make every effort to leave it that way.  Detergents and cleaners are under the sink for your use.

2. Always use a cutting board on counters or stainless table.

3. The refrigerator will be cleaned out weekly.  If you want to store something, please label it with your name and date, otherwise, please take leftovers home with you.
4. If you use the sink with the garbage disposal, please run it through with fresh water.  Please take care not to put grease down the drains.

5. If you use something, please wash and put it away.  

6. Please leave dishtowels and other cloths out so that they may dry.

7. ABSOLUTELY do not put coffee grounds down ANY drain or toilet!  Please put them in the garbage and leave the coffee pot clean.

USAGE FEES:

As a general guide to building use fees, the Executive Council has adopted the following:
Fees are payable to the Newmarket Community Church unless otherwise noted.

Class Rooms:  $25 (combined usage and custodial fee)

Youth Room:  $25 (combined usage and custodial fee)

Sanctuary:  
$100 usage fee



$75 custodial fee 



$200 organist fee – payable to organist



$200 minister fee – payable to the Pastor (free will donation for members)

Vestry:

$100 usage fee without kitchen



$125 usage fee with kitchen


$75 custodial fee



Funeral:  Free will donation

These fees are based upon a one-time usage.  Requests for more frequent usage must be negotiated with the Board of Trustees.

DISCLAIMER:

The Newmarket Community Church will have no responsibility for personal property, clothing or perishable items left on the premises following any function described herein.  All persons engaged in or using the Church building for such function does so at their own risk and no such person is to be considered an invitee of the Church, its association or directors.    Any person using any cooking, food preparation facilities, or other equipment in the Church building as part of a function does so at their own risk, is not an agent servant or employee of the Church and uses the same “as is” and “with all faults”.

NEWMARKET COMMUNITY CHURCH

BUILDING USE APPLICATION FORM

Person/Organization requesting building use:______________________________________

Address:___________________________________________________________________

Phone #:___________________________________

Are you a member of the Newmarket Community Church?_____________________

Rooms you are requesting to use and for what purpose (please include rehearsal and changing space if needed) ____________________________________________________

__________________________________________________________________________

Estimated number of people attending the function_________________________________

Date of function (please include rehearsal if wedding)_______________________________

 __________________________________________________________________________

Estimated time period of use (please include preparation and cleanup time)______________

 ___________________________________________________________________________

Are you charging a fee or requesting a donation for admission?  If so, how much?_________

___________________________________________________________________________

________________________________


___________________________

Signature of Applicant




Date

----------------------------------------------------------------------------------------------------------------

Office Use Only

_________________________________


___________________________

Approved By






Date Approved

_________________________________


___________________________

Fees Expected






Fees Received
NEWMARKET COMMUNITY CHURCH

BUILDING USE AGREEMENT

I have received, reviewed and agree to the guidelines laid out in the Building Use Policy.

I will be using the following Church space:________________________________________

For the following purpose:____________________________________________________

On the following date:________________________________________________________

During the following time period (please include preparation and cleanup time and be specific about arrival and departure):_____________________________________________

_________________________________________________________________________

* Please include rehearsal information if wedding *

** Please fill out additional forms for each space (vestry, sanctuary, classrooms, etc.) **

I am the duly appointed adult responsible for the conduct of affairs, turning off lights, closing windows, reporting any damages, arranging compensation for breakage, and organizing all trash generated by the function.

Signed:

_________________________________________

_________________________________________

NCC Church Secretary

_________________________________________

Date

1

