BUILDING USE POLICY
(Adopted November 26, 2013)

Norman Community Church of the Nazarene

1801 N. Porter

Norman, Oklahoma  73071
Phone:  (405) 321-3423      Fax:  (405) 321-1657     email:  nccn@normannaz.com
Philosophy Statement:


In keeping with the philosophy of the ministry of Norman Community Church of the Nazarene (“NCCN”), our building use policy emphasizes the use of our facilities for the following purposes:


1.
Worship and celebrations,


2.
Education and equipping of believers,


3.
Fellowship of believers, and


4.
Outreach to the community.


When deciding whether the facilities with which we have been blessed will be made available for requested uses, the persons on our church staff and church board who are responsible for reviewing requests for the use of NCCN’s facilities will consider whether the requested use falls within one or more of the categories listed above.  Any requests for activities that do not fall into at least one of these categories will be declined. 

With the exception of special arrangements with local funeral homes, we do not make our church facilities available for use by for-profit organizations or businesses, or for-profit purposes or events.

RULES AND RESPONSIBILITIES FOR BUILDING USE
A.
General Requirements for All Users.

All persons and organizations that use our facilities must agree to abide by the following general requirements:

1.
Except for internal ministry events that already have been calendared, you must submit a written request for use of church facilities to the church office.  A copy of the current NCCN Calendar and Building Request Form is attached to this policy.  Unless your event is a wedding, your request must be submitted no earlier than 120 days in advance of your event – we cannot “hold” dates for annual or other recurring events.
2.
You must wait for written approval from a member of our building use review committee before you proceed with scheduling your requested event.
3.
If it is necessary to cancel or postpone the event for which you have reserved our facilities, please notify the church office as soon as possible.  Calendar fees and security deposits are refundable upon reasonable notice of cancellation prior to the date of the scheduled event.

4.
Unless other arrangements are made in advance,
 you are responsible for leaving our facilities clean and in the same condition in which they were in prior to your event, and you must return all chairs, tables and other equipment to their original positions.  A copy of the Exit Checklist is attached to this policy.

5.
If you will be using our kitchen in connection with your event, you will be required to provide your own supplies of any disposable products (such as paper plates, plastic cutlery, napkins, aluminum foil, etc.)

6.
Unless other arrangements are made in advance, the building will be opened by a NCCN facilities coordinator thirty (30) minutes prior to the beginning of your scheduled event and locked by a NCCN facilities coordinator no later than one (1) hour after the scheduled conclusion of your event.  If your activity is scheduled for a Saturday, you must complete your clean-up of our facilities by 10:00 p.m., so that we will have adequate time to prepare for Sunday services.  Any exception to this deadline must be made by prior arrangements with a member of our church staff.

7.
The following items are not permitted in our facilities:  weapons, tobacco, alcohol, or illegal substances.  No smoking is allowed within fifteen feet of any entrance to the building.
8.
At least two adults over the age of 21 must be present on site during any event or activity involving persons under the age of 21.

9.
Any activity that requires a permit from the City of Norman or that will exceed the noise levels permitted by the noise ordinances of the City of Norman (e.g., outdoor concerts or sporting events) must be approved in advance by the City before the activity commences.  If a fine is assessed for failure to obtain a permit or for violation of noise ordinances, the persons or group(s) who made the request to use the church facilities will be responsible for payment of such fines.

10.
Any outside activities involving fires (e.g., bonfires, camp fires) must be approved in advance by the Norman Fire Department.  The persons or group(s) who made the request to use the church facilities will be responsible for payment of any fines assessed by the Norman Fire Department or the City of Norman.

11.
We do not provide nursery care for events or activities that are not regularly-scheduled church activities.

12.
The church’s sound equipment may only be operated by the church’s sound technicians.  For activities requiring the use of the church’s sound equipment, please see the attached Appendix for applicable hourly fees.
B.
Additional Requirements for Outside Users.

In addition to the General Requirements listed above, those who are not members or regular attendees of NCCN (referred to in this policy as “Outside Users”) must agree to abide by the following additional requirements for use of our building and facilities:

1.
You must pay a calendar fee of $100 and a security deposit of $200 to the church office  within three (3) business days after receiving notification that the event has been approved.  All checks should be made payable to Norman Community Church of the Nazarene.  Your event will not be placed on the NCCN calendar until the calendar fee and security deposit are paid in full.

2.
On or before the day of your scheduled event, you must pay the use fees specified in the attached Appendix.  Access to and use of church facilities will not be permitted until all required fees and deposits are paid in full.
3.
On or before the day of your scheduled event, you must furnish a certificate of insurance confirming that your organization maintains a policy of general liability insurance covering property damages or bodily injury to or death of any person arising out of or in connection with the use of our church facilities, in an amount not less than $1,000,000 per occurrence and $3,000,000 in the aggregate.  The certificate of insurance must name Norman Community Church of the Nazarene as an additional insured.
4.
You must pay for any damages to our building, furnishings or equipment resulting from your use of the church facilities.  The cost of any repairs or replacements will be assessed before your security deposit is refunded and will be deducted from your deposit.  If your deposit is insufficient to pay for repairs or replacements, the persons or group(s) who made the request to use the facilities will be responsible for payment of the balance.

C.
Weddings

Because weddings involve special needs and requirements, we are developing a separate Wedding Policy, which will contain a schedule of fees, deposits, and responsibilities of those who use our church facilities for weddings.  If you are interested in using our church facilities for a wedding, please contact our church office for additional information concerning fees, deposits and other requirements.
D.
Funerals and Funeral Dinners

It is our privilege, and an important part of our ministry to the community, to make our church facilities available to our congregation and to families who do not attend our church for funerals and funeral dinners without charge.  All funerals and funeral dinners must be scheduled and coordinated with the approval of a church pastoral staff member.
FEES AND DEPOSITS
A.
Church-Sponsored Events

No fee or deposit will be required for use of our facilities for activities that are sponsored or endorsed by our local church or by another church or church-related group.
B. Use Fees for Members and Regular Attendees of NCCN
If you are a member or regular attendee of NCCN, but the activity or event that you are planning will not be open to everyone who attends our church (such as a family reunion, wedding anniversary celebration, or birthday party), you must pay a use fee of $50.00 when your calendar request is approved.  You will not be required to pay a security deposit; however, you will be expected to comply with the requirements in the attached Exit Checklist.  If you are requesting the use of our facility for more than one day, or on a recurring basis (such as weekly or monthly), our building use review committee will determine an appropriate use fee.
C.
Use Fees for Other Users

While we are glad to provide our facilities of Norman Community Church of the Nazarene for use by not-for-profit groups or organizations outside the local church body who wish to conduct meetings or activities that are in keeping with the approved purposes for building usage, we wish to be good stewards of the resources of the local church body.  Therefore, a schedule of fees and deposits has been established for the use of church facilities by Outside Users.  (See Appendix for fee schedule.)


Our standard use fee is for events that will be three hours or less in length (including your set-up and clean-up time).  If you will be using our church facilities for more than three hours, additional fees may be assessed.  If you are requesting the use of our facilities for more than one day, or on a recurring basis (such as weekly or monthly), our building use review committee will determine an appropriate use fee.  Arrangements for recurring use cannot be made for any time period longer than 120 days, and will be reviewed periodically.
D.
Fees for Additional Services

Fees for set-up and take-down of furnishings and equipment, janitorial services, sound technician, piano tuning (which will be required if our piano is moved in connection with your event), and facilities coordinator are listed in the attached Appendix.  Arrangements for these additional services must be made through the church office either at the time you schedule your event or within a reasonable time before your event.

OFF-SITE USE OF CHURCH FURNISHINGS AND EQUIPMENT

The furnishings and equipment of Norman Community Church of the Nazarene (chairs, table, dividers, podiums, office equipment, sound equipment, etc.) are provided, first of all, for use inside our church facilities.  Use of our furnishings and equipment outside the church building is discouraged; however, we understand there may be circumstances where such use is appropriate.  Availability of furnishings and equipment for use outside the church is subject to scheduled church activities and events.

Only church members or regular attendees will be permitted to use church furnishings or equipment outside the church facility.  Requests for such use will be subject to the following requirements:

1.
You must submit a written request for off-site usage of church furnishings and/or equipment to the church office.  Your request must list specifically which furnishings and/or equipment you want to borrow, for what purpose they will be used, and the date(s) on which such furnishings and/or equipment will be borrowed and returned.
2.
Any off-site usage of church furnishings and/or equipment must be scheduled through and approved in advance by the building use review committee.
3.
Any borrowed furnishings and/or equipment must be returned to their original location in the church building in good condition on or before the return date specified in the request.
4.
If you use church furnishings or equipment for your personal use or for an event sponsored by another group or organization, and any items are damaged, lost, or stolen, you must agree to take responsibility for, and pay for, such damage or loss.
APPENDIX TO BUILDING USE POLICY
FEE AND DEPOSIT SCHEDULE

We reserve the right to revise and update this Fee and Deposit Schedule as needed, and may waive or reduce fees or deposits in appropriate circumstances.

	Fee/Deposit
	Members/ Regular Attendees
	Outside Users
	When Due

	Calendar Fee
	None
	$100
	When request is approved

	Security Deposit
	None
	$200
	When request is approved 

	Use Fee
	$50
	Use of entire building (except offices):

Nov. 1 – April 30:  $200

May 1-Oct. 31:  $300

	No use of sanctuary or classrooms:
Nov. 1 – April 30:  $100

May 1-Oct. 31:  $150
	On or before date of event

	Sound Technician
	$20/hour
	$20/hour (including practice sessions)
	On or before date of event

	Piano Tuning Fee (if piano will be moved)
	$80
	$80
	On or before date of event

	NCCN facilities coordinator (required if event will last more than three hours)
	None
	$20/hour
	On or before date of event

	Janitorial (arrangements must be made in advance)
	$15/hour, with $60 minimum
	$15/hour, with $60 minimum
	On or before date of event

	Set-Up/Take-Down (arrangements must be made in advance)
	$250
	$250
	On or before date of event


NCCN Calendar and Building Request Form
[Attached]

	NCCN Calendar and Building Request Form

	This form is to be used to facilitate the placement of an activity on the NCCN Calendar.  Please complete the information below, submit it to the Church Office, and wait for approval before proceeding with the activity.  As verification of approval, a copy of this form will be sent to you.  If you have any questions, contact the Church Office at 405-321-3425.



	Activity:
	     

	Ministry or department sponsoring the activity (if applicable):
	     

	
	

	Will this activity be…
	 FORMCHECKBOX 
One time:
	
	 FORMCHECKBOX 
Periodic
	 FORMCHECKBOX 
Ongoing        FORMCHECKBOX 
Weekly

 FORMCHECKBOX 
Monthly         FORMCHECKBOX 
Quarterly

 FORMCHECKBOX 
Other 

	
	· 

	If this is not a regular, church-related activity, please give a brief description:

	     

	


	Logistics

	Date(s):
	     
	Time(s):
	     

	Number of people expected:
	     
	Rooms needed?:
	     

	Person in charge:
	     
	Phone #:
	     

	Person to unlock bldg:
	     
	Phone #:
	     

	Person to lock bldg:
	     
	Phone #:
	     

	Building usage deposit (if applicable):
	
	Building usage fee (if applicable)
	

	· If an activity is cancelled or postponed, please notify the Church Office as soon as possible.  At least two adults MUST BE present on site during any event/activity involving minors (under the age of 21).

· Unless otherwise instructed, the facility is to be left clean and in the same configuration as it was prior to this usage.


	Signature

	Your Name:
	     
	Today’s Date:
	     

	*By signing this form, you confirm that you have read the NCCN Building Usage Policy and the additional guidelines  attached to this form, and agree to comply with these requirements.  In addition, you confirm that you will be onsite for the duration of this function.


Additional Guidelines

Behavior and Dress Code

1. No profanity or coarse talk is permitted.

2. Inappropriate displays of affection are not permitted in NCCN facilities.

3. The following items are not permitted in NCCN facilities:  weapons, tobacco, alcohol, or illegal substances.  No smoking is allowed within fifteen feet of the building.

4. Clothing may be casual, but must be reasonable and appropriate.  Shirts and shoes must be worn at all times.  Modesty should be the standard of judgment.

5. Anyone who fails to comply with all policies and procedures will be asked to leave.

Liability
1. The use of NCCN facilities and equipment for the scheduled activity or event will be at the risk of the participant.  NCCN does not assume liability or responsibility for any personal injury or property loss or damage in connection with the activity or event.  Individuals or organizations that use NCCN’s facilities and equipment may be required to provide a certificate of insurance and/or sign a liability release form prior to the scheduled activity or event.

2. NCCN does not make any express or implied warranty concerning the condition of the premises, the equipment, machinery, fixtures or furniture.

Gymnasium

1. Although NCCN’s multi-purpose sanctuary also is used as a gymnasium, it is part of the church.  Because of our interest in influencing others for Christ, we expect all participants to conduct themselves and dress in a manner that is consistent with high Christian standards.

2. Kicking of basketballs and volleyballs is not permitted.

3. Participants may not hang from the basketball goals.

4. Shirts and shoes must be worn at all times in the gymnasium.

	Response

	
	
	Activity has been placed on Church Calendar as requested above.

	
	
	Activity has been placed on Calendar with the following restriction: ________________

	
	
	Activity cannot be placed on the calendar as requested for the following reason(s): ________________________________________________________________

	
	
	NCCN Staff or Team Leader (if applicable): _____________________________

	Authorized Signature
	
	Date:
	
	

	
	
	
	


Exit Checklist
[Attached]
Exit Checklist – Building and Property Usage
At NCCN we believe that we are called to be good stewards of the possessions God has entrusted to us; that includes the NCCN building and property. It is required that all people/groups who use our building and/or property complete this checklist after their event. 

Did you…

· Turn out the lights in the area(s) you used?
· Sweep or vacuum the area(s) you used?
· Wipe down the tables that were used (if applicable)?
· Take trash to parking lot dumpster and replace trash liners?
· Turn out the bathroom lights?
· Return chairs, tables, and other furniture to its original placement? 
· Reset the thermostats if you changed them?
· If a key was checked out to you, check all outside doors – make sure they are completely latched and locked?

· If a key was checked out to you, return the key to the NCCN office?
· Turn off the coffee pot and discard used coffee (if applicable)?
I have completed all the tasks on this checklist and I am leaving NCCN in the condition it was in prior to my event. I understand that I will not receive my deposit back if this checklist has not been completed and signed or if the building was not properly cared for during my time of use.

Signature ____________________________________________

Date: ________________________________________

� Fees for janitorial services and set-up/take down are listed in the Appendix attached to this policy – arrangements for these additional services must be made and paid for in advance of your event.


� Use Fee is higher for events during the time period from May 1-October 31, due to higher utility costs.  Standard use fee is for events that will be three hours or less in length (including set-up and clean-up time).  If you will be using our church facilities for more than three hours, additional fees may be assessed.
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