FACILITY USE POLICY
Approved by Session October 15, 2013

The Facility Use Policy is set forth in the Facility Use Contract beginning on the following page. The
Information Coordinator or designee is authorized to execute the Facility Use Contract on behalf of
the New Providence Presbyterian Church.
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FACILITY USE CONTRACT

This document, including the Facility Use Request Form and Facility Technician Checklist appended
hereto, will constitute a contract when executed by the requester and an authorized representative of
New Providence Presbyterian Church.

NEW PROVIDENCE PRESBYTERIAN CHURCH STATEMENT OF PURPOSE

The Church exists for the glory of God and for service to humankind. As a part of our effort to reach
out to our members and to the larger community in Christian love, our facilities are available to both
members and non-members for worship, teaching, and witnessing to the Gospel and for activities that
are in keeping with the mission of the church.

Because weddings and funerals are considered an extension of the worship life of our congregation,
these worship services are ordinarily performed for church members only. For policies applicable to
weddings and funerals, please refer to specific wedding and funeral policies in this policy manual. In
case of conflict between the provisions of this Facility Use Contract and those of the wedding and
funeral policies, the provisions of the wedding and funeral policies shall prevail.

GUIDELINES
»  Scheduling use of the facilities for both church members and outside organizations must be
handled through the Information Coordinator or designee (983-0182)
* Requests will be considered based on the following priorities:
1. Regularly scheduled meetings connected with NPPC

2 All other functions of NPPC, not regularly scheduled

3 Activities and functions of the Presbyterian Church (U.S.A.)

4. All inter-denominational church meetings

5 All church related groups

6. Outside groups (with approval by the Information Coordinator or designee)

* Guidelines for weddings, kitchen and Sanctuary use are covered in individual policies. For
Westminster Hall kitchen use, the Kitchen Policy & Procedure portion of the Policy
Resource Manual shall be appended to and become a part of this contract.

= The requester must complete the Facility Use Request Form, which is appended to this
contract and made a part hereof.

* New Providence Presbyterian Church retains the right to cancel any scheduled facility use
if those facilities are deemed necessary for the church to carry out its pastoral ministry.

=  The buildings or grounds shall not be used for political purposes or profit making. Not-for-
profit fundraising activities may be allowed at the discretion of the Session. Individuals or
groups may use the church buildings for profit-making activities if they have been asked to
provide that service by the Session and may be asked to allocate a portion of the proceeds
to the church to cover the cost of building use.

= Consumption, use or possession of alcoholic beverages or illegal drugs is not permitted on
the premises.

* New Providence Presbyterian Church is a smoke free facility. Smoking and all use of
tobacco products is prohibited in all buildings, including the Pavilion, and on all grounds
with the following exceptions: (a) outside the middle exit on the southwest side of the
buildings (also known as the atrium exit or “the well”), (b) in paved area near the mail box
north of the Eastminster Hall exit, or, in inclement weather, in the covered area nearby, (c)
on the sidewalk on west side of Westminster Hall between Westminster Hall and the
Pavilion. Cigarette butts shall be disposed of in receptacles placed in these three areas.

* Food and drink are allowed only in areas designated by the Information Coordinator or
designee at the time of execution of this contract. In no case shall food and drink be
allowed in the Sanctuary.



No decorations are to be hung from the ceiling, curtains, stage curtains, walls, or light
fixtures. Any materials used for a meeting may be affixed only as agreed to by the
Information Coordinator or designee at the time of execution of this contract, and must be
removed immediately after the meeting.

Furniture and kitchen equipment, tables, and chairs may be removed from the premises for
church purposes only with prior approval by the Policy Sub-Team.

Use of audio and visual equipment is to be requested at the time of application and
approved by and scheduled through the Information Coordinator or designee. Electronic
equipment is not to be removed from the premises.

Use of New Providence Presbyterian Church office equipment (copier, fax, etc.) is not
permitted by outside organizations.

The church is not responsible for theft of personal items on church property.

To avoid additional fees, all groups are expected to stay within the time they request for
facility use. All events must end not later than 8:30 p.m., and the premises cleaned,
restored to previous condition, and vacated no later than 9:00 p.m.

FACILITIES AVAILABLE FOR USE

FEES

Westminster Hall (Front, Rear, or both)

Eastminster Hall (Front, Rear, or both)

Kitchen — use of Westminster Hall or other church facilities does not include use of kitchen
unless specifically requested through the Information Coordinator or designee, in which
case the Kitchen Policy & Procedure portion of the Policy Resource Manual shall be
appended to and become a part of this contract.

Sanctuary (refer to the Sanctuary Use Policy)

Rooms 108, 109, 213

Chapel

Choir Room

Parlor

Youth Room

Nursery (2 year old room)

Pavilion — does not include use of other facilities without prior arrangements through the
Information Coordinator or designee. The Pavilion fireplace is not to be used.

Pavilion Kitchen and Bathrooms - not included in the use of the Pavilion unless specifically
requested through the Information Coordinator or designee.

During the hours the church is normally open, except Sunday mornings, the facilities are
available to members and non-members at no charge. Donations to offset costs are
gratefully accepted.

At times when the church is not normally open (Friday evenings, Saturday mornings,
afternoons, and evenings, and Sunday afternoons and evenings), the facilities may be
available to members and non-members at a charge of $55.00 per hour. This fee
reimburses the church for various expenses incident to the facility’s use, including the cost
of an on-duty Facility Technician. This fee is to include time to set up, take down, and clean
after the event.

Session may waive, in its discretion, any facility use charge and deposit set forth herein for
church programs. Facility use charges and deposits for Boy Scout Troop 88, which is
chartered by New Providence Presbyterian Church, are waived.

The Pavilion and Pavilion Kitchen and Bathrooms are available 8:00 a.m. to 9:00 p.m. There
is no hourly charge for the Pavilion, but the charges set forth above shall apply if the
Pavilion Kitchen or Pavilion Bathrooms are requested. With prior arrangements, a Pavilion
key can be checked out from the office by a representative of the group. The Pavilion key
must be returned during normal office hours.



* In addition to the hourly rate, there will be a refundable deposit of $100 to be retained by
the church if the facilities or Pavilion are not left as they are found and, in the case of the
Pavilion, if the key is not returned.

= A check for the estimated hourly usage and deposit are due with this signed Facilities Use
Contract, both of which must be received in the church office 10 business days prior to the
event.

= The deposit check will be held and returned within two weeks after the event if there is no
damage to the facility, additional cleaning or rearranging needed, loss of equipment
and/or missing keys.

= The custodian on duty will inspect the facility after use and complete a Facilities Use
Checklist. This checklist will determine if any deductions from the deposit are to be made
and is appended to and made part of this contract.

» If the clean up or setup of the facility is determined to be unacceptable, the fee to be
deducted from the deposit will be the hourly rate times the number of hours the custodian
has to clean or setup. The cost of repairing any damage will be also deducted from the
deposit. If there is damage that exceeds the deposit, the Policy Sub-Team will contact the
group to recover the additional amount owed.

= The Financial Coordinator will return the deposit within two weeks of the event, adjusting
for actual time the facility was used and for any cleaning or repairs, if necessary.

INSURANCE AND CHILD PROTECTION
Groups sponsored by NPPC shall not be required to provide proof of insurance coverage.

Members of NPPC and outside groups whose purpose is in keeping with the basic mission of the
church will generally not be required to provide proof of insurance coverage. However, such
individuals or outside groups may be required to provide such proof if they are conducting activities
more frequently than annually or if their activities are considered to present a risk of injury or property
damage.

Other outside groups and non-members of NPPC will be required to provide proof of insurance
coverage.

When proof of insurance coverage is required under this section, the person or group shall provide a
certificate of insurance with minimum liability coverage of $500,000 per person and $1,000,000 per
occurrence, and shall add NPPC to their policy as an additional insured.

New Providence Presbyterian Church and/or its employees shall not be responsible for damage or
personal injury or loss of property on the Church premises sustained by the applicant, a participant in
the program or anyone attending any program or event held on Church property. Every
applicant/organization must sign a hold-harmless agreement prior to facility use.

For activities involving youth and children under the age of 18, the Child Protection Policy of New
Providence Presbyterian Church must be signed and user groups must be in compliance.

SET UP AND TAKE DOWN FOR EVENT

= It is the responsibility of the group using the facility to set up and take down all tables and
chairs needed for the event. Tables and chairs must be returned to the storage area from
which they were taken. If the room was already set up with tables and chairs and the group
changes this arrangement, the arrangement must be put back as it was found.
In the case of Westminster Hall, the Facility Technician is to be consulted about how to
arrange the room after its use.

* Take care not to scuff the floors when moving tables and chairs.

= |f a room with furniture (sofa, chairs, coffee table, etc.) is used and the furniture is moved,
all furniture must be put back as it was found.



CLEAN UP

If the setup is at a time when a Facility Technician will not be present and the group is not
familiar with New Providence, the group must make prior arrangements with the church
office to be sure they know where tables and chairs are stored for set up and take down.

It is the responsibility of the group using the facility to clean up all areas used for the
event.

If the event will take place at a time when a Facility Technician will not be present, prior
arrangements must be made through the office to ensure the group knows where to
access cleaning supplies that can be made available to them.

All trash must be placed in trash containers, the trash liners tied shut and trash taken to the
outside dumpster for disposal. Clean trash bags must be put back in the trash containers.
Floors must be swept or vacuumed of all debris. Spills on hard surface floors must be
damp mopped.

Tables, countertops, coffee tables, etc., must be damp wiped of any food or spills.

Kitchen sinks must be rinsed clean of food or drinks.

Any food stored in the refrigerator for the event must be removed before leaving. Any
food left in the refrigerator will be removed.

If the Nursery diaper pails are used, the trash liner must be removed, tied shut, taken to
the outside dumpster, and the trash liner replaced.

Remember to turn off any appliance or equipment used, turn off lights and lock the room
door when you exit.

Revision approved by Session 03/21/17
Revision approved by Session 08/18/15



HOLD-HARMLESS AGREEMENT

agrees to release New Providence Presbyterian Church from any liability
associated with ‘s use of any and all portions of any building or space owned by New
Providence Presbyterian Church, and to indemnify and hold harmless New Providence Presbyterian
Church’s past, present and future members, ordained staff, elders, deacons, officers, directors,
employees (part-time and full time), contractors, attorneys, and agents, as well as any higher
judicatories of the Presbyterian Church of the United States of America from any and all costs, charges,
damages and expenses (including, but not limited to attorneys’ fees) and all claims and demands of any
and every kind and nature, actions, causes of action, suits and controversies whether groundless or
otherwise, associated with ‘s use of the building or space under this application,
including, but not limited to, personal injury or damage or loss of property sustained by the applicant,
a participant or attendee at the program or event.

SIGNATURE

This document, including the Facility Use Request Form and Facility Technician Checklist appended
hereto, will constitute a contract when executed by the requester and an authorized representative of
New Providence Presbyterian Church.

By signing below, you acknowledge that you have read, understand, and agree to the terms of the
New Providence Presbyterian Church Facility Use Contract:

Signature (requester)

Today's Date

Group Name

Date of Event

Printed Name and Title of Responsible Person

Phone number(s) of contact person(s)
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SIGNATURE
(by authorized representative of New Providence Presbyterian Church

Today's Date

Printed Name and Title
(of authorized NPPC representative)




FACILITY USE REQUEST FORM

PLEASE PROVIDE THE FOLLOWING INFORMATION 10 BUSINESS DAYS IN ADVANCE OF REQUESTED DAY
BY RETURNING THIS FORM TO NEW PROVIDENCE PRESBYTERIAN CHURCH, 703 WEST BROADWAY AVENUE,
MARYVILLE, TN 37801
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NAME OF GROUP:

TYPE OF GROUP (SOCIAL, CIVIC, CHURCH, ETC.):

GROUP CONTACT PERSON:

PHONE: E-MAIL:

SPECIFY WHAT PART OF THE FACILITY IS BEING REQUESTED:

U MEETING ROOM(S) U FELLOWSHIP HALL U FELLOWSHIP HALL
KITCHEN ONLY
U PAVILION U PAVILION KITCHEN & RESTROOMS

U OTHER (PLEASE SPECIFY):

DATE OF EVENT:

NUMBER OF PEOPLE ATTENDING:

EVENT START TIME: JAMAPM EVENT END TIME: JAMOAPM

TIME NEEDED FOR SET UP: TIME NEEDED TO CLEAN UP:

FOR WHAT SPECIFICALLY WILL THIS SPACE BE USED:

IS THIS EVENT A FUNDRAISER? 1 Yes U No
EQUIPMENT REQUESTED:
U WHITEBOARD 01 PROJECTION SCREEN U SOUND SYSTEM U PORTABLE KEYBOARD

4 TV /DVD U EASEL STAND 4 PODIUM U MICROPHONES
U OTHER:

ADDITIONAL REMARKS:
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Notes:
(1) Set up and clean up are the responsibility of your group. If special set up arrangements need to be make,
notify the NPPC Information Coordinator at least 3 business days prior to the event.
(2) If you plan to use a DVD/CD, your personal laptop, etc. it is mandatory that you contact the NPPC Facility
Manager at least 3 business days prior to the even to ensure that these items are compatible with the
church system and to receive training on the church system.



FACILITY TECHNICIAN CHECKLIST

The custodial staff will complete this checklist each time a group, members of New Providence or an
outside organization, uses the facility for an event. This checklist is not meant for use for regularly
scheduled New Providence events such church meetings, Men's and Women'’s group functions, Sunday
School, etc. The checklist is to be completed for use of both the main building and the Pavilion.

The group has signed a Facility Use Contract including requirements for set up, take down and clean
up.
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Custodian’s Name

Date of Facility Use:

Room(s) or Location Used:

Time Group arrived:

Time Group left:

[ | This group performed all clean up as requested in the Facility Use Checklist.

If not, list any required cleaning that the group did not perform or did not complete satisfactorily
and the amount of time it took to do the work:

[ ] This group returned all equipment and furniture to its proper position.
If not, list any setup or takedown that was not completed by the group that the Facility
Technician on duty had to complete and the amount of time it took to do the work:

I:l There was no damage to the facility or equipment (walls, floors, tables, chairs, etc.):
If there was any damage to the facility or equipment, please list it here:

Comments:

Return this completed form immediately to the office.
Facility Staff Initials



