Dear Friends:

I’m glad that you will soon have opportunity to use our facilities.  Usually when our members use the building it is to celebrate a special event in your family’s life and we are glad that you have cause to celebrate.  As you know, use of our building for private events is limited to our church family and with the exception of a damage/cleaning deposit, it is provided without cost.
First, we are asking that you make every effort to restrict your activity to the area of the building that you requested to use.  This helps limit the possibility of damage, the area you will need to clean and the chance that a door might inadvertently be left unlocked.

Second, it is very important that the building be cleaned after use.  We have included a detailed checklist to guide you in cleaning the building.  By the way, cleaning supplies are located in the storage room off of the fellowship hall.  Because most of the time the next use of the building will be for Sunday services and our custodian does not normally work weekends, the condition you leave the building will be the condition that our members and guests find it on Sunday.  I know you take as much pride in our facility as I do and I’m also sure you want the building to make a good impression on Sunday!
We really need your help in this matter.  Our custodian spends many hours during the week preparing the building for services.  You can imagine how disappointing it is to check it later and find it not up to par.  It also could cause others to think negatively on his or her cleaning efforts and that is simply not fair.  

Once again, thanks for your help.  If you have any questions about the use or cleaning of the facility, please see me or another staff member.  As a family, we are glad we could help you celebrate life.

Blessings!

DEWAYNE E. TAYLOR

Senior Pastor
p.s. Should you find the building in a substandard condition upon your arrival, please let one of the staff know.  We don’t want you to have to clean someone else’s mess!
Facility Usage Policy

Dorrisville Baptist Church

Please Note:  This policy was adopted by the church family in business session, September 26, 2007 and supersedes all previous building/facility policies.

Statement of Purpose:  Dorrisville Baptist Church is blessed with a large multifunctional campus which has been provided by the grace of God. With that in mind this policy is created to direct use of these facilities in activities which are God honoring; function to strengthen the community, and promote evangelism and discipleship.

Types of Activities:  While we recognize that a list of appropriate activities would be too exhaustive to be included in this document there are certain activities which would not be permitted under any circumstances. These include events involving use of alcohol on the church property; use of tobacco on the church property (as Dorrisville Baptist Church is a tobacco free facility and there are no designated smoking areas on our property including parking lots etc.); use of profanity; use that would result in physical damage to the property; use of music which is not honoring to God; dancing unless as part of a production of the church directed by church staff or unless otherwise spelled out in a separate part of this document, and finally any activity which is deemed dishonoring to God.

Availability:  The primary function of the facilities of Dorrisville Baptist Church are and shall remain to be the regularly scheduled activities of the church (i.e. including but not limited to Sunday morning and Sunday evening worship, Sunday school, Wednesday evening Bible study/prayer meeting and mission groups, Tuesday night visitation, and other church sponsored/sanctioned events.). However we recognize that there will be times when the facilities will be used for other purposes.

At times when the facilities are not otherwise occupied with a scheduled activity, it’s use may be requested by the following people/groups for activities which are deemed not to be in conflict with the overall faith and mission of Dorrisville Baptist Church: 

1. Members for personal use (birthday parties, showers, reunions, etc).  Please Note:  If the honored person is not a church member, the sponsoring member must be a member of that person’s immediate family--i.e. sibling, parent, grandparent).  There is no cost for these events other than the refundable damage deposit; although donations would be appreciated. 

2. Special noncompetitive activities sponsored by the schools of Saline County which will not require a sponsoring member.  These events are subject to approval by the facility usage committee and subject to usage fees delineated in a subsequent portion of this document. 

3. Activities of other local churches and our affiliated partners such as the  Illinois Baptist State Association, the Saline Baptist Association etc. which will not require a sponsoring member nor any usage fees; subject to approval by the facility usage committee 

4. Use for activities by groups involving church members at the discretion of the facility usage committee on a case by case basis and subject to the aforementioned usage fees.

The following organizations will not be allowed use of the facilities: for profit organizations, political organizations, not-for-profit groups whose mission conflicts with the mission and values of Dorrisville Baptist Church or who provide financial support to entities which conflict with our mission/values, and events whose purpose is fundraising except those organized by and under the direction of the church staff.

Dorrisville Baptist Church reserves the right to refuse use of the facility to any group or individual for any reason without explanation and furthermore reserves the right to terminate use at any time for any reason 

Oversight:  Logistics of facility use and scheduling of the facilities for use shall be the responsibility of the facility usage committee.  The committee shall consist of the chairmen of the deacons, trustees, and finance committees.  In the event that one of these three members is unable to meet together, the chairman of the personnel committee shall participate.  At times when requests are made by members for use of the facilities for something other than a birthday party, bridal or baby shower, family reunion, or anniversary party, or for use by a non-member as outlined above, the request shall be made in writing at least 30 days prior to the requested date and the committee shall meet (in person or by phone) to determine the appropriateness of the request.  Once a completed request is submitted to the church office the individual will be notified of the committee’s decision within 7 days.

Guidelines:  Those wishing to use any portion of the facilities of Dorrisville Baptist Church should complete the accompanying “Facility Usage Request Form” and return it to the church office as soon as possible to avoid scheduling conflicts.  At the discretion of the facility usage committee, the applicant may be required to submit a certificate of insurance with Dorrisville Baptist Church named as a secondary party.  Any advertising or promotional material which will be distributed or marketed shall accompany the request form for approval by the facility usage committee.

In order to help cover costs of the use of the facility including but not limited to utilities, maintenance, custodial expense and liability Dorrisville Baptist Church requires a small fee to use our facility in situations outlined above.    The cost will be $50 for use of the fellowship hall for any portion of a calendar day and $100 to use the multipurpose room, (i.e. gymnasium).  In addition to this a $50 refundable deposit is required to cover any potential damage or excessive cleaning which may incur after use. The $50 deposit will be returned upon return of any keys to the facility which have been checked out and completion of an inspection of the facility by a staff member of Dorrisville Baptist Church to ensure no damage has incurred. 

Once the form is turned in to the office staff, approved, and the deposit is paid the event will be placed on the calendar.  (If the event in question is not a birthday party, bridal or baby shower, anniversary party, or family reunion, prior to collecting the deposit, the form will be forwarded to the facility usage committee for review and a decision.) 

To allow for use of the facilities by the greatest number of people as possible a specific start and finish time for the event needs to be included in the request form.  Please keep in mind that this time should include time for set up/decoration and clean up after the event.  This will allow more than one even to take place on the same day if multiple parties are interested.

   

No events will be scheduled on Tuesday evening, Wednesday evening, or Sunday due to regularly scheduled church activities at these times.   Additionally, other than those exceptions noted in the separate wedding policy, all Saturday events must be concluded by 5 pm to allow time for preparation for Sunday services.

When using the fellowship hall please respect the property of the church. Do not use any of the kitchen equipment including the deep fryer, stove, range, dishwasher, coffee maker etc. You may store items in the refrigerator/freezer during the event but please be sure to remove any items placed there prior to leaving. 

If it is necessary to have a key loaned out to enter the facilities for the event, the key may only be issued to the individual who submitted the request form.  The individual may pick up the key 24 hours prior to the event and should return it to the church office on the next business day following the event.  The $50 deposit will not be returned until the key is returned. 

Please respect our facility and “leave it how you found it”.  This includes returning the tables/chairs in any room used to the configuration they were in prior to the event, cleaning any mess made, and removing any materials, personal belongings from the facility prior to leaving. 

  

Do not alter the facility in any way during the event (i.e. nails, tacks, pins, etc. are not to be used for supporting any types of decorations.)  Only paper material may be hung from the ceiling tile frames. 

Unless arranged in advance with the Associate Pastor of Worship and Education none of the audio visual equipment in the multipurpose room is available for use. 

Please limit use of the facility to the rooms requested/reserved and the hallways/passageways common to these areas.

The thermostats shall be preset to a comfortable temperature and should not be adjusted or otherwise tampered with.

All accidents resulting in injury or property damage are to be reported immediately to either a staff member or trustee.  Contact numbers for these individuals can be found on the request form. 

FACILITY USAGE CHECKLIST

The following is provided to assist you in cleaning the building following your activity.  Please remember that the condition you leave the building in is the condition that the church family will find it on Sunday morning.  You are our first and best line of defense to having a clean building that is suitable for worship.

Remember to restrict your activity to the area(s) you have reserved and, of course, you are only responsibility for cleaning those areas.

1.  Has all furniture and equipment been returned to it’s original location?  (tables, chairs, etc) 
YES_____NO_____

2.  Have all floors been swept and mopped (if needed)?  If the area is carpeted, has it been vacuumed?  YES_____NO_____

3.  Have all trash receptacles been emptied and replacement bags put in place?  Has the trash been taken to the central dumpster?  YES_____NO_____

4.  Have bathrooms been checked?  Have sinks and toilets been cleaned (as necessary)?  YES_____NO_____

5.  If the kitchen area was used, have all counter tops been cleaned?  YES_____NO_____

6.  Have all decorations and personal items been removed?  YES_____NO_____

7.  Has the area been checked for any possible damage?  YES_____NO_____  (If damage is discovered, please complete the report on the reserve side of this form.)

7.  Have all lights been turned off?  YES_____NO_____

8.  Does the building look ready for Sunday?  YES_____NO_____

9.  Has the alarm system been activated?  YES_____NO_____

10.  Have all doors been locked?  YES_____NO_____

Please complete the checklist and return it with the key to the church office.

PLEASE NOTE:  An accident/damage report form is printed on the reverse side of this form.  Please fill out the form and make the appropriate call in case of a reportable accident on church property.

ACCIDENT REPORT FORM

DATE: ____________   TIME: ___________  LOCATION: ____________________________________
NAME OF PERSON MAKING REPORT: _____________________________ PHONE: _____________

IF AN ACCIDENT REPORT, NAME OF INJURED PERSON: __________________________________
COMPLETE ADDRESS: ______________________________________________________________
DESCRIPTION OF ACCIDENT: _________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
DID INDIVIDUAL REQUIRE CARE AT A MEDICAL FACILITY?  YES____NO___  
IF YES, WHICH ONE?________________________________________________________________
IF AN ACCIDENT OCCURS, PLEASE CONTACT ONE OF THE FOLLOWING:  TODD HORTON - 253-3938; JIM LINDSEY - 252-6970, TOM DENEAL - 252-6854, TA SULLIVAN - 252-3109, OR BILL BROWNING - 252-8698.

DAMAGE REPORT

THE FOLLOWING DAMAGE (PLEASE CHECK ONE)  _____ WAS DISCOVERED UPON ARRIVAL AT THE BUILDING OR _____ OCCURRED DURING THE EVENT.  PLEASE GIVE AS MUCH DETAIL AS POSSIBLE: _________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FACILITIES USAGE REQUST FORM 

  

DATE REQUESTED:  MONTH _________  DAY _____  YEAR ________ 

START TIME (INCLUDING SETUP)  ___:___   END TIME ___:___ 

  

DESCRIPTION OF EVENT: _____________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

  

FACILITY/AREA REQUESTED: _________________________________________________________ 

  

REQUESTED BY: ______________________________________________________________________
  

  

I have read and been advised of the regulations regarding use of this facility and hereby agree to abide by the guidelines set out in the attached document; Furthermore, I promise to restrict my use of the facility to activities which will be honoring to God. 

  

  

Signature: __________________________________________________  Date: ______________________

  

  

FOR OFFICE USE 

  

[  ]  APPROVED                    [  ]  REFERRED TO USAGE COMMITTEE                         [  ]  DECLINED 

  

[  ] KEY PROVIDED:  RELEASED BY ______________________ ON   ____/____/____ 

                                              RETURNED TO ______________________ON ____/____/____ 

  

[  ] DEPOSIT RECEIVED BY _________________________ 

  

[  ] USAGE FEE COLLECTED BY ____________________    AMOUNT $ ______________ 

       DATE ____/____/____ 

  

[  ] INSPECTION COMPLETED BY ___________________________ 

  

[  ] DEPOSIT RETURNED BY_________________________ 

