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Policy
It is ECC’s goal to allow all those who attend to have an opportunity to use the church building for personal use based on defined rental fees for members and non-members and to provide guidelines for that use of ECC facilities and equipment.

Definitions, Acronyms & Forms

ECC – Edgewood Community Church
ECC Facility Use Request Form – Form used for requesting the use of any and all areas of ECC for personal and church related use. This form may be downloaded from the ECC Web site (www.edgewoodcommunity.org) or picked up from the church office.
Multi-Purpose Room – Large area used for services.
Procedure

A. General Guidelines
1. The following regulations and fees shall apply to all referenced groups unless specifically waived by the elder board or senior pastor/designee.

2. The regularly scheduled ministries of the church have priority over all other uses of the facility and will be covered by regular custodial responsibilities.

3. It is the responsibility of the leaders of the various church groups and other groups or individuals requesting the use of the facility to complete the ECC Facility Use Request Form as a means of scheduling the facility for the requested time. 

4. The ECC Facility Use Request form is to be submitted to the church office as far in advance of the date requested as possible to confirm your reservation.
5. All requests for facility use must be approved at least seven (7) days prior to requested date.
6. There must be a member or regular attendee in the group to be responsible for proper care and use of facilities and equipment.

7. There can be NO SMOKING IN THE BUILDING; NO ALCOHOLIC BEVERAGES AND NO NON-PRESCRIPTION CONTROLLED SUBSTANCES ANYWHERE ON THE CHURCH OWNED PROPERTY.

8. The church sound system, video systems and musical instruments may be operated only by authorized church personnel.

9. All church owned computers are password protected and not available for group use unless authorized church personnel is available to operate.

10. The group using the facility shall be responsible for reporting and paying for any damage.

11. Any incorporated group or public school function shall be asked to provide a certificate of insurance (a copy of declaration page), indicating their liability coverage in case of accident.

12. For youth activities (under 18 years of age), the requestor shall provide sufficient adult supervision to maintain discipline.

13. Acceptance of an ECC Facility Use Request Form will be at the discretion of the church staff. ECC reserves the right to grant or deny usage of its building to any organization, group or individual whether member or non-member, dependent on usage intent, failure to practice and adhere to the ECC Statement of Faith, beliefs and practices or if there are conflicts with normally scheduled ministries or other events previously scheduled.

14. No large events such as weddings or funerals are to be scheduled during the weekend prior to or following Christmas or the Good Friday/Easter Sunday weekend.

B. Members & Immediate Family Usage 
1. Small events (example:  family gathering)
Building Fee 
	Minimum per event
	$30.00/hr for clean-up and rearranging of rooms

(To be estimated at time of signup)


2. Large events (e.g., weddings and funerals)
a. Will have professional fees assessed as outlined below.
b. Fees are to be paid in advance to the church office 2 weeks prior to the event.
c. For funerals, fees will be collected by and paid out by the funeral director at the time of event.

	BUILDING FEES
	Sound
	Video PROJECTION
	Chair setting

	$100/min. for up to 5 hrs.

(Actual fees will depend on the cooperation of the party requesting usage.)
	$80.00

(Includes rehearsals, practices, event, clearing & setting stage.)

Some events other than weddings and funerals may have lesser needs for sound and video assistance as determined by church staff. Reduced fees - $20.00-1st hr. $15.00/per hr. following to a maximum of $80.00
	$40.00

(Includes rehearsals, practices & event.)
	$25.00
(Per event)


C. Non-Members
Costs and other fees for activities not sponsored by ECC or arranged for by a member or immediate family member are as follows:
Building Rental
	Multi-Purpose Room or Youth Large Group Area
	$60.00/1st two hours
	$15.00/per hour thereafter

	(with maximum of $200.00 for entire building w/o office area)

	Classrooms
	$20.00 per room
	

	Kitchen
	$25.00
	

	Classrooms in addition to Multi-Purpose Room or Youth Large Group Area
	$10.00 per classroom
	

	Nursery in addition to any building usage
	$15.00
	

	Outside Stage Area
	$25.00
	

	Narthex or Café Edgewood
	$20.00
	


BBuilding Usage Fee (For Small Events – Example:  Family Gathering)
	Minimum per meeting
	$30.00
	Plus $15.00/hr for clean-up and rearranging of rooms
(To be estimated at time of signup)



Other Fees (For Large Group events)

· Same as Member Large Event Fees above.
· Sound, Video Technician, Building Fees and Chair Setting as needed – Depending on the availability of qualified technicians, this option may not be available on weekdays.
                              EXAMPLES




       (3 hr wedding)
            Member Wedding

   Non-Member Wedding

	Building Fees
	$100.00
	
	MP Room
	$135.00

	Sound
	$80.00
	
	2 Classrooms
	$20.00

	Video
	$40.00
	
	Building Fees
	$100.00

	Total
	$220.00
	
	Sound
	$80.00

	
	
	
	Video
	$40.00

	
	
	
	Total
	$375.00








