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Facility Policy

2009-2010
Five Oaks Community Church

4416 Radio Drive

Woodbury, MN  55129

651-459-7485

FACILITY USAGE POLICY

Usage Classification
· Ministry Related. This type of facility usage is for groups directly related to a recognized ministry of Five Oaks Community Church and they may request reservations as the calendar scheduling allows.
· Member Related. This type of personal facility usage is designed for members and regular attendees of Five Oaks. Events and activities must not be contrary towards Five Oaks philosophy. Confirmation of their reservation will be given no more then 6 weeks before the event. This ensures that there is no conflict with Five Oaks ministry events. Deposit is required. 
· Community Sponsored or Non-Ministry Related. This type of facility usage is for non-profit organizations in our community to use our facility for events open to the community. The organization’s purpose and practices must not be contrary towards Five Oak’s philosophy. Approval for such events must be obtained from the Executive Pastor. It will require following the necessary requirements in the Facility Usage Fee Schedule and proof of insurance coverage. 
· For Profit. Groups, whose event’s intent is to make a profit, are not permitted to use the facility. In the event of a unique circumstance, the Executive Pastor may authorize a “for-profit” activity that would require following the Facility Usage Fee Schedule and other necessary requirements. 
· Weddings. See Wedding Handbook Manual.
Guidelines  - Please read each item and initial.
______  Building is open to Community Sponsored or Non-Ministry Related groups on 

these days:  

Monday from 9:00 a.m.–3:00 p.m. &  4:00 – 9:00 p.m.

Tuesday from 9:00 a.m.–3:00 p.m. &  3:30 – 9:00 p.m. 

Wednesday from  9:00 a.m.-3:00p.m.

Thursday from 9:00 a.m.–9:00 p.m. 
Friday from  9:00 a.m. – 3:00 p.m. 
Building may be open to outside groups on Saturday, Sunday, or hours and days not listed above. A fee will apply to events on these days. Please contact Deb Carr at the church to confirm availability.
______  No alcoholic beverages in the facility or on the property or smoking in the facility.

______  No food or drinks (excluding water) are allowed in the Worship Center.

______  No church property is to leave the facility.

______  Please do not drag tables or chairs across the carpeted or hard floor areas in the Commons. 

______  No helium balloons are allowed.

______  No red punch (light colored only, please).
Page 1

______  Tablecloths are not available for use.
______  If hanging items on wall, please use ONLY blue painters tape.  All other types remove paint from  

               the walls.

______  Only those rooms that have been reserved will be used.

______   All activities will be under competent supervision. The children whose parents are attending events 

               must be supervised at all times. 
______   Five Oaks ministry events are covered by the church’s own insurance policy. Insurance for outside groups are not “blanket covered” by our church policy. The group must secure its own coverage and provide a Certificate of Proof. The limits of liability must be $1 million per occurrence for Bodily Injury and Property Damage, $5,000 medical payments coverage and the Church must also be added as Additional-Insured on the policy for the day(s) of the event. Member’s usage for family oriented events such as wedding receptions, birthday or anniversary parties, etc. should check with their own personal insurance agents because coverage may be extended from their Homeowners policy. 
______    Member-Related and Community-Sponsored groups need to fill out the Waiver and 
Release of Liability Form. In a unique circumstance, the Executive Pastor may grant exceptions.
Fees and Cost – Please read each item and initial.
______  A $100 deposit will be required of non-ministry related groups at the time the space is reserved. The deposit will be returned to the group if the facility is cleaned as specified and there is no damage.

______  All fees are to be paid before the event, along with the $100 deposit.

______  An Event Coordinator (see Facility Usage Fees) is required if any of the following are true:


-the Non-Ministry Related Group has 50 or more people involved.


-the Non-Ministry Related Group event will be using the building during hours not listed under ‘Guidelines’.


-the Non-Ministry Related Group event requires extensive set-up or tear-down.


-the Non-Ministry Related Group requests assistance.
______   Groups are responsible for set-up/take down and cleaning up after an event, unless 
other arrangements have been made. If groups are unable to do this, set up/take down and cleaning fees will apply.  This includes all rooms used, Commons area (if necessary) and Restrooms (if necessary). 
______   If a group is using the Worship Center and needs sound, lighting or video-graphics, 
fees will be charged to help with these events. Non-ministry groups are only granted access to the overhead lights and stage light (which are controlled by light switches on the wall); they cannot use the sound board or lighting board, unless other arrangements have been made.
Page 2

WAIVER AND RELEASE OF LIABILITY

Please initial each blank and sign below.
In consideration for being allowed to utilize the facilities of Five Oaks Community Church (hereafter “Five Oaks”) I the undersigned, intending to be legally bound for myself and my legal representatives or organization, successors, and assigns do hereby:

(1) acknowledge that my utilization of the Five Oaks owned facility, depending on the activity, could expose me to a possible risk of personal injury, and I assume all risks inherent in such utilization and/or activity.

(2) Release and agree to indemnify Five Oaks, which includes any officers, elders, staff, members, and employees, from any and all liability, loss, damage, expense, or cost of any nature whatsoever from any and all claims by or against me or my organization for property damage, personal injury, and/or any other claims arising from my utilization and/or activity, including claims that are known or unknown, foreseen or unforeseen, future or contingent;

(3) Agree that I shall not now or at any time in the future, directly or indirectly, commence or prosecute any action, suit or other proceeding against Five Oaks arising out of, relating to, or in connection with the actions, causes of action, claims, and demands hereby waived, release or discharged by me; and

(4) Attest that I am of legal age to execute this form as a binding legal document in accordance with its intention, or in the alternative, attest that I am having this form co-signed by my legal parent or guardian.

_________________________________________________

____________________

Signature








Date

_________________________________________________
Print Name
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FACILITY USAGE CONTRACT
Please initial each blank and sign below.
_____
I, the undersigned, and authorized officer or member of  ____________________________agree to the Facilities Policy Summary established and furnished to me concerning the use of Five Oaks Community Church.  I agree to ensure proper use of the facility. I will personally ensure the facilities are properly cleaned and all equipment put away unless prior arrangements have been made.  I agree to report all malfunctions or damage to the church office and shall reimburse the Church for any damage resulting from use or theft resulting from carelessness by our group.

_____  I/We agree to submit the required deposit in addition to any applicable fees with this reservation.  In the event of any damage to the facility or church property, I /WE agree to forfeit the security deposit and pay any additional costs incurred repairing the damage to the facility or property.

_____  If the facility is left unclean and disordered and no prior arrangements have been made, I/WE agree to forfeit the security deposit.  If I/WE need to cancel the event, seven days notice is required.  If notice is not given, then the security deposit may be forfeited.

_____  If the playground equipment is used, I/we agree to provide adult supervision at ALL times. If no adult supervision is provided at all times, the playground equipment may not be used. 

_____  I/We, the User, also agree to indemnify and hold harmless Five Oaks Community Church from any and all claims of losses or damages or other liabilities which may be asserted against the Church by the User or any of its members or guests or invitees who enter upon the church property, including but not limited to the facility and parking lot in connection with the use contemplated by this reservation.  The indemnification includes any and all costs, expenses, and board fees which may be incurred by the Church incident to such claims.

_____  Insurance for outside groups are not “blanket covered” by our church policy.  The group must secure their own coverage and provide a certificate of proof *.  The limits of liability must be $1 million per occurrence for Bodily Injury and Property Damage, $5,000 medical payments coverage and the Church must also be added as Additional-Insured on the policy for the day(s) of the event.  Members’ usage for family oriented events such as wedding receptions, birthday or anniversary parties, bridal shower, etc., should check with their own personal insurance agents because coverage may be extended from their Homeowners policy.

In signing below and initialing above, I certify that I have the authority to sign for the User and agree that I commit the User to everything agreed upon by this document.  I am the Responsibly Party for this event.

NAME (Responsible Party): __________________________________ Date:________________________
SIGNATURE: ______________________________________________ 
* Please send a copy of Proof of Insurance
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FACILITY USAGE FEES

Refundable Deposit* ($100):  






   $ 100.00
Event Coordinator Fee** ($75 for 1-3 hours, $20 for each additional hour):

   

$  
Cleaning Service (if needed):









Worship Center  $50
Kitchen  $50

Commons $50
Classrooms $10/room


Restrooms $25/set
Community Life Center (gym) $25
$
Set-up/Take Down Service (if requested):



Classroom $10/room  

Community Life Center (gym) $75 minimum (depends on size of set up)

Commons Set Up $50 minimum (depends on size of set up)
Worship Center:



Stage – (If the stage needs to be cleared for your event. Additional fees may apply depending how  



    much take down and set up is required.) 

- Take Down $25
 - Set Up $50     - Drums Set Up & Take Down is $75 each

Center Aisle (chairs removed to create a center aisle) $25  
$
Sound, Lighting, Videographics Service (if requested):
   (Fee includes pre-event meeting, rehearsal, set-up, and event)




$75/person for 1- 3 hrs, $20/hr thereafter or to be determined per event
$ 
TOTAL   DUE**                                                                      $  100.00
          
*Deposit required to hold room reservation.  
**Exact fees will be determined after contact with the Event Coordinator.
Please make checks payable to Five Oaks Community Church.
Return all forms to:  Five Oaks Community Church Office   cc: Deb Carr 
  
 4416 Radio Drive, Woodbury MN 55129 
 (fax) 651-459-2602  (ph) 651-459-7485
All terms and conditions are subject to change without notice. This handbook should be used as a guide only. All final policy decisions will ultimately be made and/or modified at the discretion of the Church Board. This handbook, along with copies of applicable insurance policies, should be immediately given to all new employees. Original copy of this handbook will be updated and maintained by the Church Compensation Committee.
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Room Use Procedures 

Kitchen Use Procedures

1. Five Oaks utensils, serving trays, large cold-beverage containers, coffee pots, coffee servers, etc. may be used, but must be washed and returned to their proper location.  

Paper products and consumable goods such as coffee, coffee condiments, paper cups, napkins, etc. are not to be used.  Please do NOT use any products or supplies in Acorn Café’.  Ministries and outside groups must bring in your own supplies. 

2. Please spray and wipe down all counter surfaces with G-Force cleaner/sanitizer found in cleaning closet.  

3. Hang wet towels on drying rack. Please do not take them home to wash
4. Sweep floor with broom found in cleaning closet.  The Five Oaks custodian will be responsible for mopping.  (Please DO clean up any spills that occur.)

5. All garbage must be taken out to the dumpster (south east corner of the building).

6. Any items left in the refrigerator will either be used by the church or thrown away.

7. Please make sure the dishwasher, stove, and ovens are turned off.
8. Tablecloths are not available for use. 
Generally, please leave the kitchen in as good, or better, condition as you found it.

Community Life Center (gym) Use Procedures

· Please return gym equipment to storage rooms
· Check the locker rooms to pick up any items that may be left behind. 
Room Clean Up Procedures

1. Vacuum room, if necessary. (The vacuum is in the children’s wing restroom.)

2. If food is served, please bag up garbage and put in large trash bins in the kitchen.

3. Wipe tables down with disinfecting wipes. (A container is in each classroom.)

4. Please return tables and chairs to original location or set up.



















