
 

COMMUNITY CENTER USAGE POLICY 

 
Our facility is cooperatively owned and shared by the members of Farmdale Baptist 

Church.  The policy for management of this facility is intended to ensure orderly access by first, 

the church program of ministries; second, members of the church; third, our local 

community.  Fees may be assessed in certain instances to cover full or partial expenses of an 

event. 

When you use the building, two general rules should guide you: 

• This building is a gift of God, and it represents the sacrificial giving of many people.  Use 

it joyfully for His glory, but do your best to take care of it. 

• When you are done using the building, remember that others will follow who also want to 

use it to minister to people.  Leave it in great shape, like you would want to find it if you 

were coming in to do a ministry! 

Below are more specific rules to follow: 

1. The ELDERS have the final approval for all facility usage.  The ELDERS will ensure that the 
appropriate staff and ministry leaders are involved as necessary regarding facility usage. 
The church office coordinates the forms and calendar and is the first point of contact for 
scheduling facility use.  Note: Even if the calendar is clear and shows an opening, does 
necessarily mean the request will be approved.  

2. Any potential user requesting use of the facility must fill out a Facility Use Form. The 
person filling out and signing the form is the responsible party.  By signing the form, you 
agree that you have read and will comply with the facility usage policy. 

3. Users are responsible for set-up and tear down of chairs, tables and any decorations 
(unless arrangements have been made in advance).  Decorations must be in good taste.  
Only painter’s tape may be used on the walls and all tape must be pre-approved by the 
church office.  Candles are not allowed in the building unless during Sunday Service, 
weddings, or birthday parties.  Drop cloths are required under burning candles (the cake 
will suffice for the drop cloth during birthday parties). 

4. In most cases a host is required for events at the church.  A host will open and close the 
building.  A host provides assistance as necessary to locate things you may need for your 
event.  Please indicate this on the facility use form and see the fee schedule at the end of 
this policy. 

5. If your group intends to use tables, chairs, and/or other equipment, we expect that they 
be returned to their original location after your event.  It most cases we require that your 



group representative contact the church office the week prior to your event for any 
special instructions.   

6. If your group generates any trash, you must take it to the dumpster after your event.   

7. The thermostat must be set between 65 and 72 degrees during winter months and 68 and 
75 during summer months. At the end of the event the thermostat must be returned to 
original setting. 

8. Bathrooms must be checked after the event to make sure all toilets are flushed and that 
no water is left running.  

9. All lights must be turned off upon exiting the building. 

10. Catering or cooking is allowed in the kitchen.  It is important to inform the church office 
prior to using the kitchen equipment and it is imperative that your group cleans up all 
dishes and puts the kitchen in pre-event condition when finished. 

11. Please protect the carpeted areas of the building and provide for drip protection in pour 
areas of your set-up.  No food or drink in the Worship Center during worship services, 
concerts and special events. Closable water bottles are allowed.  Any exceptions to this 
policy must be approved by the ELDERS.  

12. Smoking is prohibited in any church building and within 50 feet of any church building.  
Alcohol consumption is prohibited on all church property.  

13. Users must provide all paper products for a meal event, unless otherwise arranged. 

14. Tables and chairs are not allowed outside the church building unless specifically approved 
in advance in writing by the ELDERS.  

15. Insurance Certificates may be required. 

16. Users are responsible for costs associated with damages they cause and for proper 
supervision. 

17. Security:  Side exterior doors must remain locked at all times unless they are physically 
monitored by an adult. Doors must not be propped open, especially exterior doors.  

18. The church office will be responsible for:  

a. Notifying user once decision is made. 

b. Entering event on the calendar. 

c. Making any adjustments to the calendar with AP approval. 

d.  Coordinating pre-event meeting 

e.  Collecting all fees. 

Please direct all questions to the church office or ELDERS, (502) 366-1434. 

 
 
 



C. Fee Schedule 

Fees and donations help the church offset costs associated with groups using the facility.  The 
following are fee guidelines for events that are consistent with our strategy and vision.  Each 
request is unique and we welcome the opportunity to work with you and your group so as 
not to be cost prohibitive.  

Fee Schedule and Guidelines 

Community Center  
Rental Fee: $15/hour 

Video Technician: $50 minimum per event (Required for all events needing video.) 
 $10 per hour for each hour after 5 hours. 

Sound Technician: $50 minimum per event (Required for all events needing sound.) 
 $10 per hour for each hour after 5 hours. 

Event Host $50 minimum per event (Required for all events). 
 $10 per hour for each hour after 5 hours. 

 
Video and sound techs are supplied by Farmdale Baptist Church.  To get the best video and 
sound experience, only trained active members of the tech team may operate sound and 
video.  Exceptions to this policy are rare and require the approval of ELDERS (e.g. concert 
events that have professional techs). It is critical that to get the best results for sound and 
video that you plan to have the media prepared, ready and tested the day prior to your event.  
This can be discussed at the pre-event meeting.  
 
Per our Facility Use Policy, most events at the church will require the use of a host.  The host 
will 1) be thoroughly familiar with the Facility Use Policy; 2) attend pre-event meetings with 
the user.  This normally includes one phone meeting and one onsite meeting; 3) review all 
aspects of the event including room and equipment usage, access doors, parking and security 
procedures; 4) be present to open and close the building, and will remain onsite for the event. 
 
All fees are payable to Farmdale Baptist Church prior to your event. 
 
As you plan your event, the opportunity to consolidate the fees is available.  Our desire is to 
work with your group to make the event a success.  Requests for reduced or waived fees 
should be submitted in writing to the church office prior to booking the event. 
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