Convergence: A Creative Community of Faith

1801 N. Quaker Lane &1819 N. Quaker Lane
Alexandria, VA 22302

Space Use Policy, 2012

Procedure and Policies for use of Convergence Buildings and Property:

Building use requests should be made as far in advance as possible, but at least two weeks in advance of the date desired. Please allow 3-5 business days for review and processing of any space requests. 
Building will not normally be available for large meetings or events on Saturday evenings past 10:00 pm and all day Sunday, with exceptions allowed at the discretion of the Convergence staff.  

Requests can be made by e-mail to space@convergenceccf.net using the Space Use Request form or with the following information: 

· Name of Group 

· Dates, Days, Start and End Time  

· Number of people expected 

· Contact person's name, email address, address and phone number 

· Purpose of meeting 

· Specific space to be used
Groups or persons who are given the privilege of using these facilities will be held accountable for any damage to the facility or personal injuries incurred during their use of the premises, and will be charged for damages incurred.

All activities shall have one contact person who will be notified if the request is approved or denied. The contact person will be asked to sign a written agreement before they are given keys.
The contact person is responsible for opening and closing the building and for oversight of the facility while in use, including the following: 

· Set-up, tear down and clean-up of area(s) used for their event. 

· Leaving the building clean and in order. All areas, including restrooms, kitchens, parking areas and nearby lawns, must be restored to original condition or better (swept and vacuumed).

· Dispose of garbage properly: bins are located within the playground area to the left. Replacement bags should be at the bottom of each can. Please replace and tie off.
· For events over 75 people, or poor clean-up, you will be charged a cleaning fee.

· Thermostats are set to energy-saving temperatures and are locked. Please have guests dress appropriately. In warm weather, turn off window A/C units before exiting building.
· Please turn off all lights (including restrooms), except emergency lights.
· Observe the smoking, alcohol, and safety requirements below.
Smoking, Alcohol, and Safety Requirements:
· Smoking is prohibited inside of Convergence buildings. Please be sure to use proper disposal of cigarettes outside. 
· Alcoholic Beverages are prohibited unless pre-approved and temporary license secured.
· Safety and health of participants are the responsibility of the group or organization using the building or sponsoring the event.
· Whenever anyone under the age of 18 years old is present there will be appropriate adult supervision at all times by an adult approved by the church staff.

· A liability waiver statement or evidence of liability insurance is required from outside organizations using our buildings. 

· A Convergence Member may be required to be present for the duration of events, and a surcharge may apply.  
· Users are requested to provide advance copy of any advertising before it is published.

Final decisions about Convergence building use remain with the Staff.  Advisory Team may be consulted on larger contracts.
Requested Donations: 
Organizations using the building will be asked to make a donation to defray the cost of utilities, custodial services and supervisory services. This donation must be made before or on the date of the event, unless other arrangements have been made in advance with the Space Coordinator. Checks should be payable to “Convergence” and should be given to the Office prior to the activity or event.
Deposit: 
A deposit will be requested before any event is officially booked. The amount of the deposit will be ½ of the total amount due and will be required to secure the date of your planned event. This may be waived at the discretion of the Facilities Coordinator.
· Failure to give 30-day notice to the church office of cancellation of an event will result in the forfeit of the Deposit. 
Amenities per space usage:
· Usage may or may not include use of tables, chairs, pianos, and sound system, as specified in written agreement.

· Usage of the kitchen may or may not include use of all appliances, equipment, dishes, etc. Please specify what is needed. The kitchen must be returned to the condition as found or better.

In the event of last minute changes and/or weather related closures, Convergence will need emergency contact numbers for the responsible party. You may contact Pam Moyer at 571-278-7115 should there be an afterhours emergency. 
Any non-emergency facilities issues “post-event” should be reported to facilities@convergenceccf.net. 

I have read and understand the details of the Convergence Space Usage Policy, and agree to follow all procedures as stated.
______________________________________________   

______________
Signature







Date

