FIRST PARISH CHURCH IN BEVERLY

GUIDELINES REGARDING USE OF FACILITIES

(Please Note:  These guidelines do not apply to use

of the facilities for weddings, funerals and memorial services.

Separate guidelines and fee schedules are available from the church office.)

Church space is available to individuals and groups for purposes consistent with the principles and goals of First Parish Church in Beverly, Unitarian Universalist.  Space usage is assigned on a first-come, first-served basis at times when no service or Church event is scheduled.  Any person or group who would like to use space in the Church is required to fill out and sign a “Building Usage Agreement” form.  

NOTE:  The minimum rental period is three hours.  The three-hour minimum rental period covers both facility rental and the sexton fee.

A two-tiered rate structure is in place:

A. Non-profit Groups (must be registered 501-C(3))

B. For-profit Groups

Active members of the Church are not charged for use of the Church building when they are using the space for church-related business or for non-profit functions.  If a member reserves space in the Church for a function that is for-profit, then the for-profit pricing will apply. If an active member wishes to use the Sanctuary for the purposes of a non-profit event during the winter months, there will be no charge, but an appropriate donation to the Church to cover the cost of heating the Sanctuary will be greatly appreciated.  An “active member” is defined as a member of the Church who has signed the Membership Book and is currently contributing to the Church either financially or through volunteerism on a regular, monthly basis. 

FEE SCHEDULE

To reserve space at the Church, a party (members and nonmembers alike) must fill out and submit a “Building Usage Agreement” to the Church office.  This form details the date(s) and time(s) of the rental and all areas of the church to be used.  The “Building Usage Agreement” requires the renter’s signature confirming that these regulations have been reviewed and will be abided by.  

Upon receipt of this Agreement, the Administrator will determine if the requested space is available at the time requested and, with the help of the Parish Committee, will decide if the requested rental is an appropriate use of church space. If the space is available and the use appropriate, the Administrator will “pencil in” the event and send to the renting party a confirmation letter which sets forth what the charges will be for the rental, and requesting a deposit of $25.  (If the rental is by an active member there is no deposit required.)  This deposit must be received at the Church Office within ten days of the mailing of the confirmation letter.  If the deposit is not received in that time period, the event will be erased from the calendar.  Full payment for the rental is due two weeks prior to the scheduled event.  If space is not available and an alternate date cannot be arranged, the “Building Usage Agreement” will be destroyed.

The Fees are as follows:

	
	Per Hour

Hale Hall

Minimum 3

hours
	Per Hour Sanctuary

Minimum 3

hours
	Flat Fee

Kitchen


	Per Hour

Small Room

Minimum 3

hours
	Per Hour

Sexton Fee

Minimum 3 hours*
	Refundable

Security Deposit

	Not-For-Profit
	$20.00
	$75.00
	$25.00
	$10.00
	$25.00*
	$100.00

	For Profit
	$35.00
	$100.00
	$35.00
	$15.00
	$25.00*
	$100.00


*$25.00 per hour ($75.00 minimum) applies when the Sexton is required to perform only “normal” duties as spelled out below under “Sexton Fees.”  Any time a rental requires Sexton duties above and beyond this normal scope, a $100 flat fee will apply for the first three hours.  The regular $25-per-hour sexton fee will be applied to additional time incurred after the three-hour minimum rental period.

NOTE:  A rental period begins when the renting party enters the building and ends when the renting party, or the last person, leaves.  This includes rehearsal time, setup and breakdown time, and time required for moving instruments and other equipment in and out of the church.

SEXTON FEES

ALL SEXTON FEES ARE PAID DIRECTLY TO THE SEXTON ON OR BEFORE THE DAY OF THE RENTAL.  

Anyone who pays to rent church space is required to pay a Sexton fee of $25.00 per hour, for a minimum of three hours.  The Sexton will: open the Church and turn on lights and heat, turn on and adjust sound system as needed, remain in the building through the entire event, clean up the space used, dispose of the trash, vacuum and sweep floors, shut off lights and sound system and reset the heating system and lock up the church after the event.  It is the renter’s responsibility to wash and put away dishes and equipment used in the kitchen.  Renters will not be allowed to bypass the Sexton fee by volunteering to perform the above-listed duties on their own.  Active members who use Church space free of charge are expected to prepare the space themselves and clean up following their event, returning the space used to the condition it was in when prior to the event.  

If a renter requires the Sexton to perform duties beyond what is listed above, there will be a flat $100 Sexton fee for the first three hours, followed by the regular $25-per-hour sexton fee for any additional time incurred.  An example of duties not listed above would be movement of furniture, such as the setting up of chairs at the back of the Sanctuary.  As above, a renter will not be allowed to bypass this Sexton fee by performing these duties on their own.  

CONTINUING USE DISCOUNT

Any individual or group who rents a part of the church on an ongoing, continuing basis will receive a fifty-percent discount off the above rental and sexton fees.  To receive this discount, the rental must be for at least four dates (e.g., once/month for 4 months in a row, once/week for 4 weeks in a row).  

DAMAGE DEPOSIT

Anyone who rents space in the Church is required to make a $100 security deposit two weeks in advance of the scheduled event.  This money will be paid separately from the rental fees.  The Church Administrator will hold onto this check and upon completion of the rental will determine if any damage has been incurred or any overtime charges accrued which require use of the security deposit.  If none has occurred, then the check will be returned to the renter.  If damage or overtime have occurred which require use of the deposit, the renter will be notified immediately.  Any active member who holds an event to which the general public is invited is required to make a $100 security deposit. This rule applies for free of charge and paid rentals by members.  Anyone who stays significantly over the amount of time agreed upon in the Building Usage Agreement will forfeit the security deposit.

MUSICAL INSTRUMENTS

The use of in-house instruments is by separate arrangement with the Director of Music.  

PUBLIC ADDRESS SYSTEM

Use of the PA system in the Sanctuary for any event is allowed ONLY under the guidance of the Sexton or qualified representative of the Church.  

CANCELLATION

If an event is cancelled two weeks or more prior to the scheduled event, the renter will be refunded 100% of the deposit made.  If an event is cancelled less than two weeks prior to the scheduled event, a service charge of $15 will apply.  In the event of severe weather, we will refund the entire sexton fee and all building usage fees with the exception of a $15 service charge, provided the event is cancelled prior to 9:30 a.m. on the morning of the event.  If the event is cancelled after 9:30 a.m. due to severe weather, we will make every effort to provide an alternate date for your event.  If the event is not rescheduled, we will retain half of the building usage fee and half of the sexton fee.

ALCOHOL AND TOBACCO POLICY

Alcoholic beverages are not permitted at any event covered under these Building Use Regulations.  This prohibition applies to all for-profit and not-for-profit events, whether run by nonmembers or active members.  There is no smoking allowed in the Church building.  

BALCONY

Use of the balcony under any circumstances is prohibited.

FIRST PARISH CHURCH IN BEVERLY

UNITARIAN UNIVERSALIST

225 Cabot Street

Beverly, MA  01915

(978) 922-3968

BUILDING USAGE AGREEMENT


Please refer to the Guidelines Regarding Use of Facilities before filling out this agreement.

Your Name __________________________________ 
Contact Phone #


Address ____________________________________________ 
Zip Code 

Name of Organization:______________________________________  Non-Profit? 


Type of Program/Event 

# of Participants ______  Will Participants be Charged?  ______  How Much? 

Desired Date(s) and Time(s)__________________________________________

(Include in your time any set up time, breakdown time, or rehearsal time you will require.)

Room(s) to be used:
Sanctuary
_____ hrs. @ 
 per hr. = $

(3 hour min., except for kitchen)
Hale Hall
_____ hrs. @ 
 per hr. = $


Kitchen
_____ 
 $


Dir. Of Music Office
_____ hrs. @ 
 per hr. = $


Classroom
_____ hrs. @ 
 per hr. = $


Sexton fee*

 hrs. @    $25
 per hr. = $


*Sexton fee is paid by separate check to Paul Derrivan

Will you be moving any musical instruments or equipment



in or out of the church for this event?
Does your organization have liability insurance?




If yes, please provide us with a copy of your insurance
binder or policy.
Will you require the Sexton to perform any duties above and


beyond those described as “routine” in the Building Use 
Regulations and below?  If yes, please describe what work
you require.  Additional fees will be incurred (see rental agreement).
(Routine duties are:  open the Church and turn on lights and heat, turn on and adjust sound system as needed, remain in the building through the entire event, clean up the space used, dispose of the trash, vacuum and sweep floors, shut off lights and sound system and reset the heating system and lock up the church after the event.  It is the renter’s responsibility to wash and put away dishes and equipment used in the kitchen.)

I HAVE READ THE FIRST PARISH CHURCH IN BEVERLY “GUIDELINES REGARDING USE OF FACILITIES” AND AGREE TO ABIDE BY THE RULES AND PAY THE FEES AS SET FORTH THEREIN.  

Your Signature 

Date:



Rev: 11/2010


