Pentecostals of Billings
BUILDING POLICY

GENERAL
1. We ask that our buildings and grounds be treated with respect as the Lord’s house.
2. Classrooms, closets, and offices should be locked when not in use, if possible.
3. Only authorized persons may operate the sound and musical equipment.
4. No running in the building.
5. No littering inside or outside. Put all trash in the trash cans inside or in the dumpster outside.
Do not leave trash bags on the ground outside.
6. No use of offices, classrooms, equipment, or supplies without permission.
7. No removal or adding of furnishings or décor without authorized permission.
8. All lost-and-found items are placed above the coat rack.
9. If your ministry or group has storage space in the storeroom, use only your designated area and do not clutter the floor. Do not use your space for personal items, but only for specific departmental items. Do not remove things already stored to make room for yours.
10. Event decorations are welcome on the tables; nothing is to be attached to the walls.


SAFETY
1.	Immediately report to the pastoral staff any safety hazards, whether indoors or outdoors.
2. Immediately assist, warn, and report any small unattended children near the parking areas and any unattended children near the street.
3. No child should be outside unless for a designated event and/or with parental supervision.
4. First-aid kits are available on the wall inside the kitchen.
5. The church is equipped with fire extinguishers and emergency exits at various visible locations. These systems are checked professionally on a regular schedule.
6. In the event of an active emergency that requires police assistance please call 911.
7. Do not store any flammable items in or near the building.
8. Do not store any poisonous, corrosive, or polluting substance anywhere except by approval, in an appropriate container.

FOOD AND DRINK
1. Eating and drinking are allowed only in the following areas:
a. Fellowship Area
b. Classrooms: supervised snacks, followed by cleanup.
c. Nursery: bottles, water, crackers, and plain cookies, followed by cleanup.
d. Offices: designated areas for office workers.
e. Conference Room
2. No gum chewing in the sanctuary.
3. No tobacco, illegal drugs, or alcoholic beverages on the premises.
4. After serving food or drink, wipe tables and chairs and put them away and vacuum or sweep the floor as needed.
5. Food and drink should not be stored in the refrigerator after use. It should be thrown away or taken home. Food or drink left at the church will be thrown away or used.
6. [bookmark: _Hlk32398725]Red drinks are never to be served as red dye is impossible to get out of carpet and tile.
KITCHEN POLICY
 
1. Dirty dishes. 
Do not leave dirty dishes in the sink or on the counter. The person using any item, such as a spoon or a coffee maker, should wash it and return it to its proper place. 
2. Personal dishes. 
Label all personal dishes you bring to a church function and take them home at the end of the function. If any dishes are left, they will of necessity be washed and then placed on the counter. Please take them home as quickly as possible. If any are left for an extended length of time, they will be placed in the cabinets or discarded if there is a lack of space.
3. Refrigerator and Freezer. 
Do not put personal items in the refrigerator or freezer except to preserve them during a service. Be sure to remove them after service. For some ministry and other special events, it is understood that food or drinks need to be stored for a longer time; in these circumstances, please clearly label the food and drinks to prevent them from being used or thrown away. After the event, please take home any unused food or drinks; otherwise they will be discarded.    
4. Food and drinks. 
Do not leave them on the counter except while serving. Take them home or place them in the refrigerator while serving and then take home.  
5. Cleanup. 
Clean up all spills immediately. Each ministry or other user should sweep the floor after each function. Mop the floor if it has been soiled and wipe down appliances, counters, and cabinets that have been soiled. If you use the oven, be sure to wipe it out if there are spills or crumbs.  Use only non-abrasive cloths when cleaning. Avoid steel pads, wire brushes, or scrapers. Generally, when you need to clean the front of the appliances, water and dish soap should be sufficient. 
[bookmark: _Hlk32400213]6. Supplies. 
If the quantity of any items is low, please note it on a copy of the supply list behind the west kitchen door and put it in the black box near the foyer.
7. Dishcloths. 
Put them in the bin or place on the counter (behind the kitchen door) to be washed.  
8. Do not remove any item from the kitchen unless it belongs to you. 







MEMBERS APPLICATION FOR USE OF FELLOWSHIP ROOM AND/OR KITCHEN

NAME: __________________________________  PHONE:____________________________

ADDRESS____________________________________________________________________

DATE REQUESTED: __________________   TIME FRAME:   ________________________

PURPOSE OF GATHERING: ____________________________________________________

APPROXIMATE NUMBER OF TABLES NEEDED: ____________       CHAIRS: __________

 

FEE SCHEDULE:

Custodial service and accessibility…………………………………$100.00
Sound technician (if needed)………………………………………...$ 50.00


1.All events are subject to calendar approval by the pastor.
2. Blackout dates apply.  No events may be scheduled on Easter weekend, Thanksgiving weekend, or from December 15-January 3.
3. Fees do not include setting up or taking down of tables and chairs.
4. 50% of the fee is required to reserve a date; remaining balance is due 10 days prior to the event.
5. In event of a cancellation all fees are refundable if cancellation is made 3 days before the event.
6. Fees do not include the use of kitchen for food preparation.  Kitchen may be used for warming and serving only.  No kitchen supplies may be used, such as paper plates, napkins, cups, etc.
7. Anyone using the Fellowship Area must obtain a copy of both the Building & Kitchen Policy.
8. It is assumed that events, including setup and cleanup, will not exceed 4 hours.  If more time is needed this should be discussed with the pastoral staff before making the reservation.
9. No alcoholic beverages or chewing tobacco are to be used on the premises.
10. No food or drink is allowed outside of the Fellowship Area.
11. Decorations are limited to arrangements on tables.

NOTE:  If delivery of food, equipment, or other items is required the user must arrange to receive them and store them in an approved area.




Date:______________________Signature:_________________________________________







NON-MEMBERS APPLICATION FOR USE OF FELLOWSHIP AREA AND/OR KITCHEN

NAME:_____________________________________PHONE:____________________________

ADDRESS______________________________________________________________________

DATE REQUESTED_________________________TIME FRAME: _______________________

PURPOSE OF GATHERING: ______________________________________________________

APPROXIMATE NUMBER OF TABLES NEEDED: ____________       CHAIRS: __________



FEE SCHEDULE:

Custodial service and accessibility…………………………………$300.00
Sound technician (required if music is desired) …………………...$ 50.00


[bookmark: _Hlk32856690]1. All events are subject to calendar approval by the pastor.
2. Blackout dates apply.  No events may be scheduled on Easter weekend, Thanksgiving weekend, or from December 15-January 3.
3. Fees do not include decorating, setting up, or taking down of tables and chairs.  
[bookmark: _Hlk32912750]4. 50% of the fee is required to reserve a date; remaining balance is due 10 days prior to the event.
4. In the event of a cancellation 100% of down payment will be refunded if cancellation is made 30 days prior to the event.  Any cancellation after 30 days is non-refundable.
5. Fees do not include the use of kitchen for food preparation.  Kitchen may be used for warming and serving only.  No kitchen supplies may be used, such as paper plates, napkins, cups, etc.
6. Anyone using the facilities must obtain a copy of both the Building Policy & Kitchen Policy.
7. It is assumed that events, including setup and cleanup, will not exceed 4 hours.  If more time is needed this should be discussed with the pastoral staff before making the reservation.
8. No alcoholic beverages or chewing tobacco are to be used on the premises.
9. No food or drink is permitted outside of the Fellowship Area.
10. If delivery of food, equipment, or other items is required the user must arrange to receive them and store them in an approved area.
11. Decorations are limited to arrangements on tables.







Date:______________________Signature:_________________________________________
