Date: February 1, 2008

To: 
Users of the Knox Presbyterian Church of Kenmore, NY,   Building and Grounds

From: Knox Board of Trustees

Re: 
Knox Building Use Policy

It has always been Knox's intent and desire to make our building available to community groups. Requests for use of the building must be made through the Building Use Coordinator, Call the Knox Church office at (716)873-2423 for information and forms.
A "BUILDING USE AGREEMENT" and all other pertinent forms must be signed by a responsible adult, 21 years or older, who, as a representative of the group requesting use of the building, agrees to abide by the guidelines as set forth herein. This policy is applicable to KNOX members and nonmembers for use of the building outside of KNOX purposes (defined as: regularly-scheduled or special events sanctioned by the Board of Trustees and/or directed by the minister or a KNOX Church committee).

Fee for Building Use: Refer to the Building Use Agreement Form.  The person responsible for use of the building will provide a deposit as defined in the Use Agreement Form. The deposit will be refunded when the conditions of the agreement are met. Any deviation from this policy must be approved by the Board of Trustees prior to the event.

Groups unable to use the property responsibly will not be permitted continued use. 

Accordingly, all users agree to abide by and hold their group accountable to following the terms of building use outlined below:
1) Only those rooms designated on the "Building Use Agreement" will be used.

2) Premises shall be left in clean and orderly condition; with chairs and podium arranged as directed by the Building Use Coordinator (a diagram will be provided). Kitchen spaces and items used must be cleaned before departing.


3) Damage or disarray discovered upon first entering the building must be brought to the immediate attention of the Building Use Coordinator. It is appreciated if any safety concerns or damage discovered while using the building, is also reported.
4) Turn off all lights, fans, water and appliances that you turned on unless you have been specifically directed otherwise by the church custodian or building use coordinator.  Please do not change or adjust any heating or air conditioning thermostat without prior instructions.  All outside lights are automatic.

5) Use only the entrances agreed to in the agreement. An electronic key will be provided to the North East Handicap entrance Door.  The key will only be activated for the period of time you have been approved for.  A key deposit of $10 is required and will be returned when the undamaged key is returned to the office or Building Use Coordinator within one week following the use of the building. 

6) Any materials left behind will be regarded as abandoned property.

7) Do not move any church materials or furniture from one room to another.

8) No equipment and supplies belonging to KNOX are to be used unless prior approval has been received from the Building Use Coordinator.

9) Youth and children's groups must have suitable adult supervision. Those in charge are to remain in the building until all members of the group have vacated the premises and have a known means of transportation home.  Any violation of this, your permission will be revoked; forfeiture of all deposits and your organization will be billed $500.


10) SMOKING or use of Alcohol or illegal drugs IS PROHIBITED EVERYWHERE IN THE BUILDING and all church property, including the parking lot. The “Accountable User” is responsible for confronting any individual violating this rule with the knowledge that complete revocation of the entire groups building use privileges are at risk. 

11) Political advertising will not be displayed on KNOX grounds.

12) Outside activities must be confined to the church property and not be allowed to spread to neighbor’s lawns or sidewalks.  

13) The KNOX building and grounds shall not be used for any activity which violates city, county, state or federal law.

14) The KNOX building shall not be left unattended while unlocked.

15) The KNOX building exists primarily for use of Christian Fellowship. In the event that the Church should need the building for its own use (example: memorial services), you will be asked to relinquish your time for that occasion and fees will be refunded or waved. We are pleased to make our facility available to community groups. Future needs might necessitate a re-arrangement of schedules, room assignments, etc. We will try to give users ample time to adjust their times and programs. 
16) In the event the user needs to reschedule, cancel or does not use the scheduled time provided, one month prior notice is required or user forfeits their fees. 

17) If your group uses this facility for regular meetings, this memo should be read to your group at least once each quarter. You will be responsible for your group's compliance to the above guidelines. Knox Church reserves the right to terminate this agreement if parties fail to comply with the guidelines.

Your accepted building reservation will be posted on the Building Use Calendar, and may appear on the KNOX web site (www.Knoxchurchbuffalo.com).

Thank you very much for your concern, help and cooperation.

The KNOX Building Use Coordinator is:          Rick Rife          (effective 02/1/08)

I Agree to all of the above:  Signature: _____   ________________ Date: ___________

(Please print or type below)

Responsible Party (21 years or older):                                                                .
Address:                                                 .   City:                      .  State: NY   Zip:              . Daytime telephone:                                 . Evening telephone:                                         .

RETURN TO THE BUILDING USE COORDINATOR

KNOX PRESBYTERIAN CHURCH OF KENMORE, NY 

2595 Elmwood Ave Kenmore, NY 14217

Telephone: (716)873-2423 Web page: www.knoxchurchbuffalo.com
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