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Building Usage: Key Control/Room Maintenance Guidelines

The following guidelines have been established to control access to all rooms of the church; to ensure the care of all rooms; to prevent liability and ensure overlaps in booking are prevented.  

Rooms:

· ALL rooms (including the kitchen and fellowship hall) will be locked.  They will only be opened for the following purposes:

· As requested and given permission for use on the Facilities Request form(for general public and membership) and the Ministry Support form( for ministry staff)  by the Minister  of Operations. 

· For Sunday services.

· For Cleaning.

· There are common meeting areas (Youth Lounge and Vestibule) that are readily available.  
· Banners, posters, etc. may not be hung in halls, lobbies(vestibules) or other common areas without prior consent. 

· All rooms used must be returned to their original state if changes are made (please refer to ROOM SET UP Poster on the wall in each room)1.
· All classrooms and kitchen will be unlocked on Saturday by the cleaning team prior to Sunday Services.
· Pantry and adjacent HVAC rooms are to be locked at all times.  Access is only to be gained by necessary personnel (Office staff, Pastor, Deacons, Cleaning Crew, Outreach & Evangelism and Hospitality teams).  

· Please do not use stick pins, tacks, nails or glue to affix posters or other items to the walls.  Tape may be used but with care not to cause visible damage to the walls.  

· Blinds may be opened and closed but do not let up or down to avoid damage to the individual parts of the blinds.  

· Please do not leave Bibles, crayons, or any other objects on the window sills in any rooms.  This causes clutter and there are plentiful storage spaces in all classrooms.  

· Please do not use handwritten signs as directional signs or markers.  Please utilize the copier room PC to create needed signing with our St. James Template (St. James template icon is on the desktop).  

Keys:

· Keys to each room are provided in the Key Box2.  The Key Box is located in the Supply Room across the hall from the receptionist’s office.  Please be aware there is ONE key for each room in the box!  The key must be used for its intended purpose and immediately returned to the Key Box.  If a key is missing, that particular ministry will be charged to replace it3. 
2There is no key in the Key Box for the Pastor’s, Administrator, Receptionist or Operation’s offices.  These keys are on the master key system and only the Pastor, Administrator, Receptionist and Minister of Operations has access at any given time.  

3For example, if the key to unlock a classroom turns up missing Christian Education will be charged, unless another ministry was using it for a meeting, then that ministry will be charged for the missing key.    
