 COMMON GROUNDS
USAGE POLICY
As of January 1, 2024

The church’s Common Grounds area is available for use for members in Good Standing of Matthew Road Baptist Church.  The kitchen in Common Grounds has a sink, microwave, stove, and counter space for the cleanup of dishes.  There are, also, tables and chairs available for use.

KITCHEN AREA USE GUIDELINES
1. Dishes, flatware, cooking utensils, pots, pans, trays, pitchers, etc. should be washed, dried and returned to their assigned location.
2. Report damaged or broken items to the church office.
3. Do not remove kitchen equipment, dishes, utensils, etc. from the church premises.
4. Empty trash containers after each event.  Replace trash can liners.
5. Wipe down counters and appliances.
6. Clean and wipe down sink.
7. Sweep kitchen floor after each event.  Mop as needed.
8. [bookmark: _GoBack]Checking the restrooms that are clean and trash taken out.
9. Wipe down tables with clean dishtowel and a soap and vinegar cleaning mixture.
10. Do not put trash cans, mats, or other unsanitary items on the countertops or work surface.

OTHER IMPORTANT INSTRUCTIONS
1. No alcohol may be served or consumed on church premises.
2. No smoking is allowed in any room in the church facility.
3. No red punch may be served.
4. Nails, tacks, staples, pins, tape, etc. should not be used on walls
5. If candles are used in decorations, they must be flameless, battery operated candles
6. Church properties should be left in the condition in which they were found.



FEE SCHEDULE

COMMON GROUNDS USAGE FEE				$  50.00

CASH DAMAGE DEPOSIT					$100.00

The “damage deposit” is returned to the paying party within one week after the event if there is no damage to the facilities and provided all policies are followed.
















COMMON GROUNDS
USAGE AGREEMENT

I/We have read the Common Grounds policy and agree to abide by the instructions and costs set forth therein.  Also, I/We will complete payment for usage of Common Grounds not later than 30 days prior to the date of the event.

Date Requested:			____________________________

Time:					____________________________

Please describe in detail the use of the space:
_________________________________________________________________   

Name:
___________________________	  		_____________________________ 
Print Name						Signature
___________________________ 		_____________________________
___________________________			 Date
Address						
___________________________ 		Email:_______________________	
Phone 


Staff Member in charge of unlocking/locking:________________________________ 




FOR OFFICE USE ONLY

Common Grounds Usage Fee		$________________

Damage Deposit				$________________


		TOTAL FEE			$________________


Damage Deposit

	Charges for damage		$________________

	Amount Returned			$________________
	  Date:_______________


Common Grounds Inspected

_____________________________  
Staff Member

_____________________________ 
Date
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