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United Methodist Church

BUILDING USAGE GUIDELINES

Please keep these Guidelines to reference while using the facilities.

ROOM CANCELLATION GUIDELINES
It is the responsibility of the Group Contact person to notify the Facilities Manager at 813.689.6849,
ext. 205, and/or the office staff to cancel, or make any changes, to the original room request. If the
room is no longer needed, additional, or less space are needed, please contact the Facilities Manager
and/or the office staff, as you are only to use the room you have been assigned.

BUILDING GUIDELINES
e Sanctuary
No food or drink (except water) is allowed in the Sanctuary
e Family Life Center
o Kitchen: Do not leave food in the refrigerator. When you bring food in, please take it all out
when you leave. Empty coffee grounds and rinse coffee pots. If appliances, other than the
coffee makers, are being used, a Kitchen Coordinator will be assigned to your group, and must
be present to supervise. Linens, China, Glassware, and Silverware are not to be used by any
outside group events
o Sound Equipment: If sound equipment is to be used, an SAUMC, trained, A/V Technician will
be assigned to your group
o Stage Equipment: If stage equipment is to be used, it must be returned to its original state and
place

GENERAL USAGE GUIDELINES

e There will be no unattended children and youth (ages 17 and under) in the buildings or outside the
building at any time. This includes before, during, and after scheduled group times. ONLY preschool-
aged children (ages 5 and under) are allowed on the playground and must have an adult present

e All groups must put their trash in the provided large trash receptacle in the building in which was
utilized. This includes paper, food, drink, craft material, etc. If you know you are having drinks, or
food, in the trash, please double bag your trash. Extra garbage bags should be found in the bottom of
the trash can. Dispose of large amounts of trash in the dumpster located at the north east corner of
the Family Life Center.

e Groups may use the Dry Erase Boards, and must provide their own dry erase markers. Boards should
be damp cleaned after use. Do not write on corkboards

e Tables and chairs should remain in the room in which they are being used. If they are moved, you
must return them to the original room. Please do not drag tables across the floor.

e After group is finished, please leave the room set up according to the diagram posted on the wall
near the light switch. If no diagram is posted, please leave room as you found it when you entered

BUILDING USAGE GUIDELINES V:21.05.28
3315 Bryan Road | Brandon, FL 33511 | SAUMC.NET | 813.689.6849



SI. ANDREW'S

United Methodist Church

Turn off all lights and close all doors when you leave the room
If you reduced the thermostat temperature, please return the temperature to 81° (for air conditioning)
or to 65° (for heating) when you leave
All activities must end by the time allocated on the application, unless the coordinator is on site, and
accepts responsibility for securing the facility. All custodians are scheduled according to usage, and a
computer schedule is created for external door locks for the allocated time. Once doors are locked, a
custodian must be available for re-entry.
Groups are responsible for immediate cleanup of any food or drink
Groups are responsible for immediate cleanup of any spills. This includes spills on carpet as well. If a
spill occurs that cannot be cleaned up without assistance, promptly call your Group Coordinator, or
call the church office, and leave a detailed message.

Cleaning supplies are located in these areas, for your convenience:

o Sanctuary —in the Men’s restroom closet.

o Children’s Center — in the closet by the Preschool workroom and in Girl’s restroom

o Family Life Center — in the corner of the dishwashing room

o Disciples Hall — 2™ Floor, janitorial closet

o Powell Hall — closet next to the Girl’s restroom
The Kitchen and Barbecue Pit equipment and supplies may not be used without prior approval. The
request for these facilities must be made at the time or your original Facility Request. Any group using
the kitchen must leave the space clean. Cleaning supplies are located in the kitchen
The only smoking area is at the Barbecue Pit area. NO SMOKING IN ANY AREA OTHER THAN THE
BARBECUE PIT AREA
Alcoholic beverages are not permitted on SAUMC property

PARKING

Parking is available only in designated areas. Do not park along the east and west sides of the FLC.
These areas are for loading and unloading ONLY.

REPORTING

ACCIDENTS

In the event that someone is hurt during a function (no matter how small), please contact your
Coordinator immediately, to complete an incident report.

CONDITIONS

Please report problems or unsatisfactory conditions to your Coordinator. Should you need to speak
to someone other than your Coordinator, please call the Facilities Manager during regular business
hours.

The use of SAUMC facilities implies that a group will comply with all Policies and Guidelines governing their
use. If at any time those policies and guidelines are not followed, use of the facilities will be terminated,
and no refund will be given. Once building use privileges are revoked, the only appeal will be at a meeting
with the Board of Trustees.
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