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BUILDING USE POLICY

The Building and Our Mission

The Church of the Incarnation exists for the glory of God and for the good of the city of
Harrisonburg, Virginia. Our building, located at 75 North Mason Street, is one of the
resources God has provided for us to pursue this purpose. Therefore, the bui|ding exists not
for our benefit alone. Commensurate with our mission, this document establishes guiding
princip|es for choosing which events will be appropriate and allowed in the bui|ding and on
Incarnation’s property, as well as |oo|icies and procedures tfo guide the rental and use of our

building.

Guiding Principles

1. The first priority for use of the bui|ding are the worship services of the Church of the
Incarnation. All events at the bui|ding must not imtringe upon this priority. Events that
mighf leave the bui|ding in an unsuitable condition for Worship must be scheduled in
order to allow sufficient clean up fime.

2. The second priority for use of the bui|ding are events sponsored by the church.

3. We are a Christian community. While some events at the bui|ding may not be exp|ici’r|y
Christian in nature, any event held on the church property must be compo’rib|e with our
mission and our Christian witness. Therefore:

e Events which promote human We||—being and a heo|+|’1y community are
appropriate.

e Events which promote beliefs and values contfrary fo those of our church are
not appropriate. For details, please refer to our Membership Affirmation and

The Thirty-Nine Articles of Faith.

e If alcohol is to be used at an event, it must adhere to our requirements.

Building Availability

Sundoys are reserved for our Worship services and other church meetings that occur
’rhroughou’r the day, so our bui|ding is not available Sundays.

To ensure that our loui|ding is reody for Sundoy morning Worship, ovoi|obi|i+y on So’rurdoy
evenings is on a case by case basis. It is preferob|e that So‘rurdoy evening events use an
upstairs classroom or mu|ﬂpur|oose room.

The Incarnation staff establishes the church schedule biormuo”y as follows:
e January through June

e July through December
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As such, events are not guoronieed until after the church schedule for the opp|icob|e
months has been established. Events put on the calendar before the schedu|ing date may
be subjec’r tfo rescheduhrig tfo give priority to church wide events. Firm dates may be gron’red
prior to this time, with prior 0pprov0|, for events such as Weddings. However, weddings may
not be reserved more than one year in advance.

Recurring Events

Recurring events will be considered on a case by case basis if ’rhey fall in line with our
guiding priricip|es‘ Representatives of the organization moking the request must meet in
person fo view the spaces and discuss a genero| |o|on after which staff will negotiate a
contract. This contract must be opproved by the Parish Council liaison and may be reviewed
by the Parish Council when necessary.

For profi’r businesses may be allowed to rent our bui|ding occosiono“y but we will not enter
info a contractual agreement for ongoing use.

How to Schedule an Event

Those wishing to schedule an event at our foci|i’ry must first read and understand our
Building Use Policy before submitting an application.

All requests for use of the bui|ding must send an email to church@theincarnation.org. They
will receive the Building Use Application and other necessary information.

If the total cost of the event is less than $500, your date will be secured upon receipt of full
payment. If your event cost exceeds $500, your event date will be secured when half the
cost of the event is paid. The remaining balance must be paid one week prior to the event.

A week prior to the event, schedule a walkthrough with our staff representative. Any
remaining fees will be due at the time of the Wo|i<’rhrough.

For |O|rger or more comp|e>< events, a consultation with the staff may be required after the
initial application is submitted.

The Church of the Incarnation reserves the right to collect compensation for any damage.
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BUILDING USE GUIDELINES

During your event

General guidelines
e Children must be supervised by adults at all times.
e Groups may access only the rooms/spaces they have reserved.

e Nails, tape, efc. for honging items on the Wo||s/cei|ir1g are not permir’red.

Elevator use

We have an e|evo’ror, located inside the Mason Street entrance, that can be
unlocked when necessary for events that are upstairs. Adult supervision is required for
children to use the elevator. Groups Wishing to use the elevators must make note on
the Bui/ding Use App/icorion if their group will need access to the elevator; otherwise
it will remain locked.

Tob|es, choirs, |inens, and tableware

e Tables and chairs are available for use. You can choose to set up and take
down tables and chairs on your own, or you can pay an additional fee to
have this done for you (when available). Please fill out the applicable section
in the Building Use Application.

e You will need to purchose or rent linens and tableware for your event.

Piano

The piano may not be moved without prior approval. If you would like to inquire
about moving the piano, please contact our staff at church@rheincomo‘rion.org after
your opp|ico‘rion has been opproved. Moving the piano without prior opprovo| may
result in a fee to have the piano ftuned or repaired, as improperly moving a piano
can cause it to come out of tune or be domoged.

Use of the Sound System

Sound equipment may not be used unless it is rented for such purpose. The sound
equipment may be used by one of our sound technicians, for which an extra chorge
applies. Should you wish to use the sound system, please fill out the applicable
section in the Building Use Application.

Art

There is usuo||y an art exhibit in the foyer and in the sanctuary. Please be mindful of
the artwork if you are setfting up tables and chairs, or if you have children in your
group. Do not touch, remove, or in any way alter the artwork or the way it is
disp|oyeo|‘ Church of the Incarnation reserves the righ’r to collect compensation for
damoge tfo any artwork during an event.
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e Food and non-alcoholic beverages

Food and beverages are welcome in our building. Please make note on the Building
Use Application if your event will have food or beverages. It is expected that your
group, or your caterer should you be using one, will provide all necessary food,
beverages, condiments, serving supplies, cups, plates, cutlery, napkins, etc. for your
event. Disposob|e and consumable produc’rs in the kitchen are to be used on|y for
church sponsored events. If the kitchen is being used, the checklist posted on the wall
must be comp|e’reo| when your event is over. All leftovers must be taken with you
when you leave. Please read the section below on trash guidelines.

Alcohol use

o All applicable laws pertaining to the use of alcoholic beverages must be
observed. At a church-sponsored event, one or more persons will be appointed
by the church office to ensure that all Responsibih’ries of the App|iccm‘r sef
forth by the VABC are followed. At an event not sponsored by the church, the
sponsor of the event will ensure that all Responsibih’ries of the App|icon+ sef
forth by VABC are followed. Church appointees and event sponsors must take
all reasonable steps necessary to prevent an impoired person from operating
a motor vehicle.

e Any alcoholic beverages consumed at any church-sponsored event or on
church property shall be consumed in moderation. Underoge drinking or
drinking in excess by any attendee is unacceptable.

e Prior to church-sponsored events where alcoholic beverages will be consumed,
the church will obtain the requisite opprovo| from the Virginia Department of
Alcoholic Beverage Control (VABC) if necessary. All other events where
alcohol will be consumed must obtain this VABC approval before their event.

e To defermine if an event requires a Banquet License, carefully review the
following guidelines from VABC's application for a Banquet License:
If all of the fo/lowing four criteria are met, then no license is needed (unless
required by /occ:/ify or foci/ify): (1) the event is private (ie., not open to the
pub/ic and not in a pub/ic p/oce); (2) money is not exchonged for alcohol or
otherwise; (3) the event is not held on a club or non-licensed restaurant
premises; and (4) alcohol purchosed for the event is not from a
wholesaler/distributor. In all other cases, a license is needed.

o It should be noted that instructions for ob’roining a license from VABC require
submission of the appropriate application no later than 12 days prior to the
day of the event to ensure odequcﬁe time for processing. For additional
information regarding Banquet and Banquet-Special Event licensing by
VABC, see www.abc.virginia.gov/licensing/banquethtm.

e Failure to comply with the VABC requirements could result in cancellation of
your event.
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After the event

e Rooms are to be returned to their origino| set up. At the end of your event, p|e0|se
follow the room specific checklist posted in various rooms.

o Any domoge done must be repor’red on the End of Event Checklist and delivered to
the church office by the end of the next business day after the event. The Church of
the Incarnation reserves the righf to collect compensation for domoges.

e Ensure that all |igh’rs are turned off when you leave, excepft for the ones that are
automatic. There are various light switches around the building, as well as motion
activated |igh+s in the stairwells and classrooms.

e Complete and return the End of Event Checklist to the staff at the end of your
event.

e We do not have a dumszreri Trash must be taken with you when your event is over.

Facilities manager

For larger or more complex events, a Facilities Manager, hired by Church of the Incarnation,
is required for the entire duration of the event, based on when you need access to the
building. The Facilities Manager will be available through your event, and secure the
bui|o|ing after guests have left. Facilities Managers are familiar with the bui|o|ing and
prepared to meet your foci|i‘ry-re|o‘red needs as they arise.

Guidelines for Using Specific Rooms

Foyer: Our Foyer can be used alone, or in combination with the sanctuary. As its own space,
it is suitable for a smaller group to goTher, either at tables, chairs, or s’ronding and ming|ing.
There is space in the foyer that is suitable to set up buffet tables for food. The kitchen is
convenienﬂy located off the foyer. An art exhibit is usuo||y disp|oyec| in our Foyer. Please be
mindful of the art and take care not to not touch or move it.

Sanctuary: When arranged in theater style, the maximum capacity of our sanctuary is 324
peop|e. Chairs can be removed and tables set up, should you prefer that |oyou’r. The
sanctuary can also be vacant (no tables or chairs). An art exhibit is usually displayed in our
sanctuary. Please be mindful of the art and do not touch or move it in any way. The
communion table, on the stage, may not be used as a prop or decorated in any way.

Kitchen: Disposable products, other than cleaning products and paper towels, are to be
used only for church sponsored events. Please do not consume any food or drink from the
kitchen without prior permission. Kitchen specific directions can be found on the check list
poerecI on the wall by the door, which is to be comp|e+eo| when your event is over.

Conference Room: Our conference room table easily seats 12 people. It is located upstairs in
our office space and is ideal for smaller meetings. If you have food or drink in this room,
p|eose clean up any crumbs, wipe any spi||s, and throw away all trash.
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Mu|’ripurpose Room: Our mu|ﬂpurpose room is upstairs and has an occupancy of 50 peop|e.
There is a TV in the room, as well as a long counter space with a sink. Room-specific
directions can be found on the check list posfed on the wall, which is to be comp|e+eo| when
your event is over.

Nursery: Our nursery is ideal for infants and young toddlers, but can be used for other ages,
too. The room has a |orge counter and a sink. Adult supervision is required when the nursery
is used for the care of children. All furniture and foys are to be put back in their proper
location when your event is over. Please return the room to the way you found it. Room
specific directions can be found on the check list posred on the wall, which is to be
comp|e’reo| when your event is over.

Toddler Room: Our toddler room is ideal for toddlers and young children, but can be used
for other ages, foo. The room has a counter and sink, as well as a connected bathroom with
a child sized toilet and sink. Adult supervision is required when the toddler room is used for
the care of children. All furniture and toys are fo be put back in their proper location when
your event is over. Please return the room to the way you found it. Room specific directions
can be found on the check list posted on the wall, which is to be completed when your event
is over.

Classroom(s): We have one classroom that is not permonenﬂy furnished, but can be used
with tables and/or chairs. We have two other classrooms that are infen’riono”y set up, with
great attention to detail, and are used for our Sunday morning children’s ministry programs.
Should those rooms be used, p|eose ensure you have returned each item to its origino| p|oce
and take great care to return the room to the way you found it. Room specific directions can
be found on the check list posted on the wall of each classroom, which is to be completed
when your event is over.

Bathrooms: There is a men’s and women's bathroom on the first floor by the elevator. There
are two sing|e stall bathrooms in the ho”woy upstairs, as well as a child specific bathroom
connected to the toddler room and one classroom. It is expec’red that your group will use the
bo’rhroom(s) closest to the spoce(s) you have rented.

75 North Mason Street, Harrisonburg VA 22802  (540) 432-5533  www.theincarnation.org



Va5 TxE CHURCH OF THE

£ INCARNATION
Fee Schedule For Members/Regular Attenders And Ministry Partners

Fee Schedule Per Room
Foyer $200

Sanctuary $300

Kitchen $50
Conference Room $50
Multipurpose Room $50
Nursery $25

Toddler Room $25
Classroom $25

Sound System Use Fee

The sound system can be operated only by personnel approved by staff. The minimum cost
to use the sound system is $100, which covers two hours of labor. Every additional hour of
labor is $50. Please fill out the applicable section on the Building Use Application, should
you need to use our sound system.

Other Fees (when opp|icob|e)

Table/Chair Set Up Fee $100 in the sanctuary or foyer; $50 for all other rooms
Cleaning Fee $100 for sanctuary or foyer; $50 for all other rooms

Late Night Cleaning Fee (after 7pm) $200

Facilities Manager $25/hour

Fee Schedule for Weddings and Large Events-$1,800 plus applicable fees

Facilities Manager and other opp|icob|e fees are not included in this base price. Fees cover
use of the Foci|ify beginning at 3 pm the day before the event and ending at 7 pm on the
doy of the event. This includes 4 one hour meetings with s’roﬁ(, tables and choirs, and access
to the building. Other fees apply for facilities manager, A/V technician, setup, and
c|eoning.
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Fee Schedule for Non-Members and Non-Ministry Affiliated Groups

Fee Schedule (2 hour minimum)
Foyer: $100/hour
Sanctuary: $200/hour

The Fo||owing rooms are not rented nour|y. Rates listed below are for each event, reggroHess
of duration.

Kitchen $100

Conference Room $100

Multipurpose Room $100

Nursery $50

Toddler Room $50

Classroom $50

Sound System Use Fee

The sound system can be operated only by personnel approved by staff. The minimum cost
to use the sound system is $iOO, which covers two hours of labor. Every additional hour of
labor is $50. Please fill out the applicable section on the Building Use Application, should
you need to use our sound system.

Other Fees (when applicable)

Table/Chair Set Up Fee $100

Cleaning Fee $100

Late Night Cleaning Fee (after 8om) $200
Facilities Manager $25/hour

Fee Schedule for Weddings and Large Events-$3,600 plus applicable fees

Facilities Manager and other applicable fees are not included in this base price. Fees cover
use of the fgci|i+y beginning at 3 pm the dgy before the event and ending at 7 pm on the
day of the event. This includes 4 one hour meetings with staff, tables and chairs, and access
to the building. Other fees apply for facilities manager, A/V technician, setup, and
cleaning.
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Church of the Incarnation Building Use Application

Applicant Information

Name of Applicant: Date of Application:

Organization (if opp|ic0b|e):

Phone Number: Email Address:

Are you a member or regular attender of Incarnation? YES NO

Fvent Information

Requested Date of Event: Type of Event:

Start Time (including set-up): End Time (including clean-up):

The event will be:  OPEN TO THE PUBLIC or PRIVATE/BY INVITATION ONLY

Estimated # of persons expecfed to attend:

Will your event include food? YES NO Non-alcoholic beverages? YES NO

(See section below for alcohol use).

Building Use

Circle the rooms you would like to use:

Foyer  Sanctuary  Kitchen =~ Multipurpose Room

Classroom (how many ) Nursery  Toddler Room  Conference Room
Other/Comments:
Will you need to use the elevator? YES NO

(The elevator will remain |ocked, unless you request to use i’r).

Who will be responsible for ensuring the building is locked when your event is over:

Name: Phone Number:

75 North Mason Street, Harrisonburg VA 22802  (540) 432-5533  www.theincarnation.org



. ; THE CHURCH OF THE
=

INCARNATION
Would you like to use our tables and chairs? YES NO

If possib|e, would you like to have tables and chairs set up and taken down for you”?

(Additional fee applies.) YES NO

If yes, p|eose describe how you would like the room(s) to be set up (arrangement of tables,
number of tables, number of chairs, etc). If not, you will be responsib|e for setting up and
putting away all tables and chairs that your group uses.

Would you like to use our sound system? (Additional fee applies.) YES NO

If yes, what time will the sound system be needed? (ex: 7om-9pm)

Please describe how you'|| need to use the sound system. An additional fee will opp|y.

Alcohol Use

Will alcoholic beverages be present at the event? YES NO
If not, you can skip to the following section.

If Yes, please read, in its entirety, our Alcohol Use Policy. The policy can be found in The
Church of the Incarnation’s Building Use Policy document. To request a copy, email our staff

at church@theincarnation.org.

Please describe what kind of alcohol will be present, and how it will be served:

From VABC's application for a Banquet License: If all of the following four criteria are met,
then no license is needed (unless required by locality or facility): (1) the event is private (ie,
not open to the public and not in a public place); (2) money is not exchanged for alcohol or
otherwise; (3) the event is not held on a club or non-licensed restaurant premises; and (4)
alcohol purchased for the event is not from a wholesaler/distributor. In all other cases, a
license is needed.

Given the above criteria, will your event require a Banquet License from VABC? YES NO
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If ves, vou must email a copy of vour ABC license to church@theincarnation.org prior to
your event. If vou do not obtain an ABC license, and vour event does not follow the four

criteria described obove, you are not permi’rfed to have any alcohol on the church premises.

Addiﬂono“v, no alcohol is permiﬁed at the event if this section of the opp|ico’rion has not
been filled out in its entirety.

Additional Comments

| am aware that | am responsib|e to cover the costs of any domoge done to the Church of
the Incarnation property during the above event.

Applicant Signature: Date:

For Office Use Only

APPROVED  DENIED Date

Rental Invoice Cost Total

Sanctuary Rental

Sound System Use

Set Up Fee

Late Night Cleaning Fee (after 7pm)

Facilities Manager

Total Owed
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End of Event Checklist

This document should be comp|e’red at the end of your event, before you leave the bui|ding.
Please return this document to staff.

Name of Applicant

Name of Event

Date of Event

Room(s) Used

General Checklist:

[J Floors cleaned of spills and trash.

J Furniture properly arranged according to room specific checklists or stored.

[ Personal belongings removed.

O Trash proper|y disposed of, per the bui|o|ing use po|icy and room specific checklists.
J Room specific checklists have been completed.

[ If the kitchen was used, the kitchen checklist has been comp|e’reo|.

[J Lights turned off.

[J Doors locked.

Use the space below to describe any damoge that occurred, or any bui|ding issues we
should be aware of.

Signature of Applicant
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