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A. Executive Summary
Alpharetta Presbyterian Church (APC) supports a wide array of activities, meetings, and
functions for member, non-profit, childcare, and outreach organizations. This includes an
active community theater, day school, scout home, recovery group meetings, civic
organizations all in addition to being a center of worship, spiritual growth and youth
ministry for its congregation. The result is that APC’s facilities are in constant use seven
days a week both day and night.
The purpose of the Facility Use Policy is to communicate processes and procedures
necessary to be good stewards of God’s facility that is in such heavy demand. This
stewardship has many dimensions but it primarily involves providing a safe and wellmaintained facility that allows the church to carry out its mission.
The policy is not intended to be a deterrent or obstacle to use of the facilities; in fact, it is
quite the opposite. We are delighted that APC is woven into the fabric of the local
community and believe this is a vital part of our mission. The policy is simply intended to
clearly communicate how the facility can be used and any associated expectations and
requirements.
The key principles of the policy that everyone should be aware of are:
• APC does not restrict use to members only, but there may be preference given to
members
• APC is generally available for non-profit use only. The Session can make exceptions
based on activities it deems to be consistent with the church mission or to the benefit
of the Church.
• A Facility Use Request and Agreement form is required for all groups (annually
renewable) for them to be permitted to meet.
• Only specific parts of the facility are available for certain functions – not all of the
facility is made available.
• There are fees associated with the use of facilities by outside (non-APC sponsored)
organizations.
• All activities must be on the church master calendar and cannot be changed without
church office approval.
• Organizations that do not abide by the agreement risk forfeiting their permission to use
the facility.
Organization leaders must read the policy in its entirety prior to returning the Facility Use
Request and Agreement. In case of an emergency, we strongly suggest any others involved
also read the complete policy.
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B. Guiding Principles
God has richly blessed Alpharetta Presbyterian Church (APC) with beautiful facilities for its
mission and ministry. The primary purpose of these facilities is to provide a place for the
worship of God, a place where people can learn of God’s ways and his will, and where
God’s people can enjoy Christian fellowship. Our buildings exist for the same purpose that
we as individuals exist – The mission of Alpharetta Church is – “We are a Christ-centered
family of believers committed to growing spiritually, worshipping joyfully, and sharing
God’s love daily.”
The four principles of stewardship guiding APC in the use of its facilities:
1. The buildings of APC do not belong to any group, individual, or even to the
congregation. They belong to God. God has entrusted us with the use of these
facilities and thus they must be maintained and cared for in a manner that would be
pleasing to the Lord.
2. As an entrustment, God does not want us to hoard the facilities, or to keep them only
for ourselves. He wants us to share what we have with others who also want to
advance the Kingdom of God, and to help the children of God.
3. All visitors are to be treated as honored guests and welcomed as we would welcome
Christ, by providing a safe and clean environment.
4. Wise stewardship of God’s possession is expressed through energy conservation,
cost reductions, and properly protecting against loss or misuse.
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C. General Use Policy and Priorities
APC grants the use of church facilities to community groups and organizations whose
purpose is to the betterment of the individual or the church as a whole, through fellowship
and education consistent with a Christian place of worship.
Facilities are not available for the following purposes/categories:
1. partisan political functions
2. religious events inconsistent with the mission of APC as determined by the Session
Facilities are also generally not available for commercial (for profit) use with exceptions
requiring Session approval.
The fact that a group is permitted to meet at the church does not in any way constitute
APC’s endorsement of the group’s policies or beliefs. Any permit to use church facilities is
revocable and non-transferrable, and the church or its authorized agent may reject any
application or cancel any permit.
All applications are tentative until approved. When applicants’ requested use of the facility
conflict, permission will be granted in the following order or priority:
1. uses and groups directly related to APC
2. uses and groups/organizations indirectly related to APC
3. order in which requests were made
4. church staff will make decisions in the case of space conflicts
Though exceptions may be made upon request, groups or organizations seeking use of APC
facilities will be assessed a fee to cover any costs or expenses for making the facility
available. The fee is due and payable in full when the event is confirmed by the church and
placed on the calendar. The fee will be fully refundable if the event is cancelled by the
group/organization and the church office is notified a minimum of one week prior to the
event. Events cancelled less than one week prior will be assessed a setup fee and refunded
the balance. Refer to Section J – Fee Schedule for details.
Weddings are an exception and do not need to be paid in full at the time the church is
reserved. A deposit can hold the church with the balance being due not later than two weeks
before the wedding. Refer to Section J – Fee Schedule for details.
All groups/organizations authorized to use the facilities on a recurring basis must reapply for
use of the facility annually during the month of January or August, depending upon the
group.
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D. Available Facilities
Specific areas of the Church are available and each is appropriate for specific types of
functions.
1. Sanctuary – The sanctuary is available primarily for weddings, funerals, and
concerts, but occasional exceptions may be made for formal events.
2. Fellowship Hall – APC’s fellowship hall is a flexible space that can serve many
diverse needs. It can be configured for dining, as a classroom environment, and for
theater –style presentations. The Fellowship Hall is available for non-member
rehearsal dinners and/or non-member wedding receptions.
3. Kitchen – The APC kitchen is adjacent to the fellowship hall and is professionally
equipped for serving large groups. It is permissible for groups to use the kitchen but
they must adhere to specific rules as stipulated in Section H – Facility Use
Guidelines. The church has a working relationship with a private chef who is
available for hire.
4. Gym – The Church gym can be configured as a gym or for presentations with
theater style seating.
5. Adult Classrooms – A number of classrooms are available that are appropriate for
small to medium size groups. Staff can recommend the room with the most
appropriate configuration based on the organization’s needs.
6. Theater – The APC Theater has a stage and lighting appropriate for small
productions and will seat audiences up to 60.
Facilities Not Available
The following facilities are not available for use:
• Day School classrooms in the Christian Education wing
• Music rooms including musical instruments
• Day School kitchen/pantry facilities
• Church offices
• Alpha and Omega Trailers
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E. Facility Fire Safety & Building Security
APC is required to meet and maintain compliance with the Alpharetta fire code. This
included the maintenance of proper signage, smoke detectors, commercial sprinkler system,
and unobstructed exits and stairwells. As per the Alpharetta Fire Marshall, nothing may be
stored in any stairwell, even temporarily.
APC is a No Smoking facility and property. Smoking is not permitted anywhere on the
property including outside any of the buildings.
The single lane, circular drive at the front of the property is an Alpharetta Fire Marshall
designated fire lane. As such, parking is not permitted anywhere along the curb on this
single lane, circular drive. In the event of a fire, obstruction of the fire department could
seriously restrict fire department access and potentially endanger lives.
No open flames of any kind, including candles are permitted in any part of the facility, with
the exception of special permission for weddings and other special events in the building as
indicated in Section H (Facility Use Guidelines) paragraph 14.
APC operates a Day School. For the safety of the children, access to the facility must be
restricted. Throughout the week, the only doors that are permitted to stay in an unlocked and
open position are the awning-covered double doors leading to the main hallway for the
church offices and the doorway opposite the awning-covered double doors leading to the
walkway to the day school entry doors, and the upstairs doors on Academy Street when
staffed. Other doors throughout the property may be used by persons possessing keys but are
not to be set in an unlocked position or blocked open.
Emergency exit plans are located inside each classroom.
Safety/emergency first-aid kits are located in the church office (under the sink), in the
Fellowship Hall storage room, in the kitchen (2), in the church workroom (pre-school wing),
in the CE kitchen, the CE music room, and in the Youth Ministry Lounge.
Defibrillators (with attachments for use with children) are located on the wall outside the
church office and the Youth Ministry Lounge.
For Handicapped and elderly requiring easy access to classrooms on the upper level of the
church, APC maintains an elevator.
Since the building is no longer accessed via exterior door keys, people who need access to
APC outside of normal hours may obtain a Card Access Key by filling out the appropriate
form obtained from the Church Office. The key cards can be programmed to open certain
doors during specific times and may be deactivated if not used appropriately. They are not to
be shared with anyone other than the person to whom the card was assigned. If the card is
lost, APC should be notified immediately so it can be deactivated. If a new key card is
needed, a fee of $10 will be assessed.
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On Sundays, the property committee is responsible for unlocking/locking both interior and
exterior doors on the entire property. The “card access doors” are on a timer and will
automatically open and close at programmed times.
The APC Property Manager is responsible for locking all exterior entrances to the facility at
the end of normal office hours. The APC Property Manager will inform the primary contact
for the last organization using the facility (based on the master calendar) that they are
responsible for locking specific exterior doors at the end of every evening.
The facility curfew is 11:00 PM. All organizations and persons making use of the facility
must leave the facility by then, unless granted special permission by the Property Manager.
The facility is alarmed and monitored as well as covered with a video surveillance system.
The only persons permitted in the facility or on the property without special permission of
the APC Property Manager between 11 PM – 6 AM are the cleaning crew.
Below is an abbreviated checklist for locking up after an event (worship, afternoon/evening
event, wedding, etc.).

Locking Up
1. All “card access doors” are on timers.
2. Make sure all exterior doors (in the Narthex area, Educational wing, kitchen, Fellowship
Hall, and upstairs) are closed and locked.
3. Turn off Handicap Door automatic access in Narthex.
4. Make sure the interior card access door and regular door to the educational wing at the
awning door hallway are closed.
5. Close these interior doors and make sure they are locked.
• Interior door in the Educational wing that exits to the west parking lot
• Interior door close to the elevator in the Educational wing
6. Turn off ALL lights. Only the lights in the stairwells will stay on.
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F. Offsite Property Use Policy
APC property is not available to be borrowed for offsite use by either members or nonmembers regardless of private or public nature of the event. This includes but is not limited
to the following:
•
•
•
•
•
•
•

Audio Visual Equipment
Computer Equipment
Kitchen Supplies & Equipment
Tools & Ladders
Office, School and Cleaning Supplies
Furniture
Musical Instruments

An exception is for members who may request to borrow folding metal (not padded) chairs
and tables for use offsite by church sponsored organizations/events or individuals provided
the following conditions are met:
• A Facility Use Request and Agreement is filled out and approved by the APC Property
Manager for the quantity and requested date(s).
• An APC member must sign the Facility Use Request and Agreement as the responsible
party regardless of their personal involvement in the offsite event.
• The responsible APC member must arrange and supervise the pickup and return.
• The responsible APC member understands that failure to return the tables and chairs on
time may impact other scheduled functions and use of the property.
Special exceptions may be granted for APC property other than folding chairs and tables at
the discretion of the APC property committee and/or Session.
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G. Child and Youth Safety Policies and Procedures
APC maintains a Child and Youth Safety Policies and Procedures for groups who use the
facility. The policy is designed to protect children and youth in our community from sexual
and/or physical abuse. The complete policy for all groups using our facility can be found on
the website at www.alpharettapres.com under the heading “About Us” and scroll down to
the Documents Library.
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H. Facility Use Guidelines
Any group or organization using the facilities at APC will be required to sign a Facility Use
Request and Agreement (Appendix A) that includes the following policies and conditions.
Failure to abide by this policy will cause APC to deny access to that particular group or
organization.
Policy and conditions for use of APC facilities:
General Information
1. Persons requesting use of the facilities must be at least 18 years of age. If applicant is not
an APC member, picture identification will be required. References may be requested
prior to confirmation of facility reservation. Usage is subject to approval by the Session.
[Ref. Section C,] The facility is not available for use during holidays observed by the
church (a list of holidays can be requested at the church office). There is no guarantee, or
right to use APC facilities by any non-APC ministry group. Applicant agrees to leave the
facility in the condition it was found. Insurance and security deposit requirements are
waived for memorial services. (See further guidelines below.) Group/organizations that
have applied and have been permitted to use the facility may not alter their meeting
times or days without notifying and receiving permission from the APC Property
Manager.
2. Hold Harmless Agreement
Applicant agrees to use the APC facilities at their own risk. Applicant further agrees to
indemnify, defend, and hold harmless APC, its officers, agents, elders, pastors, and
employees and volunteers against any and all claims, demands, damages, costs, injuries,
expenses of any nature including court costs and attorney fees arising out of or resulting
from the applicant’s use of APC’s property, equipment or facilities.
3. Insurance
Non-profit groups/organizations applying to use APC facilities for non-APC related
events will be required to furnish proof of liability insurance. Any third party, for profit
business doing business on APC property, including caterers, must provide evidence of
adequate insurance as determined by APC’s independent insurance agent.
4. APC Events Priority
Normally facilities will only be available for non-APC events when church sponsored
events have not been pre-scheduled. Once reserved, the APC sponsored event or
ministry meeting will have priority. All reservations for non-APC events are subject to
availability and approval. The APC Property Manager will place an event on the master
calendar, only after an application is approved. An APC sponsored event is defined as
any event requested by any APC ministry leader for an activity related to that ministry or
a non-APC group that has been approved by the APC Property Manager and/or Property
Committee. An APC member may also request facility use for family or personal social
events (provided they are not for profit).
5. Alcoholic Beverages
No alcohol is permitted in the parking lot or in any other area of the facilities. If any
person violates these rules, they will be asked to leave the function immediately.
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6. Child Care
Our policy prohibits the use of privately hired babysitters to care for the children of the
guests. APC has childcare workers who are screened, as well as trained in first aid and
safety, who can be scheduled to care for the children. APC childcare workers will follow
APC Nursery procedures and APC Child Protection Policy. Childcare service can be
requested for a fee using the Facility Use Request and Agreement.
7. Other Uses
Other areas of the facility may be in use during an event or activity by other groups or
persons. Courtesy and respect towards all other facility users are expected. The user
agrees to vacate the premise at the end of the pre-reserved time.
8. Smoking, Illegal Substances, and Weapons
Smoking, use of any illegal drugs, or other controlled substance is not allowed on church
property. No firearms or other weapons are allowed on church property unless they are
in the possession of law enforcement personnel.
9. Event Hours
Events should normally end no later than 10:00 PM. The building curfew is 11:00 PM.
Any cleanup the applicant is responsible for must be completed before building curfew.
This is necessary as the room may need to be reset and custodial services completed for
the following day’s events.
10. Staff Representative
Contact information for an APC Staff Representative will be available to all event
leaders. They are available to provide facility assistance and to answer questions. They
will also provide any special instructions for facility use, such as opening and closing the
building, when required. The APC Staff Representative has the authority to stop any
inappropriate activity or to stop any event or activity and clear the facility, as they deem
necessary, for safety or security reasons, or is non-allowed or inappropriate activities are
occurring. The APC Staff Representative may, at his/her discretion, choose to provide a
single warning prior to cancellation of the activity or event. Prior to usage of the facility,
the APC Staff Representative will review guidelines, rules, and safety/security
requirements with the applicant’s on-site coordinator for the event. Should an emergency
occur during an event, the applicant’s on-site person responsible for the event is required
to follow evacuation and/or security/safety rules, call 911 when necessary and to advise
the APC Staff Representative of any accident, injury, breakage, or emergency as soon as
feasible, possibly after the incident. Weddings require coordination with APC’s wedding
coordinator and custodial service. The assigned wedding coordinator will provide a
Wedding Information Booklet and Wedding Coordinator’s Information Sheet. These
will contain specific facilities use guidelines and input for wedding parties.
11. Food and Drinks
Food and beverages are not permitted in the Sanctuary. Food and beverages are
permitted in other parts of the facility provided they do not require open flame for
heating/warming and are disposed of properly.
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12. Outside Vendor Provided Equipment
If rental or other equipment or decorations are being delivered, they must be delivered
after the start time reserved for the event and be picked up prior to the end of the event
reservations end time. Items may not be left on APC premises overnight without preapproval. Extension cords cannot be strung across rooms or doorways and cannot be
covered by floor mats. APC is not responsible for damage, loss, or security of any such
materials or equipment.
13. APC Provided Equipment
Limited APC audio/visual (AV) equipment is available for use and must be reserved
thorough the Facility Use Request and Agreement. Equipment available for use without
special permission or training consists of television monitors, VHS tape players, DVD
players, and a video projector.
Although APC owns or has access to equipment that is more complex than the items
listed above, its use requires a combination of permission, training, and/or the
availability of one of APC’s AV technicians. Discuss your needs with the APC Property
Manager to ascertain next steps in evaluating your request.
14. Candles
Fire restrictions limit the use of open flamed devices, including candles, and are not
allowed in any part of the facility. Exceptions are made for special events and use in the
sanctuary. Examples of exceptions are: Christmas Eve service, wedding ceremonies, or
chancel use. Generally, candles should be placed in a “stable” holder with at least 12”
minimum clearance around them and should be supplied by APC. Any and all
exceptions must be granted through the APC Property Manager.
15. Other Decorations
A staff representative must approve of all decorations in advance of the event. No nails,
tacks, or tape (exception: Blue Painter’s Tape) on walls or windows of the facility are
allowed. No smoke machines, misting devices, or fireworks of any kind may be used
within the facility, unless pre-approved. Helium and other balloons are allowed, but the
applicant is responsible for removal, as well as any other decorations, at the end of the
event. If confetti type materials are used, the applicant is responsible for complete clean
up of such at the end of the event. No use of birdseed or rice is allowed inside or outside
APC.
16. Emergencies, Safety, and Security
The applicant and all guests are responsible for following safety and security guidelines.
Please use good judgment. Monitor and provide responsible supervision for the event.
Stop unsafe or inappropriate activities. Posted evacuation maps are provided in strategic
locations. In case of fire or other emergency, evacuate the facility immediately and call
911. Observe good safety practices when going to the parking lot or trash dumpster late
at night. Drive and park in a safe manner in the APC parking areas. Always lock
vehicles and keep valuables out-of-sight. If you observe a security concern, notify the
church office or staff representative, or if there is immediate danger or an urgent
situation, call the police. Applicant is responsible for any and all injuries and/or illnesses
resulting from any aspect of the event.
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17. Damages
The applicant is responsible for all damage resulting from any function, including the
facility, building, breakage, damage to kitchen appliances, dishes, glassware, childcare
facilities and equipment, or any other equipment (sound, projector, etc.). All such
breakage or damage is required to be reported to the staff representative. Cost of
damages billed to the applicant shall be the actual or estimated cost of replacement or
repair.
18. Animals
Animals and pets are not allowed on the church premises, except for disability assistance
animals, unless a request is made directly to and approved by the APC Property
Manager. Request and approval MUST be in writing. Email is an acceptable form of
communication.
19. Parking Lot
APC accepts no responsibility for the loss of or damage to vehicles on APC grounds or
for loss or damage to accessories or contents. Fees for any vehicle towed will be solely
the owner’s responsibility. APC does not provide exclusive use of the APC parking lot.
This includes weddings and memorials.
20. Designated Area
Organizations are restricted to the area of the church approved for use. They may not
roam or use other areas without prior approval.
21. Setup and Teardown
The setup of facilities and teardown of the room(s) are the responsibility of the group
requesting the room(s). If furniture needs to be moved, only APC staff can approve
movement of furniture and/or equipment. No moveable walls may be moved by anyone
except the Property Manager or his designee. All trash or debris should be deposited in
the trash receptacle in the area reserved. In the event the Session approves an activity
which it deems to be consistent with the church mission or to the benefit of the church
and is an exception to the non-profit use only rule, the group and/or individual(s)
receiving financial gain are required to provide their own set-up and clean-up staff.
22. Supervision of Minors
Children in attendance must be under the control of their parents or adults at all times
and are not permitted to roam freely on church property. All children’s or youth
activities will be supervised by a minimum of two (2) adults over the age of 21.
23. Publicity and Promotions
Any outside group using publicity material and/or making public service announcements
in which the APC name and/or address is used must have prior approval by the Session.
The user with the approval of the Session must handle the sale of admission tickets to
the event. The church staff must approve all postings for the event. Under no
circumstance are any postings permitted to be affixed to any of the walls throughout the
facility using any method including tape, staples, nails, glue, thumbtacks, etc.
24. Kitchen Use
Use of the APC kitchen is permitted with the following conditions:
• No unsupervised minors are allowed in the kitchen at any time.
• All dishes are to be washed, dried, and put away.
• No sharp knives are to be left in soaking tubs or on counters. Always clean and
return sharp knives to their respective storage locations.
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• All surfaces including counter, stove, sinks, and dining/serving/prep tables are to be
cleaned with available supplies.
• Leftovers are not to be left in the refrigerator unless labeled and notification sent to
Chef Doug that they are in the walk-in refrigerator.
• All garbage is to be removed to the dumpster outside.
• All stoves, ovens, and other appliances must be operated in accordance with posted
instructions and turned off properly.
• Kitchen floors are to be left free of food crumbs and sticky spots.
• Fellowship Hall flooring can be cleaned with the broom and dustpan available in the
kitchen.
• If cloth tablecloths and napkins are used, place soiled ones in a large black bag, close
bag, and label bag indicating soiled tablecloths and napkins for washing.
• All tables, chairs, and serving tables are to be cleaned by the applicant.
• Any outside catering service must be pre-approved as part of the application process
and must be indicated on the Facility Use Request and Agreement. They must also
provide a copy of proof of Bodily Injury and Property Damage liability insurance.
• No alcoholic beverages are permitted.
• Certain Kitchen equipment is available for offsite use by APC members but must be
checked out by either Chef Doug or Kitchen Coordinator.
• Kitchen disposable supplies (napkins, plates, cups, silverware) are not available for
use except for Sunday Morning Breakfasts, First Wednesday dinners, specific church
approved receptions or dinners. Groups within the church otherwise must supply their
own items for use during on of their events.
• The last person using the kitchen for the day is responsible for turning off and
shutting down the kitchen (also applies to usage for a particular activity or event).
There is a checklist posted in the kitchen listing all of the things that should be
checked and turned off.
25. Heating and Air Conditioning
Heating and air conditioning is controlled with digital, programmed thermostats. They
are pre-programmed by the APC Property Manager based on the time of year and
facility use throughout the week. Thermostats should not be changed from their preprogrammed settings.
26. Playground Usage
There are three playgrounds on APC property – two Day School playgrounds and the
primary Christian Education building playground. The primary playgrounds may be used
only under the supervision of an adult. APC is not responsible for any injuries resulting
from the use of the playground.
27. Closing Checklist
The applicant will be given a building condition checklist to be completed after use of
the facility. Failure to leave the facility in satisfactory condition will result in losing the
privilege to use the facility in the future and may result in additional cleaning fees.

Alpharetta Presbyterian Church
180 Academy Street

Alpharetta, GA 30009 770-751-0033

www.alpharettapres.com

Alpharetta Presbyterian Church Facility Use Policy 4.0

Updated April 11, 2017

15

I. Facility Use Application Process
All parties interested in scheduling an event at APC must complete an Application Package
that includes the following items:
1. Facility Use Request and Agreement
2. Certificate of Liability and Property Damage insurance coverage
The applicant’s package must be submitted to the church office a minimum of 2 weeks prior
to the event. The appropriate church staff will meet with the applicant to review conditions of
church usage, expectations, and needs for the event, and to understand room setup/cleanup
requirements. A schedule of fees for building usage, custodial, childcare and/or technical
service, and other financial commitments necessary for the event, will be given to the
applicant at that time.
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J. Fee Schedule
All usage fees are to be paid through the APC church office. The appropriate fees must be
paid in full when the event is confirmed by the church and placed on the calendar. There is a
cancellation fee of 50% that is not refundable if notification of cancellation is within one
week of the event. Cancellations prior to one week before the event will be refunded in full.
Fees cover setting up and tearing down tables, chairs, and audio/visual equipment by APC
staff.
Members are defined as active APC members as indicated on the church’s active/inactive
member roll.
GENERAL FACILITY FEES ARE AS FOLLOWS:
Room
Member**
Non-Member
Sanctuary
None
$500/2 hours
Fellowship Hall
None
$150/hour
Gym
None
$200/day or $100/hour
Adult Classrooms
None
$50/hour
**Non-Profit Use Only. Members who wish to use the facilities for an activity that is
For-Profit must get both Property Committee and Session approval. A fee will be
determined if/when approval is granted.
ADDITIONAL CUSTODIAL FEES
The Facility Fees above cover normal and customary custodial services. They do not include
custodial services for kitchen cleanup (see applicants responsibilities in Section H – Kitchen
Use #24) or excessive cleaning of other facilities. In the event that excess cleanup is
required, the applicant may be assessed additional custodial fees as listed below.
Weeknight (M – TH)
Custodial Fees $30/hour
Weekend (F – SU)
Custodial Fees $45/hour
AUDIO/VISUAL FEES
A/V technician for member or non-member events $50 per technician per hour
NOTE: All A/V technician services are contingent upon technician availability.
CHILDCARE FEES (minimum of 2 workers must be employed)
Childcare worker for member and non-member events is $15 per hour per worker. The form
for requesting childcare can be found on the APC Documents Library under the “About Us”
heading on the APC website at www.alpharettapres.com.
WEDDING FACILITY FEES
For the most up-to-date information, please refer to the APC Documents Library under the
“About Us” heading on the APC website at www.alpharettapres.com.
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Appendix A – Facility Use Request and Agreement
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Appendix B – Child and Youth Safety Policy Agreement and Signature

I have read and agree that in using the APC facility, our organization/event will abide by the
Child and Youth Safety Policies and Procedures. I am duly authorized by the
organization/event I represent to sign this agreement.
Name (printed): ______________________________________________
Signature: ________________________________ Date: ________________
Title/Role in Organization: ______________________________________

Please sign this form and fax to (770) 751-0873 c/o Property Manager
or email gene@alpharettapres.com
The Child and Youth Safety Policies and Procedures document can be found on the church
website at www.alpharettapres.com under the “About Us” heading and scrolling down to the
Document Library.
The “Childcare Request Form” can be found in the document library on the church website, or
by contacting the church office (770-751-0033).
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Appendix C – Request Application Check List

ALPHARETTA PRESBYTERIAN CHURCH
PROPERTY USAGE CHECK LIST
Date of Facility Use:

Organization’s Name

Facility Request

Yes

No

Insurance Certificate Attached

Yes

No

Diagram of Set-up Received

Yes

No

Signed Child & Youth Safety Policy

Yes

No

Form for Childcare

Yes

No

APPROVED BY

DATE

(if required)

(if needed)

ROOM ASSIGNED
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Appendix D – After the Event Check List for Applicant

ALPHARETTA PRESBYTERIAN CHURCH
AFTER THE EVENT PROPERTY USAGE CHECK LIST
Date of Facility Use:
Name/Organization:
Name of Adult Completing Check List:
Telephone Number: Day

Evening

Please use this list to guide you in your effort to return the facility used by your group to the
condition in which you found it. We hope you found it suited to your use; we appreciate
your help in keeping it fit for the next user. The APC Property Committee requests that prior
to leaving, you review the checklist below.
1. Clean area of debris, spills, and paper
2. Restrooms neat
3. Room(s) in neat order
4. Windows locked
5. Lights turned off
6. Doors lock AND checked
In the event that doors are not locked or cannot be locked, please call (770) 751-0033 to
notify the church during office hours or if after hours, contact Gene Casey, APC Property
Manager, at ((770) 298-6631.
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