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Unitarian Universalist Church of Roanoke

2015 Grandin Road | SW Roanoke | Virginia 24015 | (540) 342-8888 | UURoanoke.org     

Facility Use Policies and Procedures 
The Unitarian Universalist Church of Roanoke (UUCR) encourages members, friends and community groups to use space in our church when it is not being used for regular church activities. To coordinate scheduling read the policies and procedures and contact the Administrator by email, Mon-Thur. 9 am-2 pm or Fri 9 am-noon.

Scheduling Procedures

1. Questions and Arrangements are made with the Congregational Administrator.

2. The UUCR Facilities Use Agreement must be signed to include the down payment, if required. Payment in full may be required if less than 30 days of request.

3. Custodian cleanup is required and includes vacuuming, mopping the floors, cleaning of the bathrooms, and disposing of trash in trash cans. Please be courteous and clean up after the event, put trash in designated trash cans, and recycle.

4. Scheduled events may take place between the hours of 9 am–9 pm. One hour before and after are permitted for set up and clean up.  The premises must be vacated by 10 pm. 

5. UUCR’s nursery may be used for events if two adults over the age of 18+ are present at all times to stay compliant with labor laws.

6. Audio/Visual (A/V) must be scheduled prior to the event to ensure availability and an additional cost is possible. An A/V contact must be reached for scheduling. 

7. The events coordinator is responsible for all supervision of those attending. 

8. UUCR reserves the right to use of the facilities at any time. If your event is canceled for this reason by UUCR, all fees will be refunded in full.

Facility Use Policies

1. Please pay attention to emergency evacuation locations in case of emergency. 

2. The podium, choir area, piano(s), and audio/visual system are not to be moved at any time. Additional charges and replacement costs could apply if any damages occur.

3. Dishwasher can be loaded and must be started before leaving the premises after the event all other items must be cleaned up after any event(s). Any additional dishes must be washed and put away prior to leaving after the event. 
4. Alcohol can be permitted under terms of UUCR’s Alcohol policy. If alcohol is planned to be served an Alcohol license may be required and local laws must be followed.

5. Tobacco products of any kind are prohibited include the parking lot or side street.

6. The nature of events must not have any negative impact on the neighborhood. All events must comply with federal, state, and local laws and regulations.

7. UUCR may not be used as publicity, endorsement of a political candidate party, nor platform.

8. Lighted candles must be directly supervised by an adult always. Any other use of fire, smoke, or combustible material is not allowed on the premises. 
9. The use of posting advertisements of any kind on UUCR property is prohibited. Tape especially is prohibited to the entire UUCR property. Seek Administrator’s approval if needed for an event as painter’s tape is the only tape allowed to be used on walls. Any damages from other tape or materials used will be at renter’s cost to replace or fix.  
10. All disposable kitchen items must be brought in by the group renting the space. Use of UUCR items is prohibited.
11. Event organizer is responsible for set up/break down of chairs and tables unless otherwise agreed. All tables and chairs must be picked up and moved not pushed. 
12. The event coordinator contact for the event should be that last one leaving the building. This person is responsible for locking of all doors, turning off all lights, and ensuring everyone has left the premises safely. 

13. Side walk chalk is prohibited. 

14. Exterior doors must remain closed during events.

Additional Fee Policies

1. Floor Plan agreements must be approved with the administrator prior to the day of the event. The floor plan should include the number of tables, chairs, and linens. Any damages are subject for additional costs. 

2. Discounted rates may apply to members of UUCR and non-profits. All other exceptions must be prior approved by the minister and/or the administrator. 

3. If at any time fees are approved to be waived, a donation to the Minister’s Discretionary Fund is accepted. Customary fees can be waived by Board, Minister, or Administrator. 
Fee Structure 

1. Fees charged on a Base Rate are up to four hours on premises. 

2. Fees charged on a Day Rate are any hours over four hours on premises.

3. Facility Use fees are subject to change with 15 days’ notice. 

4. A key deposit may be charged in addition to rental rates. All keys must be returned within the next business day.

Cancelation Policy

1. If there is ever a need to cancel an event, please notify the Administrator via email at least 7 days prior to the event. Refunds will not be issued if cancelation is less than 7 days except in cases of emergencies. 

2. If the event is canceled due to inclement weather, you may either reschedule the event with UUCR or elect to receive a refund of your deposit, minus fees for any services already preformed.
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Facility Use Agreement

	
	Base Rate 

(Discount for members/non-profits)
	Day Rate

 (Discounted for 

members/non-profits)

	Whole Church 
	$500 ($250)
	$750 ($375)

	Sanctuary Only 
	$350 ($175)
	$500 ($250)

	Fellowship Hall
	$250 ($125)
	$325 ($165)

	Kitchen 
	$150 ($ 75)
	$200 ($150)

	Classrooms (each)
	$125 ($ 65)
	$175 ($100)

	Deposit 
	$100 ($ 50)
	

	Audio Equipment 
	$ 75 ($ 50)
	


     Non-Member/Group
  Member          Non-Profit or Support        Per Minister
Name of Event: __________________________________________________________

Nature of Event: _________________________________________________________

Date of Event/Rooms: ____________________________________________________

Event Start/End times: _____________________________________________________ 

(Additional hour is allowed for arrival and departure)

Coordinator/number: ______________________________________________________

Email Address: ___________________________________________________________

UUCR Key No: ___________________ 
Key return date: ______________________

Tables requested: __________________        Linens: _____________________________

Vendors making deliveries, pickups, etc.  Provide contact name and company.

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Fees Applied – Make checks payable to UUCR (Unitarian Universalist Church of Roanoke)
Deposit fee:
______________ 

Room Fee:
______________

A/V Fee:
______________

Total Due:
______________

_______________________________________________________________________

Responsable Contact Person ’s Signature




Date

_______________________________________________________________________ Administrator Signature






Date
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