	First Presbyterian Church of Cranbury
Outside Groups for Non-Church Function 
Kitchen & Facility Use Policies and Departure Checklists
Approval Process
An Application for building use is necessary for non-church events. Fees may apply.
All requests for use shall go through the Chairperson of Buildings and Grounds with the exception of weddings and funerals which shall go through the Pastor. Use of the kitchen must be scheduled and is subject to the building use policies. Confirmation of building use will be made after fees are paid.
Security Deposits and Fees
New groups and individuals require deposits: $200 room rental + $150 for key
Existing groups: $150 charge to replace a key
General Rental Policies
A rental agreement must be completed and approved prior to usage.
Rentals must be scheduled at least 7 days in advance.
Alcohol, drugs, vaping, tobacco use are strictly prohibited.
The renter is responsible for set-up and clean-up.
Noise levels must be kept at a respectful volume.
All decorations must be temporary and leave no damage.
The church reserves the right to deny rental requests that conflict with church activities or values.
Responsibility
Returning furniture to its proper storage place.
Cleaning and storing all dishes and service ware.
Removing all food items from the premises.
Reporting all property damage and injury incidents to the church office. The event planner is responsible for any damage or personal injuries as a result of the event.
Cleaning up after the event including emptying the trash receptacles in the dumpster, taking recyclables to designated receptacle behind office, and removing decorations and displays.
Turning off lights, A/C, and oven, stove burners and vent hood.
Locking the building.
Prohibitions
· No decor may be attached with adhesive or other means without prior approval.
No unauthorized signs may be posted on church property.
No smoking or vaping is permitted inside the building. A cigarette receptacle is available outside in the back of building.
No alcohol and drugs may be consumed on church premises.
No attendees, children or adults, are permitted to roam the building or use rooms other than the space(s) that were reserved and approved.
Use of kitchen appliances without prior approval is not permitted.
Kitchen Use Rules
Reserve the Kitchen: All users must reserve the kitchen in advance. Sign in on the Kitchen Use Log before starting and record your time out when finished.
Get Trained on Appliances: To use stove, oven and dishwasher, you must be trained first by representative of Congregational Life. 
Leave It Better Than You Found It: The kitchen must be left clean, orderly, and ready for the next user. This includes floors, counters, appliances, and all used areas.
Label All Food: Permission is needed to leave food in the Kitchen. Clearly label any food stored in the refrigerator or freezer with your name, date, and intended use. Unlabeled items may be discarded without notice.
No Assumed Leftovers: Do not leave leftover food with the assumption someone else will use it. Take all unused food with you.
Remove Personal Items: Please do not leave personal or donated serving pieces, containers, utensils, or appliances in the kitchen.
Dry and Store Dishes: Do not leave clean dishes in the drying rack. Dry them and return them to their designated storage space.
Put Away All Items and Clear Counters: Leave counters clear for the next user.
Use of Appliance Rules
Refrigerator / Freezer: Users need authorization from B&G to use and store food items.
Oven: Users need training from Congregational Life and authorization. 
Stove Top: Users need training Congregational Life and authorization. 
Dishwasher: Users need training Congregational Life and authorization. 
Microwave: Clean after every use.
Commercial Coffee Urn: Users need authorization from Congregational Life
Small Coffee Pot: Unplug after use.  Users provide coffee grounds for non-church events. 
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