The Presbyterian Church in Burlington
335 Cambridge Street, Burlington, MA 01803

781-272-9190
To:
Users of The Presbyterian Church in Burlington

From:
The Presbyterian Church in Burlington

Subject:  Guidelines for Building Use (Attachment B)
Welcome, and thank you for using the facilities that our church building offers.  We are pleased to be able to assist the community by providing space at a low cost.  Your usage also helps us to be good stewards of our property by having it used by other groups.  

Any complaints should be directed to the church office at the phone number above, or by email at office@burlingtonpres.org.
We do ask you to keep our costs as low as possible.  We offer the following guidelines that will help all of us:

1. Rates are assured for the period covered once this agreement has been submitted with payment.  The usage fee must be fully paid in advance, including any cleaning deposit.  

2. Use of the building and facilities is contingent upon adherence to the terms and conditions set forth by the church, including but not limited to the terms and conditions listed here.

3. All keys entrusted to a group (for multiple uses of the facility) are to be returned to the office upon termination of the user’s agreement, and are not to be duplicated, used by unauthorized persons or used to gain access to parts of the building not authorized for your use.  

4. Please turn the thermostats to 55 degrees when finished to help keep costs down.  If there are no other users in the building, all windows and outside doors are to be locked and lights are to be turned off (excluding the light in the sanctuary and the outside light at the front door, which are on timers).

5. Please CLEAN the space that you use when you are finished.  This includes returning tables and chairs to their original location.  Cleaning supplies are located in the closets in the hallway near the ladies’ room entrance.  

6. Trash and waste that you generate should be deposited in the totes outside the kitchen door.  This is particularly important for those preparing and serving food.  Trash bags are available in the closet in the kitchen.

7. Room usage is LIMITED TO AREAS AUTHORIZED FOR YOUR USE – this is the area on the agreement.  NO ONE is allowed to use additional space without prior approval of the Trustees.

8. Smoking and alcoholic beverages are not permitted in the building at any time.

9. Music is permitted; however, it must be kept to a volume level as to not disturb the neighbors living near the church, particularly to the rear of the building.
10. If food is being offered at events open to the general public, the Town of Burlington requires that the event organizer submit a Temporary Food Permit Application to the Burlington Board of Health if a church rents or allows the use of its kitchen including the serving of food. The application is with the rental documents or go to web site Temporary Food Permit Application to print an application. If you have any question concerning whether a Temporary Food Permit is required for your even, please contact the Town of Burlington Board of Health at 781.270.1955.
