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APPLICATION FOR USE OF SPACE

  Kingsway-Lambton United Church                                                   416-234-8224 ext.25
  85 The Kingsway

                                                           416-234-5478 Fax
  Toronto ON M8X 2T6                                                             office@kingswaylambton.ca
Kingsway-Lambton (“the Church”), is a church committed to serving the reconciling 
of God in Jesus Christ. The use of our church building is an extension of that ministry and
mission. Rooms will be allocated with priority given to church services, groups, 
and activities and outside groups, events, and activities that serve to enhance our
community and meet the needs of our neighbours and world.  We are partners in
building community and welcome and appreciate your partnership in that ministry.

Group/Event name         
Nature of Event(s) or Meeting(s) - (Describe activity)         
Contact Person         
Office Held in Group         
Address            

Business Telephone                                             Home Phone          
Fax                                        Email          
Room(s) requested          
Date(s)          
Time(s)    from                     to          
Is this a recurring booking? If so, how frequently?           
List recurring dates or attach a list. Notify the Church immediately if space will not be used on a scheduled date.

     
Anticipated Attendance        Is there an admission fee or membership fee?    Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 n/a  FORMCHECKBOX 

If yes, the proceeds are for      
     PLEASE READ THE CONDITIONS ASSOCIATED WITH THIS APPLICATION FORM, SIGN WHERE  
     INDICATED, AND RETURN IT TO THE ADDRESS ABOVE. WHEN APPROVED BY THE CHURCH A COPY 
     WILL BE MAILED TO YOU.


X     





  
     
Signed by (Authorized Signing Officer of Applicant)                                                   Date
                                                                                                                                                         
                                                                                                                                                                                 

 2015.01.15
Special Instructions (as applicable)

Indicate the kitchen facilities you need, as applicable

Main kitchen      FORMCHECKBOX 
       Reception Room Kitchen      FORMCHECKBOX 

 Other      FORMCHECKBOX 

Kitchen equipment needed      
No. of chairs        
        Set-up:    Theatre-style

 FORMCHECKBOX 

                                                                            Classroom-style
 FORMCHECKBOX 

Type of chair  Adult                                  Boardroom-style
 FORMCHECKBOX 

                         Child                                   U-shape table

 FORMCHECKBOX 

                                                                            Table groups

 FORMCHECKBOX 

No. of tables                                
        Other (specify)
 FORMCHECKBOX 

Audio-visual equipment:
DVD player and monitor
 FORMCHECKBOX 

Microphone     FORMCHECKBOX 

  Floor     FORMCHECKBOX 
     Hand     FORMCHECKBOX 

Lapel     FORMCHECKBOX 

CD player

 FORMCHECKBOX 

Overhead projector      FORMCHECKBOX 

VCR and monitor

 FORMCHECKBOX 
            LCD projector      FORMCHECKBOX 

Flipchart


 FORMCHECKBOX 

Screen:      small     FORMCHECKBOX 
     70-inch     FORMCHECKBOX 
       large     FORMCHECKBOX 

Other (specify)                 
Other instructions/equipment       

For Church Use:

Request

Accepted     FORMCHECKBOX 
      Not Accepted     FORMCHECKBOX 
              Sanctuary/Chapel use Approved     FORMCHECKBOX 

Rental Fee
No     FORMCHECKBOX 

                Yes     FORMCHECKBOX 
                                Amount:       
Approved by:                                    Date:       
CONDITIONS APPLICABLE TO ALL USERS OF CHURCH FACILITIES

1. General

(a) No group using the Church premises may make any structural changes, alteration in electrical installation, or renovation without the prior authorization of the Property Committee.

(b) Facilities are to be left in a clean, tidy and orderly condition. Lights are to be turned off and windows closed when the area is vacated. Users finding their area has not been left in good order are to inform the Property Chair through the Church Administrator. Areas not left in reasonable condition may result in additional charges.

(c) Only the space and equipment specified in the approved application may be used, and only at the time(s) and for the purpose(s) indicated.


2. Restrictions 
(a) Alcoholic beverages are not permitted on the Church premises.
(b) Smoking is prohibited in all areas inside the Church. Smoking is permitted within a specific distance from the Church as set out by City by-law. Users must not litter Church property.

(c) Games of chance, lotteries and gambling in any form are not permitted.

3. Cancellation of Use of Space

               It may happen occasionally that reserved space becomes essential for an unforeseen Church 
               function (e.g. funeral, emergency response). If space must be appropriated by the Church, the
               group involved will be notified as early as possible and every reasonable effort will be made to
               provide alternative space.
               (a) Damage to the building, misuse of the facilities, or lack of adequate supervision shall result in 
                     the cancellation of future meetings and the cost of repairing any damage shall be charged to 
                     the applicant. Normal wear and tear is excluded.
               (b) In some instances, a refundable security deposit may be requested. The occasions on which
                     such a request may be made and the amount of the deposit will be at the discretion of the
                     Property Chair or his designate.


4. Insurance
Groups not related to Kingsway Lambton United Church and requesting space may be required to have the following insurance requirements:

(a) If the expected attendance is fewer than 20 people, no evidence of insurance is required.

(b) If the expected attendance is 20 or more, evidence of a Certificate of General  Liability Insurance, specifying Kingsway-Lambton United Church as an additional insured may be required displaying no less than one million dollars per accident limit.

(c) If the visiting group is required to provide a Certificate of Insurance, and they do not have one in force, Kingsway-Lambton United Church may have them added with a rider to the Church policy at a cost to the group of $85.00. A request for such inclusion shall be made to the Church Administrator no less than seven days prior to the event.

(d) If the visiting group has a general liability policy, Kingsway-Lambton United Church must be identified as an additional insured and a Certificate must be delivered to the Church Administrator no less than three days prior to the event.

5. Payment of Fees
Fees for the use of the space and any equipment must be paid by cheque, cash, Visa or MasterCard.

Cheques must be payable to Kingsway-Lambton United Church.

 Payment must be made before the first use of the facilities or according to special arrangements made with the Church Administrator. 

6. Parking
The Church has extremely limited parking area available contiguous to the Church property. Parking is permitted on the north side of The Kingsway and on the east side of a number of surrounding streets. Signs posted by the City identify the side street parking conditions. Cars blocking the driveway of neighbors may be subject to ticketing or towing.

Information about areas and time available for parking in the vicinity of the Church may be obtained from the Church office prior to the event. For large groups, the applicant should provide personnel to direct traffic and inform drivers about parking locations.

As a condition of this approval of this application for space, I and the organization I represent undertake to be bound by the conditions herein.

X
     






     
Signature (Authorized Signing Officer of Applicant)                           Date

CONDITIONS APPLICABLE TO ALL USERS OF THE SANCTUARY AND THE CHAPEL

1. General

(a) Use of the Sanctuary and Chapel is permitted provided it is appropriate to the sacredness of these spaces. The user is responsible for ensuring that they are treated as places of worship and that activities in them are under close control at all times.

(b) Smoking is not permitted in any part of the Church building; nor, is lotteries, games of chance or gambling of any kind permitted.

(c) Where the use of rooms is requested in addition to the Sanctuary or Chapel, such request must be included in this application form.

2. Equipment and Furnishings

(a) Any request to move Church furnishings (e.g. pews, lectern, Communion Table, Cross, grand piano) must be made in writing in advance.  Removal and replacement must be done respectfully by the user under the direction of the Church Sexton or the Property Chairman.

(b) Any request for the use of Church equipment (i.e. organ, grand piano, audio or video system, CD recording system) must be made in writing in advance. Set-up shall be under the direction of the Church Sexton.

(c) Permission to set up the user’s equipment (i.e. risers, video or audio equipment, auxiliary lighting, signs, banners) must be obtained in writing in advance.

3. Completion 
(a) The spaces used must be vacated as agreed at the time of booking the event and Church equipment and furnishings replaced properly as in 2(a) above 
(b) The user will be held responsible financially for all damage to Church property. Normal wear and tear is excluded.


4. Safety 
(a) No more than 250 people may occupy the Sanctuary, including the balcony. The maximum occupancy for the chapel is 100 persons.
(b) The audience must not sit or stand in the aisles during performances.
(c)  Ushers must be on duty at all times, whenever and audience is in the Sanctuary of the 
       Chapel. A minimum of four ushers is required for an audience up to 150 persons. More 
       ushers will be required for larger audiences.
(d)  Ushers must be familiarized with Church safety rules and one head usher must be appointed 
       as a contact for the Church Sexton on duty. 

5. Payment of Fees
(a) A fee, payable by cash, Visa, MasterCard or cheque at the time of booking, is charged to defray expenses arising from the use of these rooms. The fee will depend on the hours of use and what other rooms may be booked in addition to the Sanctuary or Chapel.

(b) The fee does not include the cost of the Sexton(s). The sexton’s time is calculated as the length of the event plus one-half hour prior to the commencement of the event plus one-half hour after the event is finished, to permit opening and closing duties. There is a three hour minimum for any event.

(c)  A refundable deposit may be requested as an earnest against possible damages to Church property. This should be in the form a of a separate cheque, Visa, or MasterCard

(d) Fees for the use of the space and any equipment must be paid by cash, Visa, MasterCard or certified cheque payable to Kingsway-Lambton United Church.

As a condition of this approval of this application for space, I undertake to be bound by the conditions, and, further agree to indemnify the Church from claims made as a result of my group’s use of the Church facilities.
X
     






     
Signature (Authorized Signing Officer of Applicant)                  
Date

	ALL APPLICANTS MUST SIGN PAGE 2 AND THE UNDERTAKING ON PAGE 4. APPLICANTS REQUESTING THE USE OF THE SANCTUARY AND/OR THE CHAPEL MUST ALSO SIGN THE UNDERTAKING ON PAGE 6.
















        2015.01.15
ALL APPLICANTS MUST SIGN PAGE 1 AND THE UNDERTAKING ON PAGE 4. APPLICANTS REQUESTING THE USE OF THE SANCTUARY AND/OR THE CHAPEL MUST ALSO SIGN THE UNDERTAKING ON PAGE 6. �
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