USING & RESERVING ROOMS ON GRACE CAMPUS

(
TO RESERVE A ROOM for your small group, you will need to call Sharon Wills (Community Group Secretary) at 291-6647 ext 2132.  She will need the following information:

(
Your name (leader), phone number, e-mail address; name of your group, if applicable

(
Contact person and phone number, if other than yourself

(
Day of the week and weeks of the month you will meet (i.e., 2nd and 4th Saturdays 
OR every Monday, etc.)

(
Time of meeting — give actual meeting times

(
Approximate number attending (to assure that the right size room is reserved)

(
If childcare is desired (See Childcare Guidelines)

(
Audio-visual needs or any other set-up needs, if any

FYI — All groups that meet during services are scheduled for 90-minute time slots. On Sunday mornings, rooms are reserved either from 9:00–10:30am or from 10:45am–12:15pm).  This allows for better use of our building during peak hours.

(
ROOM SET-UP — Each room has a standard set-up.  You should advise Sharon Wills of your set-up needs when you reserve the room.  She will attempt to reserve a room in your preferred set-up.  However, this is often not possible, in which case it is your group’s responsibility to arrange the room the way you want it — you should plan to arrive early to do so.  It is also your responsibility to return the room to its standard set-up.  This should be posted near the door of the room.  If it is not posted, return the room to the set-up found upon your arrival.  
If you find your room messy or not in its proper set-up, please advise Sharon immediately.  This will enable us to find out who is responsible and discuss it with them.  REMINDER: You must be prompt on leaving your room as scheduled, especially during weekend or midweek services when another group may be assigned to that room immediately following your group.

(
ROOM CANCELLATIONS — If for any reason your regularly scheduled meeting is cancelled, you must notify Sharon so that she can cancel the room reservation.  You should do this every time a meeting is cancelled.  It is very expensive to heat, cool and provide electricity for such 
a large campus.  The thermostats are raised and lowered depending on room use.  Also, be considerate.  There are many groups needing rooms.  If yours becomes available, others could be using it.

(
SECURITY ISSUES / KEYS — Grace does NOT issue keys. The Security Department will unlock your room, as well as the building you need access to, for the time slotted on your reservation.  If the rooms are not open, call Security at 314-580-8001.

