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Policy #: D-03 

Approved/Amended: June 14, 2014; Dec. 13, 2014; May 9, 2015; Feb. 13, 

2016; April 16, 2016, Feb. 10, 2018 

Referral Committee: Property 

1. Purpose 

This policy has been created to provide a framework and procedure for the use of rooms at Dundas 

Street Centre United Church (DSCUC) in view of the fact we now have multiple users on a wider scale 

than ever before. Any use of a room must not be in conflict with the mission and vision of DSCUC. This 

policy can be provided in full or in part to those using our rooms. 

 

2. General 

2.1 Requests to use any room at DSCUC from outside persons/agencies must be routed to the Rental 

Coordinators subcommittee through the church office. The Space-Use Application for Non-DSCUC 

Groups form (Appendix A) is to be used. Any departure from the fees shown on this form, which is 

supported by the Rental Coordinators subcommittee, must be approved by the Unified Board. If an 

on-going relationship for use is established, routine changes may be booked through the church 

office using the Room Request and Set-Up Requirements for DSCUC Meetings, Gatherings, and 

Events form (Appendix B). 

2.2 Requests to use a room(s) from an internal organization or member/adherent should be made 

through the church office to book the room(s), arrange set-up, and arrange access. The Room 

Request and Set-Up Requirements for DSCUC Meetings, Gatherings, and Events form (Appendix B) 

is to be used. Forms are available from the church office and completed forms should be handed in 

to the church office a minimum of two weeks prior to a booking to assist in coordination of 

resources and personnel. Assistance to fill in the forms is readily available, just ask the church 

secretary for assistance. Requests involving rent will also be routed to the Rental Coordinators 

subcommittee through the church office. 

2.3 All users must comply with all relevant DSCUC polices such as Harassment (B-04), Violence (B-05), 

Privacy and Confidentiality (B-10), Workplace Safety (D-01), Nut-Free (E-02), Scent Free (E-03), and 

Security (D-05). 

 

3. Special Rooms 

Sections 1 and 2 of this policy apply to all rooms but certain special rooms have additional use 

procedures. These special rooms with the relevant rules and procedures are described in this section.  
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3.1 Sanctuary 

3.1.1 Those external parties who use the sanctuary should be instructed that it must be returned 

to the set–up for Sunday Services in time for the services each Sunday. Exceptions to this 

can only be granted by the Chair of the Spirituality Committee or in his/her absence, the 

Chair of the Property Committee or if both are absent, the Chair of the Unified Board. 

3.1.2 Those parties must be instructed that the grand piano can only be moved under the direct 

supervision of a knowledgeable Unified Board member. Serious damage can be caused if 

the piano is not moved properly. 

3.1.3 Those parties must be instructed that the Pulpit can only be moved under the direct 

supervision of a knowledgeable Unified Board member. Serious damage can be caused if 

the Pulpit is not moved properly. 

3.1.4 Use of the organ must be approved in advance by the Director of Music. 

3.1.5 The four front doors should always be unlocked during a function in the Sanctuary, even if 

the panic bars themselves are kept locked. This is necessary to comply with the fire 

regulations. The deadbolts must be locked again after the function is over. 

3.1.6 No food or drinks (except water) are allowed in the Sanctuary without permission from the 

Chair of the Spirituality Committee or in his/her absence, the Chair of the Property 

Committee or if both are absent, the Chair of the Unified Board. 

3.1.7 Use of candles in the Sanctuary has to be approved the Chair of the Spirituality Committee 

or in his/her absence, the Chair of the Property Committee or if both are absent, the Chair 

of the Unified Board. 

3.2 Ministers’ Offices 

3.2.1 Offices for ministers are strictly private and not available for use or access by others without 

express permission of the minister in question. 

3.3 Church Office 

3.3.1 The church office is a two function room which presents challenges for its proper use. 

During times when the office is officially open, it is to serve as the office of our church 

secretary which demands reasonable privacy. At all other times it is a multi-use general 

office available to many others as needed. 

3.3.2 Procedures set out herein are intended to permit our secretary to do the role effectively, 

efficiently and with confidentiality as necessary. To achieve that we seek to minimize the 

general use of the office by others when the secretary is on duty. 

3.3.3 If someone needs access to the office when the secretary is present, please request the 

assistance of the secretary who may provide help directly or invite you in. If during official 

office hours the secretary is not in the office you may, if necessary, enter to accomplish 

your task. 

3.3.4 There are times when the secretary is undertaking confidential tasks or conversations. 

During these times the door will be locked and a sign posted indicating that a confidential 

task is in progress and no one should enter without permission. 

3.3.5 When accessing the office, all users are requested to return any items which are used to 

their proper locations. Any message or document to be left for the secretary should be 

placed in the inbox at the corner of the desk. 
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3.4 Kitchen 

3.4.1 When serving food to the public, food preparation must be in accordance with the 

Provincial Protection and Promotion Act administered by the Middlesex London Health 

Unit. A certified food handler must be on site at such times and copies of these certificates 

must be available on site for viewing. Everyone will follow the procedures as specified in the 

“DSCUC Food Service Regulations and Procedures for Kitchen Volunteers” document. 

3.4.2 All non-DSCUC groups using the kitchen must have a DSCUC kitchen contact person in place 

before they use the kitchen. 

3.4.3 All coats, backpacks, purses, etc. must not be stored in the kitchen cupboards containing 

dishes. 

3.4.4 Before handling food, hands must be washed thoroughly with soap for 20 seconds in the 

designated sink. 

3.4.5 Food handlers are required to wear clean aprons and appropriate hair coverings. Servers 

are asked to wear gloves and to change them appropriately. 

3.4.6 Kitchen apparel must be removed before leaving the kitchen and put back on upon re-

entering. 

3.4.7 Counters and tables must be sterilized before and after food is placed on them.  

3.4.8 Before using equipment (stove, dishwasher/sterilizer, refrigerator, freezer, meat slicer and 

commercial can opener) a user should ask for instruction on its proper use and cleaning. 

3.4.9 Food must only be consumed in the designated eating space. 

3.4.10 After use the kitchen should be cleaned appropriately. Linens used should be taken home to 

be washed and dried, and returned to their proper location in a timely manner. All items in 

cupboards and drawers marked “Church Use Only” must be washed using the “3 sink 

method” or by using the dishwasher/sterilizer before they are returned to their proper 

cupboards and drawers. Dishes and cutlery in the “Every Day Use” cupboards and drawers 

can be washed, rinsed, dried and put back into the same cupboards and drawers.  

3.4.11 The white china with gold trim should only be used for large events or special parties and 

must not be removed from the church at any time. 

3.4.12 Any items broken or seriously damaged should be replaced. 

3.4.13 All food items brought into the kitchen should be labelled with who it belongs to. Stickers 

are provided on the side of the refrigerator.  

3.4.14 Spoiled food will be disposed of, regardless of who it belongs to. 

3.4.15 Leftover food should not be stored in the refrigerators unless it is labelled, sealed and will 

be used quickly. 

3.5 Sunday School Room(s) 

3.5.1 There should always be at least two adult/student helpers present with the children during 

planned events. 

3.5.2 For ages under 3 the ratio is two adult/student helpers to three children. For ages 3 and 

over the ratio is two adult/student helpers to five children. 

3.5.3 All primary teachers/helpers need to provide proof of having a Police records check every 5 

years. 

3.5.4 At least one of the adult/student helpers should have emergency first aid and CPR training 

or equivalent. 

3.5.5 After every four or five uses (Sundays), any toys that have been played with need to be 

sanitized. 
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3.5.6 Each room should contain a complete first aid kit. 

3.5.7 A fire extinguisher should be in or close at hand for each room. 

3.5.8 All electrical outlets need safety covers. 

3.5.9 All toxic products need to be out of reach of the children. 

3.5.10 The rooms need to be cleaned once a week. 

3.5.11 Details of some of these guidelines can be found in the United Church document “Faithful 

Footsteps”. 
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Appendix A 
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Appendix B 

 


