North Point Ministries, Inc.

Facility Usage Guidelines

I. Event Policy
Events that take place at a North Point Ministries campus must align with the mission of the church.  Because we receive a large number of requests to use our facility, we can only consider events that help carry out our mission.   These events must be held by or sponsored by a North Point ministry.  Exceptions will be made at the discretion of the Campus Director and/or the NPM Leadership Team. 

NOTE:  Ministry sponsorship does not include financial support, only the coordination and oversight of the event.  Outside organizations may be asked to pay a small rental fee to cover the cost of the event. 

II. NP Ministry Event Proposals



Event requests must be submitted by a staff member, through the NPM 

web-based calendar of events.   Each event must be held by or sponsored by the North Point ministry requesting the event.  The requests must include all of the information needed to facilitate and support the event (such as contact name, setup instructions, resources being requested, production support needed, etc.).  The NPM calendar includes questions to gather all of this information. 

III. Outside Organization Requests
Most requests for facility usage, made from an outside organization, are made over the phone.  At that time the event policy is communicated to the requestor.  If the event appears to align with the mission of the church, the Calendar Coordinator will then request that a “Facility Usage Form” be completed.  Once the form is completed, the requested event will be considered by the Calendar Coordinator.  The Coordinator will then seek sponsorship from the NP ministry most relevant to the mission of the event.  In some cases, the NPM Leadership Team may provide counsel to the Calendar Coordinator on approval of an event.  The sponsoring ministry will act as a liaison between the two organizations and will provide a representative to attend the event.



The following event criteria may require Leadership Team approval: 

· The attendance will be over 300 persons. 

· The event occurs in an auditorium or theatre. 

· The event requires the use of many rooms at one time. 

· A rehearsal or regular ministry event would be asked to cancel or relocate. 

· The event occurs on Saturday after building hours. 

· More than one ministry area is affected by the event. 

· The event does not have sponsorship from a NP ministry 

· The mission of the event/outside organization is unclear or misaligned with NPM 

IV. Fees 

North Point ministries may use the facility without a rental fee.  If an event is held by an outside organization, a fee schedule is used to determine the charge.  Rates are determined by the costs incurred by NPM.   Rental fees are designed to cover those costs, and no profit is made. 

Weddings may be held on a NPM campus for a set ceremony fee.  A refundable deposit is required to hold the facility for the wedding date.
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Facilities Division:  Outsourcing Details

We outsource many services because there is such a small cost differential in outsourcing versus keeping a service in-house.  By outsourcing, we do not have to   purchase equipment, employ the expertise, manage the work force, or pay for workers compensation and insurance.  Because of the size and number of activities, maintaining the facility around the clock does not always lend itself to volunteers. We have found that a small in-house facility workforce is sufficient for general maintenance and event setups.  We do, however, use volunteers for big events when turnaround time is critical.

A. Janitorial:  We have a full-service contract with a company that we’ve used for years.  Their services include carpet cleaning, stripping and waxing vinyl floors, inside window cleaning, and the traditional janitorial functions.  Based on our schedule of events and day-to-day facility usage, the janitorial company has set up a seven-day schedule for their porters.  Special events are normally scheduled on an as-needed basis and billed separately.  We have scheduled weekly walk-throughs with the janitorial supervisor to ensure quality performance.  

B. Miscellaneous:  Exterior window washing and walkway cleaning is performed on an as-needed basis by a different company. Supplies of  paper towels, toilet paper, soap, etc., are monitored and ordered by our janitorial company, but billed directly to us to avoid additional service charges.  

C. Landscaping:  Because of the size of our property, it’s more cost-effective to outsource our landscaping.  It is very costly and labor intensive.  Our landscaping contract includes: 

Maintenance

Mowing, edging bedlines and hardlines, trimming, weed eating, bed weed control, shrub pruning, debris removal.

Seasonal color maintenance

Deadheading/pinching, insect/disease control, fertilization.

Flowers

Summer and winter installation.

Mulch Material

Hardwood or pine straw application annually.

Chemical 

Lawn fertilizer, preemergent, and tree and shrub fertilizer.

Irrigation

We have included this service with our landscaping company.  They monitor water requirements and local laws.  Maintenance of the irrigation control systems is included.

D. Heating and Air Conditioning:  HVAC is probably one of our most expensive line items. What your mechanical engineer designed at construction will dictate your approach to maintenance.  The design will include rooftop contained units/split systems, or a chiller system.   Two of our campuses utilize split systems and one campus uses a chiller system.   I would recommend a “full-maintenance” contract, which covers everything from labor to parts for a monthly fee.  Our contract includes the following:

Maintenance

A complete preventive maintenance program with quarterly filter changes and 24-hour emergency service.

Control System

Depending on the number of rooftop units and related thermostats, a control system may be needed.  Our control system is computer-based and provides monitoring, scheduling, and control of all units from the computer interface.  This system can be accessed remotely by our contracted service department for preventive maintenance and overrides.  

E. Waste Management:  Requirements vary with number of activities.  This dictates the number of units (dumpsters) and number of pick-ups per week.  We currently utilize dumpsters, but at some point a compactor system may be needed at our main campus.  Local codes may require a separate recyclable unit for paper and cardboard and monthly tracking of tonnage.  Most counties require a decorative enclosure with a gate.

F. Fire Alarm and Sprinkler System:  After initial installation, inspection by the fire marshal is required.  Part of the inspection requirement by the fire marshal is annual certification by the company that did your initial installation or anyone locally qualified. The fire alarm system and sprinkler systems are usually handled by two different companies. Depending on local codes, the sprinkler test may include fire hydrants.

G. Extinguisher Service:  Annual inspection of all rechargeable extinguishers is required by the fire marshal and contracted locally with an authorized dealer. 

H. Painting:  We have an ongoing program for painting rooms based on wear and tear.  This is budgeted each year with a local contractor. requirements.

I. Elevators:  State law requires an annual inspection of all elevators.

J. Sewer and Grease Traps:  We have one commercial kitchen at our main Alpharetta campus.  The Department of Public Works recommends the cleaning and pumping of the trap four times a year or every three months.  Inspections are performed periodically.

K. Parking Lot and Drives:  Periodic stripping, repairs, and seal coating are outsourced to local companies.  

L. Electrical System:  Our main power room switch gear is inspected on a regular basis.  An energized service and inspection is recommended every few years or as needed by a reputable firm such as Tegg Service.  Also, any changes made to our electrical system; additions, changes, etc., are noted on our “as-built” drawings.  

M. Roofing:  All roofing repairs are forwarded through Firestone as required by the warranty.  Responsible contractors are recommended by Firestone for repairs.

HOUSEKEEPING: 

The following areas are not associated with our normal janitorial services and are addressed by our church staff:

A. Baptism:  Facility maintenance is responsible for filling and draining the pool before and after each event followed by a thorough cleaning.

B. Serving Kitchen:  The kitchen falls under the facility manager’s area of responsibility.  All ministries must coordinate usage with the manager.  

Storage:  On-site storage is the responsibility of the facility
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Facilities Division:  Event Setup Details

We outsource all of what is considered normal facility management functions such as janitorial, HVAC maintenance, and landscaping.  The remaining functions, such as setups and teardowns of conference rooms and auditoriums, are our highest priority and workload.  This is supplemented by Sunday volunteers to some extent, but the bulk of the work is done by the facilities staff.  Except for major conferences, Sundays are the busiest days for our staff.

Things we manage for events include:

1. Tables and chairs:  The standard tables used for events are the 60-72” rounds and 6-8’ x 36” rectangular folding tables.  A large stock of tables is stored for events.   Our supply of chairs normally come from existing auditorium chairs and purchased folding chairs.  Conference tables are purchased and stored.  If needed, additional tables and chairs are rented.

2. Easels and sign holders.

3. Trash cans.

4. Extra dumpster and janitorial service.

5. Paper supplies.

6. HVAC and doors.

7. Signage.
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Facilities Division:  Safety & Security Details

A. Building Security:

1. Card Access

To control access to the building, its interior rooms, and areas within the building, we use “key cards” the size of credit cards that can be programmed and assigned to approved individuals.  These cards are controlled by software that controls who, where, and when access can be gained.  Also, a history is maintained as to the activity of the cardholder.  If a card is lost, it can be easily deleted from the system and becomes inactive.  This is the main selling point.  Cards are relatively inexpensive and can have pictures of the employee imprinted on them.  Smaller key chain devices are also used.

2. Burglar Alarm

When armed, the BA system monitors all exterior doors, glass breakage on all exterior office windows, and motion throughout the building.  If any of the three is violated, an alarm is sent to an ADT’s control center where police dispatch is requested.  A second call is made to the facility manager for concurrence or action if necessary.  The alarm is transmitted over regular telephone lines or an optional cell phone backup.  Approved individuals are provided personal alarm codes to activate or deactivate the system.  Certain levels of sophistication are available.  For example, the system can be programmed so that a person without a BA code is unable to enter the building outside normal predetermined office hours.  

3. Close Circuit Television (CCTV)

We have a comprehensive TV monitoring and recording system strategically located throughout all of our campus facilities.   This provides a history of activities within the facility up to several weeks depending on the level of picture detail we’re seeking.  Areas where we have childcare, administrative offices, and exterior doors, extra detail is provided to the recording system.  Monitoring will be provided at the guard station at our Buckhead Campus as well as the facility manager’s office.

B. Fire Alarm

Fire and smoke detectors are located throughout the building primarily in the HVAC system duct work.  Local fire codes dictate to our architects and mechanical engineers proper placement of these devices.  Annual fire inspections require that we test and inspect these systems.  This includes audible and strobe activations.  We contract with ADT for annual testing, monitoring, and maintenance.  

C. Keys

The traditional “hard metal” key is provided for designated areas by request.  This normally applies to closets, certain classrooms, and exterior doors.  These keys are maintained by our facility staff.   A master key is provided to maintenance personnel and leadership for access to all doors.  We discourage distributing master keys to individuals because of the cost involved to re-key the entire system if one is lost.

EMERGENCY PROCEDURES:

Local procedures covering the following conditions are assigned to the facility manager for coordination, training, and planning with the local fire department.  Representatives from each ministry are part of the overall team training and warden positions for conducting evacuations associated with the following:

A. Fire evacuation plan 

B. Inclement weather

C. Bomb threats
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