NOTE:  The information in [   ] should be replaced with information specific to the facility and its policies.  Community Development Block Grant (CDBG) is used as a sample funding source throughout this document.  If your project is funded with a source other than CDBG, be sure to change the language in the example.  
EXAMPLE:  USE POLICY

Facility Name & Address:  __________________________________________________________________

Recipient Name & Address:  ________________________________________________________________

The [construction/rehab/purchase] of the [Senior Center] was funded by a Community Development Block Grant from the State of Arizona Department of Housing ADOH) and [Recipient], under ADOH contract [#199-15].  There is, therefore, a legally binding commitment that the facility be used primarily for the purpose for which the grant was awarded for at least five (5) years after grant closeout.

Primary Use

Primary use of the [Senior Center is to provide programs and services beneficial to the senior citizens of (city/town/county) to include an on-site and home delivery meals program, educational and recreational classes.]  Primary is defined as at least fifty-one percent (51%) of the persons served are low to moderate income per HUD CDBG guidelines.

The [Senior Center] will be open at least twenty (20) hours per week.  The facility will be used for its primary purpose at least eighty percent (80%) of the time it is open or available for use.  A schedule is attached.

Prohibited Activities

There shall be NO:

a. Regular religious activities:  No regular use of the facility for religious services or proselytizing and no permanent display of religious symbols. 

b. Regular partisan politics:  No regular use of the facility for regularly scheduled events or meetings by a partisan group.  Open forums where all partisan parties are invited may be allowed. 

c. Regular general conduct of government:  No regular use of the facility for city/town/county staff meetings, retreats, work sessions or other duties associated with the general conduct of government. 

d. Illegal activities:  Any illegal activities shall be reported to the proper authorities. 

e. Assignability:  Renter may not assign it use of the facility without the written consent of [____________].

f. [May include here if smoking and alcoholic beverages are not allowed.  If they are, state under what conditions such is allowable and what is not permissible.] 

Non-Discrimination and Accessibility

There shall be no discrimination by the [Senior Center] or any user/renter on the basis of race, creed, gender, sexual orientation, gender identity, color, religion, mental or physical disability, familial status or national origin.  The facility shall remain as accessible as possible to persons with disabilities.

Use by Others

Incidental use of the building is limited to [hours and days of the week]. The [Senior Center] shall always have priority for use outside of its scheduled hours.

Requests for rental/use of the facility shall be [on a first come, first served basis. All requests should be in writing and directed to:  ____________________________________.]  [The facility may be used as an emergency shelter in case of community disaster.]
Fees and Deposits

Fees shall be determined by the [board] and revised as deemed necessary with [board approval].  Fees and deposits may be charged for the incidental use of the facility to offset utility, maintenance and other operations costs.  Deposits are due [thirty (30) days in advance of rental date].  Rental fees are due [ten (10) days in advance of use].  Fees may be waived or reduced at the discretion of the [board]. A request to do so must be made in writing and presented to [the board] at least [___ days before its regularly scheduled meeting].  A Fee Schedule is included and a part of this Use Policy as Attachment I.

Adopted by the Board of [________________________________________________] on [date].

Signed:  ________________________________________________

     [Board Chair]
ATTACHMENT I:  Fee Schedule
Hourly Use:



$

Daily Use:



$

[Refundable] Damage Deposit:
$

Kitchen Use:



$

Other: [List]

________________________________

$


________________________________

$


________________________________

$
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