Gwynedd Meeting’s Procedure for Processing Requests for the Use of Meeting Facilities

(For Meeting Use Only)

1. A request for use is made to the Office Manager. If the Meeting calendar and Gwynedd Friends School schedules are clear on the requested date and time, the Office Manager sends the following documents to the applicant:  Request and Agreement for Use of Meeting Facilities, Policy and Procedure for Use of Meeting Facilities, and Hold Harmless Agreement, and informs the applicant of Gwynedd's guidelines for suggested cost-sharing contribution(s) and security deposit. The requested date/time will be held for a reasonable length of time.
2. The Request and Agreement Form must be filled out either by the applicant or, if the request comes by phone, by the Office Manager. The forms may be sent by email from the Meeting’s email address.


3. Upon completion or receipt of the Request and Agreement Form, the Office Manager contacts the Clerk or designee of the appropriate committee, finds out if the applicant is an active member/attender of Gwynedd Meeting, and forwards the form for approval to one of the following:

       a. the Care & Counsel Committee, if the applicant is a Gwynedd Meeting member, a regular attender, a     

           Foulkeways Retirement Community resident, and/or the activity is under the care of Care & Counsel; or
       b. another committee that is identified with the applicant's activity. (The Gathering Garden is under the care of 
            the Worship & Ministry committee.); or

 c. the Sub-committee for Assistance in the Event of Death (under Worship & Ministry committee), if the request 
            is for a memorial service or funeral; or

        d. the Hospitality Subcommittee (of the Property Committee), if the applicant is not connected with Gwynedd   

            Meeting, the activity is not under the care of a GFM committee, or it is for PYM or AQM.

4. If the event is approved, the suggested cost-sharing contribution is determined by the Office Manager after consulting with the clerk/designee and established guidelines. The Clerk/designee/committee chooses a contact person to act as liaison between the Meeting and the applicant, and completes the “Gwynedd Friends Meeting” portion of the Request and Agreement Form. The Clerk or contact person returns the form to the Office Manager.

5. (When the reservation is used as insurance against inclement weather for a wedding to be held elsewhere, the R & A Form will state that a check for $100 is to be sent with the signed agreements. The suggested cost-sharing contribution for the use of the reserved room(s) will be indicated with directions to put that check in the office safe-box at the time of room use. The previous $100 then becomes a security deposit.  Contact Person follows up.)

6. The Office Manager returns the Request and Agreement Form to the applicant. The responsible adult must sign both it and the Hold Harmless agreement. These must be returned to the Office Manager with two checks, made payable to “Gwynedd Friends Meeting:” one for the suggested cost-sharing contribution, where appropriate, and the other for the security deposit. Upon receipt, the Office Manager records the reservation on the Meeting calendar, records the payments on the Request and Agreement Form, and gives the checks to the Bookkeeper for deposit.
7. The Office Manager makes four copies of the Request and Agreement Form: for the applicant, the relevant committee, the contact person, and the House Subcommittee. The original is filed in the Meeting office.

8. The Office Manager keeps a written record of the receipt and deposit of cost-sharing contribution and security-deposit checks. After the event, when the contact person has reported deductions needed for damage or extra cleaning, Office Manager tells the Bookkeeper to return all or part of the Security Deposit and records the refund. 

       9. The Gwynedd Meeting contact person will facilitate all ongoing interaction between Gwynedd Friends Meeting and the applicant person/organization/group.

10. Before the event, the Office Manager notifies our Cleaning Service of the desired timing of cleaning. After the

 event, the Office Manager asks the contact person whether deductions need to be made from the security deposit
 and asks the Bookkeeper to mail a (full or partial) refund of the deposit. If post-event damage and/or clean-up 
 exceed the $100.00 security deposit, the person/organization/group will be charged the overage.                                                                                                                                                                            
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