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	Purpose 

	To provide a mechanism for persons in the community and our residents to interact on a variety of levels through the diversity of the programs.  To provide a service that is beneficial to the community as well as our residents.

	Policy:  

	Bethany Towers is a private community of persons age 62 years or older, or persons with certain defined physical challenges.  From its opening, Bethany Towers has had a policy of inviting community organizations to utilize our space within our facility as a means of integrating our residents with functions within our surrounding community.

	Procedure: 


1.  A group representative shall be appointed who will be in charge of the group and will supervise any activity conducted at Bethany Towers.  The person in charge shall be:

A. The first person of the group to arrive.  He/she shall notify the receptionist at the front desk that the activity is to begin.  ALL ENTRANCES, WITH THE EXCEPTION OF OUR FRONT DOOR, WILL BE LOCKED 24 HOURS A DAY, 7 DAYS A WEEK.  Once your group representative has arrived, he/she may open a door for members of your group if they are known.  Do not allow anyone who is unfamiliar to enter the building.  Do not prop doors open or tamper with the locks in any way.  The Activity Room door will sound an alarm in the front office if left ajar for more than one minute.  If there is a problem, please contact the receptionist.
B. The last person to leave.  He/she must ascertain that the room/pavilion is clean and in the order that it was when the group arrived and extinguish all lights.  Any damage to equipment or furnishings must be reported to the receptionist, the activity director or the building manager.  This person must report that the group has left.

2.  We will provide tables, upon request, but you are responsible for setting them up and taking them down.  Changes to Tower's areas, such as setting up or moving tables and chairs, is the responsibility of the group.  The furnishings must be placed back to their original positions before the group leaves.

3.  Unauthorized persons are not allowed to roam or loiter in the building or on the grounds at any time.  Group members and attendees should remain in the area designated for the approved event.  Children are not allowed to run in the halls and must be closely supervised at all times.
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4.  Please instruct the members of your group to park their cars at the far end of the building, or in the spaces directly in front of the garage doors at Bethany Village.  Four cars can be parked by our dumpster during evening and weekend events.  Do not park in the lane behind our building.  This is a fire lane and must be kept open.  Parking in the lot across the driveway from our front entrance and in the numbered spaces in front of the building is restricted to assigned resident parking and at no time should be used.  The lower half of the last lane closest to Bethany Village is unnumbered and may be used.  Please do not park on the grass.

5.  Consumption of alcoholic beverages and smoking is prohibited in our building.

6.  Unfortunately, we have no space for storage of your group's materials between meetings.

7.  Notification that the meeting will not take place must be made by the representative of your group as soon as it is known to the receptionist, activity director, or building manager.

8.  Please, do not attempt to adjust the thermostats.  The temperature is controlled by computer.

9.  If you are meeting in the Dining Room, please make sure the doors are closed to the hallway so that our residents are not disturbed.  Do not allow children to play on the piano or organ, or in the kitchen area.  If refreshments are served, please bring along Windex or a suitable cleaner to clean all tabletops.
10.  If you are meeting in our Activity Room, please keep a corridor free from end to end so that our residents can pass through the room.

11.  If reserving the pavilion, you may use the gas grill AT YOUR OWN RISK.  A gas igniter will be kept at the Front Desk for your use.
12.  Kindly remember that Bethany Towers is our residents’ home and you are a guest in their home.  Courtesy and kindness to our residents is expected and appreciated.
13.  Fee or a service in return for the use of the facilities is determined on an individual group basis.  If no fee or service is required, a donation to our Residents Council’s New Van Fund (check with Judy  for correct name of fund) would be gratefully accepted but is voluntary.  
14.  To reserve a room, please send an e-mail to Judy Wenberg <jwenberg@asbury.org> stating the name of your group; a contact name, phone number and e-mail address; the dates and times a room is needed; and note if a specific room is desired (example - Dining Room to use the piano).
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