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Facilities
Administrator:  Facility Officer
	General:
	The Post buildings and grounds (“Facilities”) are property of Hays County.  As such, the Post bears a special responsibility to the county’s citizens to care for and use these facilities in a conscientious manner, with a focus on supporting Post activities and community service.  The facilities are managed by the Facility Officer, who coordinates use, cleaning, maintenance, and improvements.

	Use:
	The facilities primary use is for Post activities.  The secondary use is to support Post chartered or hosted youth organizations and tertiary is other community activities.  Post-chartered or hosted groups’ use is scheduled by the Facility Officer.  Any use for other external entities requires Executive Committee approval.  All external entity use, recurring or one-time, requires a Facility Use Agreement (see P&P0700b).

	Scheduling:
	Post entities should contact the Facility Officer to schedule facility use to avoid conflicts.

	Access & Security:
	To ensure facilities security, only Post officers or activity coordinators shall have facility keys.  The Facility Officer is responsible for distributing keys and maintains a key distribution list.  Upon completion of any activity, the presiding officer or coordinator is responsible for locking all building windows, meeting room doors, building exterior doors, storage buildings, and fence gates.

	Protecting:
	The presiding officer or coordinator of each activity is responsible for safeguarding the facilities, furniture, and equipment from soiling, misuse or damage.  Post Home furniture and equipment should not be used or moved outside.  See P&P0730.

	Restoring:
	The presiding officer or coordinator is responsible for restoring the Post Home after each activity.  Furniture, if moved, should be returned to its original arrangement.  All trash should be removed and new bags placed in cans.  If soiled, floors should be vacuumed or swept as appropriate.  Outside equipment and furnishings should be returned to the storage building.

	Upkeep:
	The Facility Officer should regularly check the facilities for issues and restock supplies as necessary.  Building cleaning, maintenance, grounds care, and improvements are addressed in P&P0720.  Supplies are managed under P&P0735.

	Utilities:
	Electric, water & sewer, and trash service are addressed in P&P0700a.

	Flagpoles:
	Garrison flagpoles, lighting, and flags are addressed in P&P0740.

	Problems: 
	Any member who observes a facility issue should contact the Facility Officer.  Contact information is located to the right of the Post Home entry door.

	Records:
	The Facility Officer should keep a facilities log, detailing periodic maintenance, repairs, and improvements, including date completed, materials or parts used, and any needed follow-up such as further work or monitoring.

	Notification:
	The Facility Officer should report to the membership at every Post business meeting, including events supported, facilities issues, and expenditures.

	Certification:
	Approved by the Post membership on ____________________________
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