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Use of Church Property and Facilities Policy

Chester United Methodist Church
Chester, Virginia

Introduction

This document serves to establish the official policy governing the use of Chester United
Methodist Church property and facilities. This policy becomes effective and all previous
policies hereby become null and void as of the date of formal approval of this policy by the
Administrative Council of Chester United Methodist Church.

General

A. Intended Use of Facilities

Church property and facilities are intended to be used primarily for functions of
Chester United Methodist Church (CUMC) groups listed on page 13.

Use by other religious (not necessarily limited to those participating in the Chester
Clergy Association), charitable, cultural, educational or character-building
organizations, as well as use by individuals, is permitted provided such use does not
interfere with normal church functions.

It is intended that any use of these facilities shall be in keeping with The Discipline of
the United Methodist Church (2004 par. 2532, #s 1 and 3). Chester United Methodist
Church does not intend for its property or facilities to be used by groups or
individuals for the promotion of political or social philosophy or for any use of a
controversial nature, except such as may be in keeping with policies of The General
Conference of The United Methodist Church. The Pastor, Board of Trustees, or the
Administrative Council is authorized to refuse any request or cancel any activity if the
activity does not conform to the intent and/or restrictions outlined in this policy.

Furnishings and equipment shall not be removed from church property for
personal use without authorization from the Church.

Alcoholic beverages or illegal drugs are prohibited on church property.

No smoking is allowed anywhere in church facilities.
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B. Authority for Establishment of Policy

The authority for the formal establishment of policy for the use of Chester United
Methodist Church property and facilities belongs to the Administrative Council.
Responsibility is delegated to the Board of Trustees for coordinating the preparation
of policy. Any revision or additions can be initiated by any Board, Work Area,
Committee or individual member of Chester United Methodist Church. Request for
policy change should be directed in writing to the Chair of the Board of Trustees and
should specifically state the proposed change. The Board of Trustees shall review the
proposed change, coordinate its final preparation with existing policy, and submit its
recommendation to the Administrative Council for action.

C. Scheduling and Approving Use of Facilities

The schedule of events by date — time — facility to be used, type of activity,
organization using — shall be maintained by the church office. This is the only official
Church-wide schedule and will be kept as far in advance as is practical and will
include all routine and repetitive functions as well as special events. In general, after
CUMC groups’ routine church functions have been scheduled, requests by other
groups will be scheduled by the Church Secretary on a “first-come, first-served”
basis. For CUMC, Ecumenical, or other groups or individuals to use any of the
church facilities, application must be made in writing to the church secretary or
in person at a meeting of the Administrative Council, where an application shall
be completed.

D. Usage

Usage is restricted to religious, charitable, cultural, educational, fellowship or character-
building activities. Ongoing usage by outside groups needs Trustees approval. One time
or occasional building use by outside groups can be approved by the pastor. Scheduling
of all use is approved and maintained by the Church Secretary.

For other groups or individuals, the date, time or location may be preempted for a church
function up until thirty (30) days prior to the event; at which time the reservation may be
considered firm. In the case of such preemption and alternate schedule will be offered at
the time of notification, and if acceptable, will be placed on the schedule.

(Exception: See WEDDINGS, Reservations)
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Usage Continued

Organi zations desi g doadteeaiveapscial‘casticdmsederatigne o u p s
because one or more of their members are CUMC members.

E. Care of Property

All organizations or individuals which have arranged for use of the church’s facilities
shall assume the responsibility for the proper use and care of the property.

At the discretion of the Church Secretary a church representative and a responsible member of
the using organization will inspect the facilities before and after the event. Any losses or
damages will be listed at the time, dated and signed by the responsible organization member.
After the church determines the costs involved, such costs will be billed to the organization
responsible.

Failure to maintain property, pay fees or continued abuse will result in loss of privileges;
normal wear and tear excepted. In the absence of willful neglect, damage charges may be
waived by action of the Administrative Council.

Any equipment moved must be returned to its original location. Tape, pins, tacks, nails, etc.,
shall not be used on church property without approval by an appointed church representative.

If your group is the last to use the building, it is your responsibility to see that for areas that are
accessed ALL lights are out, ALL exterior doors secured, ALL interior doors shall be left closed
(for fire code compliance) and windows locked. You will be notified of your failure to observe
this rule and repeated occurrences could result in loss of privileges.

The group leader shall secure the building, making sure that all lights are out and doors
locked. (Lights out - include room(s), bathrooms, and hallway(s).

***Please Note: Doors can be locked even if your group is leaving first. Anyone can exit the
facilities even if the door is locked.
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F. Keys

1 — Keys for the use of the church facilities will be assigned by the church office.

2 — Keys for continuous use shall be assigned to those representative groups using the
church a minimum of nine (9) times per year. Keys may be assigned temporarily for
short term use. All non-members will pay a deposit for keys. Members will pay a
deposit for a single event or short-term use. Deposits will be returned when the key is
returned to the Church office. (See under “Fees” for deposit amount.)

3 — Keys to the kitchen will be kept in the church office and assigned by the church
secretary. Keys will not be signed out on a permanent basis for the kitchen.

4 - Persons assigned keys shall return them to the church office when they have
completed the term of office or task for which they have been assigned.

5 — Keys shall not be duplicated except by the church office.

G. Liability for Personal Injury or Loss

Chester United Methodist Church does not assume responsibility for personal injury or
loss of any kind suffered by users of its facilities.

H. Charges for Use

Charges for use of facilities are intended to cover the expenses of the church, and
are enumerated in the appropriate Appendix of Fees.* All fees except those of the
Custodian, Organist or Pastor unless otherwise specified, shall be made payable to
Chester United Methodist Church and given to or mailed to the church office. Charges
for use of facilities may be waived at the discretion of the Pastor, Board of Trustees,
and/or Administrative Council.

For the purposes of this policy, per diem shall be defined as twenty-four hour period.
(For example, preparation for a banquet might begin on Friday evening at 6:30 p.m. and
would need to conclude by 6:30 pm Saturday in order to receive the single day fee; if the
event were to conclude at 9:00 p.m. Saturday, a second day fee shall be paid.)

No charge for use of classroom(s)
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l. Specific Policies

Attached hereto are specific policies governing the use of each Chester United
Methodist Church facility.

SANCTUARY

USE

The Chester United Methodist Church Sanctuary is to be regarded as the House of the Lord
and any intended use is to be in keeping with a worshipful atmosphere.

RESTRICTIONS
Use of the Sanctuary is restricted to services that are worshipful in nature and include:

Worship services arranged by the Chester United Methodist Church Pastoral Staff
Services of Religious Music

Baccalaureate Services

Weddings

Funerals

Chester United Methodist Church, District and Conference Meetings

Practice rehearsals for above functions

The Pastor is responsible for coordinating the programs involving the use of the Sanctuary,
including any change or rearrangement of the furniture or items of worship. If an offering is to
be received, he/she will arrange for this by contacting the Usher Coordinator.

CHARGES
Charges for the use of these facilities for weddings are set forth in the Appendix of Fees.*

Use of these facilities by a non-church related group will require the services of at least one
custodian. See Appendix of Fees* for Custodial Services.
Any keys issued will require a deposit. (Refer to Appendix of Fees*). Deposit will be returned
when keys are returned to church office.

USE OF ORGAN

The organ in the Sanctuary shall be used only by persons properly trained to do so. (See
attached policy.)
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FUNERALS
There are no charges for funeral services.
AUDIO-VISUAL SYSTEMS

The church’s audio-visual systems shall be used only by persons properly trained to do
s0. (See attached policy.)
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FELLOWSHIP HALL

CHARGES

A
B.

No charge to CUMC groups.

No charges to CUMC member(s) for occasional private, non-business, family-related
activities (For example, family reunions).

Ecumenical groups (see Appendix of Fees)*

Other groups and/or individuals using the fellowship hall on an occasional basis (see
Appendix of Fees)*

Any keys issued will require a deposit (see Appendix of Fees)*. Deposit will be returned
when keys are returned to church office.

CUSTODIAL FEE

For categories other than “A” above, a separate cleaning deposit shall be submitted in

addition to the Usage Fee, if applicable. This deposit will be returned provided the facility is left
in the clean condition it was received. (See Appendix of Fees)*
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KITCHEN

SE

If a caterer is retained for an event at the church, the caterer shall provide their own serving
equipment and the kitchen shall be left clean.

CHARGES

A. No charge to CUMC groups.

B. No charges to CUMC member(s) for occasional private, non-business, family-related
activities (For example, family reunions).

O

Ecumenical groups (See Appendix of Fees)*

D. Other groups and/or individuals using the fellowship hall on an occasional basis (See
Appendix of Fees)*

E. Any keys issued will be done so with a deposit fee (see Appendix of Fees)*. Deposit will
be returned when keys are returned to church office

CUSTODIAL FEE

For categories other than “A” above, a separate cleaning deposit shall be submitted in addition to
the Usage Fee, if applicable. This deposit will be returned provided the facility is left in the
clean condition it was received. (See Appendix of Fees)*

Coffee Urns, Dishwasher and Stove — All Groups

Only a qualified adult(s) may operate the dishwasher, coffee urns, and stove.
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POLICY COVERING USE OF THE CHURCH ORGAN AND PIANOS

USE

The organ shall be used only by the church organist and his/her substitute, except in cases such
as weddings or other special music functions or occasions when, with the permission of the
Director of Music/church organist, as required, qualified organists may be permitted to use it.
This rule also applies to the use for such related rehearsals as are considered necessary on such
occasions. Use of the organ by students or others for practice will be permitted with
authorization from the Director of Music/organist.

KEY
The organ currently remains unlocked at all times. Should instances prove it necessary to lock

the organ; a key will be retained in the church office and in the possession of the Director of
Music/organist. Authorized organists will be required to sign for a temporary key.
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POLICY COVERING USE OF CUMC SOUND SYSTEM AND PROJECTION

SE

The sound system shall be used only by the Director of Music/organist or trained and appointed
sound technicians. This rule also applies to the use for such related rehearsals as are considered
necessary on such occasions. Permitted use is limited to the sanctuary and Davis Fellowship
Hall.

Request for use must be made no later than one month prior to the scheduled event so that a
technician may be trained. The technician will coordinate a consultation to determine the needs
of the event.

FEES: Referto Appendix of Fees*

NOTE: We also offer the use of a karaoke machine with one microphone for smaller
events at no charge.

Any group/individual using the sound or video equipment will be held financially responsible for
any damages to equipment caused during the event.
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CUMC Groups — Such as:

AARP

Administrative Council

Blood Mobile

Chester Senior Citizens

Chester Clergy Association

Committee on Nominations

Committee on Finance

Council on Ministries

Grounds and Property Committee

Library Committee

Staff-Parish Relations Committee

Prayer Groups

Records and History Committee

Scout Troops Sponsored by CUMC
Sharing Groups

Single/Single Again

Study Groups (including Emmaus Walk)
Trustees

United Methodist Women

United Methodist Men

United Methodist Youth (OEF, Jr. and Sr.)
Work Area in Stewardship

Work Area in Church & Society

Work Area in Missions (including Chester
House)

Work Area in Higher Education & Campus
Ministries

Work Area in Evangelism

Work Area in Christian Unity (Ecumenical
Council

Work Area in Christian Education

Young Adults

Young at Heart

Other Groups — Such As:

Ecumenical Groups — Such as:

Groups that parallel those of CUMC
From churches participating in the Chester
Clergy Association

YMCA (Tri-Hi Y and Hi-Y)
Fellowship of Christian Athletes
Scout Troops Sponsored by churches

participating in the Chester Ecumenical
Council.

Scout Troops NOT sponsored by CUMC or churches of the Chester Ecumenical Council

Chesterfield County Parks & Recreation
Civic Clubs (including Key Club and
Keyettes)

Dance and/or Music Recitals/Competitions
4-H

Private and Public Schools
Sports Associations
Fraternal Organizations
Narcotics Anonymous
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APPLICATION FOR USE OF CHURCH FACILITIES

Name of Organization/Person

Group Category: ( ) CUMC Group

( ) Ecumenical

( ) Other group

Person Making Arrangements
Name:
Address:
Phone:  (H) (w)
Email:

Contact Person
Name:
Address:
Phone: (H) (w)
Email:

PLEASE NOTE: If contact person changes, please notify the church office immediately (748-6006)

Type of Event:

(Meeting, Dinner, Wedding, Etc.)

Frequency: One Time ( ) Weekly () Monthly ( ) Size of Group
Dates Requested:
Start Date End Date Start Time End Time Day of the Week Week of Month
Room Requested: OFFICE USE ONLY
9 ) Usage Fee Deposit Other Fee
Key D it:
( ) Sanctuary ey Deposi
( ) Fellowship Hall Key Assigned:
( ) Kitchen Key Returned:
| ( ) Classroom No. No Charge No Charge
Date Fee Paid:
( ) Youth Cottage
Date of Deposit:
( ) Nursery No Charge No Charge
Dep. Returned:
( ) Other
Total Fees

Please return the completed form to the church office to secure meeting date.
NO SMOKING or ALCOHOL allowed anywhere in the building!
It is your responsibility to secure windows, turn off lights, turn off heat or a/c, and close doors when

finished with your designated room.

If your group is the last to leave the building, it is your responsibility to see that ALL lights are off and

the exterior doors securely locked.

Please do not make room changes without first checking with the church office.
If your meeting space has been taken, please use another room. Please contact the church office the

following day to resolve future conflicts.

If you have any questions, please phone the church office (748-6006)
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WEDDINGS

RESERVATIONS

A

B.

Reservations shall be made through the church office. They should be made as early as
possible with no date confirmed until approved by the Pastor.

Confirmation of a date for non-members will be made no earlier than twenty-four weeks
(6 months) prior to the date. Church members have first choice of time and date up to
twenty-four weeks.

DECORATIONS

A

Flowers, palms, or other greenery, and candelabra should be carefully placed to avoid
hiding the altar table and the cross. Only the regular altar candles (including unity
candle), flowers and the open Bible should be placed on the altar table. As in all church
decorating, everything should be arranged to direct attention toward the cross.

Nails, tacks, and tape are not to be used in the sanctuary. They will be removed as soon
as discovered.

No rice will be allowed. Bird seed is permitted only outside the facility.

The wedding party is responsible for the removal of all decorations from the narthex and
sanctuary.

Pews reserved for the family should be marked with the RESERVED PEW markers
provided by the church. Ribbons, flowers and/or greenery may be tied to these markers.

Four altar candles are available for use without charge. Two floor candelabra are
available and if used, the church has candles available at a cost of thirty-five dollars ($35)
to the bridal party. Include payment for candles in check for other fees.

Candles may be used in the windows if covered by hurricane globes. The church
provides the globes without charge. Bridal Party must provide the candles.

1. No candles will be allowed except within the altar area and windows as specified
above.

2. Ceiling lights may be dimmed to candlelight appearance.

. Flower girls/boys may spread only silk or dried flower petals, unless a runner is used to

prevent fresh petals from staining the carpet.
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WEDDINGS (continued)

PHOTOGRAPHS AND RECORDINGS

The taking of photographs and the use of electronic equipment will be left to the discretion of the
pastor.

MUSIC

A. The church organist and pastor must be consulted in advance concerning the music to be
used.

o

The church organist fee is set in the CUMC Wedding booklet.

O

An organist other than the church organist may be used provided he/she has been
approved by the church organist.

SOUND SYSTEM

The optional use of the sound system shall be governed by the Policy for the Use of the Sound
System, see attached.

DRESSING ROOMS

A. The church has designated classroom 116 to be used by the bridal party for dressing.
B. The music room will be provided for the groom and groomsmen, if desired.

C. Rooms are to be left clean and orderly. If it is deemed by representatives of the church
that the rooms need additional cleaning, a fee of $10.00 will be charged.

D. Food and/or beverages are prohibited in the church parlor room 124.
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WEDDINGS (Continued)

FEES

A. Facilities are available to CUMC members as follows:

1. Sanctuary

Usage fee: No Charge
Custodial services: $100.00

2. Fellowship Hall
Usage fee: No Charge
Custodial Services: $50.00

3. Kitchen
Usage Fee No Charge
Custodial service $25.00

Total payable is due one week in advance and shall be submitted to the church office.
Custodial service checks made payable to custodian as listed in Wedding Booklet.

B. Facilities are available to non-CUMC members as follows:

1. Sanctuary

Usage fee: $300.00

Custodial services: $100.00
2. Fellowship Hall

Usage fee: $200.00

Custodial Services: $50.00
3. Kitchen

Usage Fee $150.00

Custodial service $25.00

Total payable is due two weeks in advance and shall be submitted to the church office. Usage
fee check made payable to “Chester United Methodist Church.” Custodial service checks
made payable to custodian.

If the appointed wedding director is unavailable to open building at times needed keys will be
issued for a deposit of $25. The deposit will be returned when key/s are returned to church
office.
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WEDDINGS (continued)

GENERAL
A. No alcoholic beverages, illegal drugs or firearms are permitted on the church premises.

B. Smoking is not allowed anywhere in the building. Outside areas used for smoking must
be policed and all remnants of smoking must be extinguished and disposed of properly.

C. Breakage and damage to church property shall be paid for by the wedding party.

D. Facilities are to be left clean and orderly. If it is deemed by the representative of CUMC
that special cleaning is required, beyond normal cleaning, the fees shall be assessed to the
wedding party.
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The Following payment of fees were received from

for the

Chester United Methodist Church

STATEMENT OF CHARGES FOR USE OF FACILITIES

“Non-Members”

use of facilities at Chester United Methodist Church. The

Damage/Extra Cleaning deposit will be returned once the facility is inspected and it is

determined that no extra cleaning is needed and no damage occurred. In the event that extra

cleaning or damage is noted the cost for cleaning and or repairs will be taken from the deposit.

1. Sanctuary Received
a. Damage/Extra Cleaning Deposit.........ccccovrererneiennnincnienenens $100
D, USE FEB...eiieiiii et $300
c. Candles for Candelabra...........ccocooeirineinineiee e, $35
d. Custodial services (Janet Corbin) .........cccceevveviiieiiecccc e, $100
€. Wedding DireCtOr.........ccoereiierieieeriee e $150
f. Pastor (suggested HONOrarium)..........cccceeevveveeieseeseee e, $250
g. Organist (Joshua Wortham) ..........ccccocereenineinieneneee e $250
h. Sound System Technician ..........c.cccceeviveiievecccceece e, $150+
i. Deposit-Keyassigned# $25

2. Fellowship Hall
a. Damage/Extra Cleaning Deposit.........ccccovrerereieienniencieenens $100
D. USAQE FEO....ceecieceieiceee e $200
c. Custodial Fee (Janet Corbin) ........cccoceveiriieieie e, $50
d. Sound System Technician ............cccevveviiiiii e, $150+
e. Deposit- Keyassigned#_ e, $25

3. Kitchen
Q. USAQE FEB ..o $150
b. Custodial Fee (Janet Corbin) ........cccccovoviiievieicicce e, $25
c. Deposit-Keyassigned# e, $25

Received by: Date:
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Chester United Methodist Church
s

. 4 STATEMENT OF CHARGES FOR USE OF FACILITIES
“Members”
The Following payment of fees were received from ,
for the use of facilities at Chester United Methodist Church. The

Damage/Extra Cleaning deposit will be returned once the facility is inspected and it is
determined that no extra cleaning is needed and no damage occurred. In the event that extra

cleaning or damage is noted the cost for cleaning and or repairs will be taken from the deposit.

1. Sanctuary Received
a. Damage/Extra Cleaning Deposit.........ccccovrererneiennnincnienenens $100
D, USE FEB...eiieiiii et $300 N/A
c. Candles for Candelabra...........ccocooeirineiniiieieee e, $35
d. Custodial services (Janet Corbin) .........cccceevveviiieiiecccc e, $100
€. Wedding DireCtOr.........ccooiieiiiieieiesiesieee e $75
f. Pastor (suggested HONOrarium)..........cccceeevveveeieseeseee e, $250
g. Organist (Joshua Wortham) ..........ccccocereininninieneneese e $250
h. Sound System Technician ..........ccccccocveviiiiiiiciieece e, $25
i. Deposit-Keyassigned# $25
2. Fellowship Hall
a. Damage/Extra Cleaning Deposit.........ccccovrerereieienniencieenens $100
D. USAQE FEO....ceecieceieiceee e $200 N/A
c. Custodial Fee (Janet Corbin) ........cccoceveiriieieie e, $50
d. Sound System TeChniCian ...........ccccceevieveeviiie i, $25
e. Deposit- Keyassigned#_ e, $25
3. Kitchen
Q. USAQE FEB ..o $150 N/A
b. Custodial Fee (Janet Corbin) ........cccccovoviiievieicicce e, $25
c. Deposit-Keyassigned# e, $25
Received by: Date:
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*APPENDIX OF FEES *

FELLOWSHIP HALL:

U Ecumenical Groups — Sixty Five Dollars ($65.00) per meeting

U Other Groups and /or Individuals on an Occasional Use Basis —One
Hundred and Seventy Five Dollars ($175.00) per diem

U Key (s) Deposit — Twenty Five Dollars ($25.00)

U Separate Custodial Cleaning Deposit (if applicable) — Fifty Dollars
($50.00)

KITCHEN:

U Ecumenical Groups — Thirty Five Dollars ($35.00) per meeting

U Other Groups and/or Individuals on an Occasional Use Basis —One
Hundred and Fifty Dollars ($150.00) per diem

U Key(s) Deposit — Twenty Five Dollars ($25.00)

U Separate Custodial Cleaning Deposit (if applicable) — Fifty Dollars
($50.00)

USE OF CUMC SOUND SYSTEM AND PROJECTION:

A. CUMC groups
No charge

B. CUMC member(s) for occasional private, non-business, family-related Activities
$25.00/hour for set-up and operation of the equipment

C. Ecumenical Groups
$25.00/hour for set up and operation of the equipment

D. Other groups and/or individuals, including the use for weddings:
1. Wedding: $150.00 (includes up to 1 hour at rehearsal, and the ceremony)
a. Overtime $50.00/hour or any part thereof.
2. Others: $75.00+/hour (depending on the demands of the event)

The above listed fees should be made payable to “the sound technician assigned to
the event”.
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