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First United Methodist Church

Valparaiso, Indiana

General Philosophy
Members of the congregation of the First United Methodist Church, Valparaiso, Indiana, are committed to serve the community in a manner that furthers the Gospel of Jesus Christ and will enrich and benefit the lives of the citizens of this community.

We encourage the use of our facilities by our congregation, related church groups, community groups and agencies, which are compatible with the social principles of the United Methodist Church. 
This commitment may require that efforts be made to accommodate some groups that are not related to First Church.

The first priority of the church is to provide facilities for the extensive programming offered to and by the congregation of First Church. Limited parking facilities must always be taken into consideration when scheduling is done.

Secondarily, the facilities may be used for church‑sponsored programs that provide educational, spiritual and human‑welfare support to both members and non‑members.

Thirdly, the facilities may be used for non‑church sponsored events, which are designed to better our community and its people.

These policies, procedures, and rules supersede all oth​ers approved by the Administrative Board of The First United Methodist Church and are in addition to those found in The Book of the Discipline.  The Trustees of The First United Methodist Church may make minor modifications to these policies as deemed necessary.

Questions may be directed to:

Sheri Stockwell, Business Manager, 219-465-1661

Gene Albert,  Maintenance, 219-465-1661

Monday – Friday 9:00 a.m. – 4:00 p.m.

First United Methodist Church

Valparaiso, Indiana

General Policies
Groups Which Will Be Given Consideration For Church Use ‑ A group shall fall into one of these categories if its request for use of the building is to be considered: 

1) Church Related: 

a) All organizations or bodies listed in the Official Directory of the Church.

b) All groups related to First Church programs supervised or sponsored by a professional staff member.
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District or Annual Conference groups if requested by the Annual Conference Office or the District Office.

d) Weddings ‑ Member or Non‑Member

e) Receptions ‑ Fellowship Hall or Tower Chapel

f) Funerals

g) Church sponsored Scout troops

2) Outside Groups:
a) Service Groups ‑ Examples include Christian ministry oriented organizations such as Scouts, Meals on Wheels, Red Cross, YMCA, etc.

b) Cultural and Educational Groups ‑ Groups of a cultural or educational  nature whose income may be from dues but which are non‑profit in nature and whose general practice and membership does not conflict with the purpose/ministry of the Church of Jesus Christ. Evaluation of such will be done by the Business Manager in consultation with one of the pastors.

c) Gatherings related to government ‑ Examples include incumbent public officials reporting to their constituents will be considered.

d) Celebrations – Examples include wedding showers, baby showers, anniversaries.

Groups Which Will Not be Considered for Building Use: 

1) Political Groups ‑ Groups advocating election of specific public officials. 

2) Groups with goals unsympathetic to the Gospel of Jesus Christ

3) Groups violating principles of Book of Discipline of the United Methodist Church.

4) Groups advocating revolution or overthrow of the government of the United States.

5) Fund-Raising Groups ‑ The building will be available for fund raising events only for groups that are attempting to fund Christian ministries. The Business Manager in consultation with one of the pastors will do evaluation of such.

Availability of Building: 

1) Church‑related meetings shall be given first priority in building use.

2)  The size of groups shall not exceed standards that have been established by the Indiana State Fire Marshal for the various areas.

3) The facilities may be available for use on Monday ‑ Friday from 9:00 a.m. until 9:30 p.m. and on Saturday, 9:00 a.m. until 3:00 p.m. The facilities are not available for use on Sundays or Holidays. All exceptions to these times are to be approved by the Business Manager.

Assignment of  Facilities: 

1) Groups will be assigned to specific areas and will limit their activities to these areas.

2) Use of kitchen facilities is subject to prior approval by the Business Manager.

Responsibilities of Groups: 

1) Provide own supplies (coffee, tea, sugar, paper products, etc.).

UNDER NO CIRCUMSTANCES IS RED OR GRAPE PUNCH TO BE SERVED IN ANY OF THE CHURCH FACILITIES. OUTSIDE GROUPS WHOM STAIN THE CARPET WITH THESE DRINKS WILL BE BILLED FOR THE CLEANING OR REPLACEMENT OF STAINED CARPET.

2) All leftovers must be taken home or to Spring Valley Homeless Shelter.

3) No storage space will be provided for outside groups without prior approval by the Business Manager and subject to availability.

4) Groups can only use specific rooms assigned to them by the Business Manager.

5) Groups are responsible for the behavior of participants (no smoking, no alcoholic beverages, no abusive language, etc.)

Supervisor

Each outside group will be assigned a responsible person for the entire event/meeting. The person is either a staff member or lay member of the church and is the liaison between the church and those in charge of the event/meeting. This person is available to give instructions, as well as to assist in any way possible. The fee for this person includes one hour before the event/meeting is scheduled to begin and 30 minutes after the event/meeting is scheduled to end. This person is assigned by the Business Manager. Groups are to pay through the Church Business Manager. Note: If the event/meeting is sponsored by a Ministry of the Church, the Ministry Department Head, or his/her designee, will be the responsible person and no fee will be charged.

Custodian(s)

Custodians will be paid for set up and clean up. Each outside group will be assigned a minimum of one custodian. The fee for the custodian includes 1 hour before the event/meeting is scheduled to begin and 30 minutes after the event/meeting is scheduled to end. Custodians will be assigned by the Business Manager. Groups are to pay for custodian(s) through the Church Business Manager. See fee schedule regarding rates for set-up, clean up, snow removal, and heating/air conditioning requirements.

Specific Guidelines and Restrictions 

1) Every person and/or group is expected to read, sign and abide by the guidelines and restrictions listed in this document. [See page 11, entitled Facilities Request Form.]

2) Fees are to be paid 7 days in advance with the Business Manager. [See page 13, entitled Fee Schedule]

3) If a scheduling conflict should develop with a church program or ministry, the outside group may be asked to move to a different room, seek a different location or cancel the event or meeting.

4) Because of limited space, furniture, or equipment, a request from any group may be denied.

5) There will be no permanently assigned rooms. Normally, rooms will be assigned on a first-come, first-served basis.

6) No smoking is permitted in or on any FUMC property.

7) No alcoholic beverages are permitted in or on any FUMC property.

8) No sales of raffle tickets or other forms of gambling are permitted in or on any FUMC property.

9) Anyone wishing to play the organ or grand piano must have prior approval by the Minister of Music and Worship Arts.

10) The following items must be complete and on file with the Business Manager:

a) Facilities Request Form and Security deposit- at time of request. Security deposit will not be refunded if room cancellation is not made 2 weeks prior to scheduled event.

b) Room Set-up Request - 7 days before the event.

c) Required Fees - 7 days before the event.

11) The transfer or passing on of permission to use church facilities to those other than to which this agreement was made is strictly prohibited.

12) To avoid scheduling conflicts, only the Business Manager will make entries on any portion of the Church scheduling calendar.

13) Under no circumstance is food or drink to be carried and consumed in the Sanctuary, including the balcony. (Exceptions to this policy include bread and wine for Holy Communion as well as water for worship leaders during services).  

14) Attendance must not exceed the capacity agreed upon for any space in this agreement. The decision of the Business Manager on all safety issues shall be final.

15) Church equipment in the Sanctuary must be operated by church technicians approved and trained by the Director of Audio-Video Ministries. Charges for technicians are listed in the fee schedule. Technicians are to be paid through the Business Manager.

16) The use of church Audio\Video equipment must be done in coordination with the Director of Audio\Video and the appropriate fees applied to this agreement.

17) Church equipment, i.e., TV/VCR, projectors, screens and/or sound equipment is subject to availability and approval and must be included in the agreement.

18) Any property left on the premises by those using the facilities shall, after a period of thirty (30) days from the last usage, be deemed abandoned and shall become the property of the church.

19) No paints, tapes or glues may be used, nor carpentry, electrical or other construction work done on the premises without prior clearance with the Business Manager. 

20) No signs, banners, flags, streamers, etc. are to be attached or hung from any wall, post or beam within or outside the church without the approval of the Business Manager. 

21) All scenery or props must be free‑standing. No nails, screws or stage hooks may be used. All materials used must be non‑combustible or have been treated so as to have been made fire‑retardant.

22) No oil base paint, flammable liquids, fire producing chemicals, and/or open flames in any form (with the exception of candles on the altar table) may be used on the church premises, without the approval of the Business Manager. 

23) General lighting for the Sanctuary, one stand microphone and house lights are included in the agreement ‑ if required. A minimum of one technician will be required for all programs, activities and events that need these services.

24) The church reserves the right to schedule other activities and events in other parts of the building.

25) Those using church facilities must confine themselves to permitted areas and to the equipment agreed to under this agreement. It is not permitted to take tables and/or chairs from other rooms and/or areas of the church.

26) USERS ARE EXPECTED TO LEAVE THE FACILITIES IN GOOD CLEAN CONDITION. Trash should be placed in the receptacles provided.

27) The church shall provide insurance covering property and groups under its control. All other groups should provide to the Business Manager a hold harmless agreement or a certificate of insurance. 

28) Normally church equipment, e.g., tables, chairs, kitchen equipment, musical instruments, audio-visual equipment, is not loaned out.  Church equipment is not to be removed from the church premises without prior consent of the Business Manager and a signed affidavit assuming responsibility for lost or damaged equipment.

29) Animals should not be brought into any part of the church building. (Exceptions may be made on church sponsored ministries or for animals necessary for assistance to a handicapped person.)

30) Members scheduling facilities for private, non-ministry events ( birthday parties, wedding anniversaries, etc.) may be charged a use fee.

United First Methodist Church

Valparaiso, Indiana

Rules for the Use of the Kitchens

All property in the Fellowship Hall kitchen, Wesley Hall kitchenette, Conference Room kitchen, Asbury Centre kitchen, and the parlor ‑ including silverware, silver service, dishes, pots, pans, coffee maker, and linens ‑ must remain in the building.

1) UNDER NO CIRCUMSTANCES IS RED OR GRAPE PUNCH TO BE SERVED IN ANY OF THE CHURCH FACILITIES. OUTSIDE GROUPS WHOM STAIN THE CARPET WITH THESE DRINKS WILL BE BILLED FOR THE CLEANING OR REPLACEMENT OF STAINED CARPET.

2)
The dishwasher is to be operated by a trained person approved by the Business Manager.

3)
All spills should be cleaned up. A broom and mop are in the entry closet of the Fellowship Hall kitchen. Cleaning materials are found under the sinks.

4)
Tea towels and dishtowels are to be placed on the racks in the Fellowship Hall kitchen to dry.

5)
No food is to be left at the church. Leftovers may be taken to the Spring Valley Homeless Shelter.

6)
Coffee makers are to be left clean. No coffee grounds are to go down the drains. Put cords and basket inside each coffee maker.

7)
All water should be turned off.

8) The stove must be cleaned. All burners and ovens should be turned off.

9) All dishes, silver, pots, pans, etc. should be washed and put back in their proper places.

10) All garbage should be placed in lined containers. Extra liners can be found in the entry closet of the Fellowship Hall kitchen and in the sliding door closet in Asbury Kitchen.  Securely tie full bags.  At Asbury Centre take garbage bags outside to the fenced area and put the garbage inside the provided garbage containers.  All garbage generated in Fellowship Hall kitchen should remain inside the building.

11) The floor should be swept thoroughly.

Rules for the Use of Specific Kitchens

These rules are in addition to the general Rules for the Use of the Kitchens found on page 8 in the Church Facility Usage Policies.

1) Fellowship Hall Kitchen 

a) No heating units, coffee makers, etc. are to be used on the counter tops. Please use the metal carts.
b) Dirty towels should be hung on racks.
c) All garbage is to be placed in lined containers.  Extra liners can be found in the entry closet of the Fellowship Hall kitchen.  Do not place garbage outside the building.
2) Asbury Kitchen

a) Dirty towels go in the marked bucket located to the left of the sink.
b) All garbage is to be placed in lined containers.  Extra liners can be found in the sliding door closet in Asbury Kitchen.
c) Securely tie all garbage bags and take garbage bags outside to the fenced area and put the garbage inside the provided garbage containers.  Nothing is to be left in the fenced area outside the provided garbage cans!

d) All cardboard boxes are to be broken down to be recycled.
3) Conference Room Kitchen

a) No juices or sugar-based fluids are to be placed in these drains.
First United Methodist Church

Valparaiso, Indiana

Rules for Use of Nursery

The Nursery is provided for child care.

1) Any group using the nursery must use First United Methodist Church approved sitter or sitters. Sitters are to be approved by Director of Children's Ministries.

2) A nursery supervisor must be at least 18 years old and approved by the Director of Children's Ministry.

3) Food, other than dry cereals or crackers, is not to be eaten in the nursery.  Only milk or clear juices are to be drunk.

NO HOT DRINKS ARE TO BE TAKEN INTO THE NURSERY UNDER ANY CIRCUMSTANCE. 

4) The nursery (or any Wesley Hall room) is to be left in the condition it is found. Toys need to be picked up and put away.

5) Sick children should never be brought to the nursery.

6) Users will be billed $150.00 to replace any lost or damaged pagers.

7) Evening meetings may require two sitters per nursery.

First United Methodist Church

Facilities Request Form 

Name of Organization: 









Contact Person’s Name: 




Phone #: 






Address: 










Position with Organization: 







 

Person in Charge: 









 


Address: 





Phone #: 




Date Desired: 



Time From: 


to 



Type of program: 



Number Expected:




Room or Area Requested:  Tower Chapel 

  Fellowship Hall Kitchen 


   Sanctuary 

  Fellowship Hall 

 Conference Room/Kitchen 


   Asbury Centre – Youth Room 

       Asbury Centre  – Kitchen 

 

   Other 












Refreshments served? 

 Light refreshments 

 Full meal 



Number Tables Needed: 


Number Chairs Needed: 




Piano  

  Audio/Visual  

Nursery: 

 (see fee schedule)

Other Requirements: 










If applicable, sketch Room Set-up on reverse side.

The Business Manager will process the request for use of church facilities and will compute the application fees.  Permission to hold the activity or event will be subject to the approval of the Board of Trustees and the availability of space and equipment.  Special consideration will be given to requests endorsed by one of the various ministry areas of the church.

Signing of this agreement shall constitute willingness to comply to all rules and regulations regarding the use of First United Methodist Church of Valparaiso, Indiana facilities as set forth by the Board of Trustees.  Those using church facilities must use utmost care in the use of facilities and agree to protect, indemnify and hold harmless the First United Methodist Church of Valparaiso, Indiana and its officers and employees from any and all claims, liabilities, damages or rights of action directly or indirectly growing out of the use of the premises covered by this agreement.  In the event of damage to church property, those using the facilities shall accept the amount of damage as estimated by Board of Trustees and shall pay for such repair and replacement costs.

Signed: 





  Date: 







First United Methodist Church Set-up Request

Event Name: 












Contact Person: 





Phone #: 




Date/Day of Event: 




Time of Event: 



Room Assignment: 




Size of Group: 



Number of Tables: 





Number of Chairs: 



Speakers Podium: 

          (Yes/no)

Audio-Visual Needs:
TV/VCR 

Overhead Projector 


Screen 




Sound Amplifier 

Mics (how many) 

Tape/CD Player


Please be specific about your requests.


Schedule of Fees and Charges

Location


           1a,b,c,e & 2a,b
   2c,d

            2c,d





  
(see page 4)
         (see page 4)
        (see page 4)

        Church Related/           Outside Groups         Outside Groups





        Outside Groups             Member Fee
      Non-Member Fee
Asbury Centre


Asbury Hall


       N/A

   $100.00

$200.00


Kitchen


       N/A

   $  25.00

$  50.00


Classrooms – ½ day

       N/A

   $  25.00

$  50.00


Classrooms – all day

      N/A

   $  50.00

$100.00


Audio Visual Equipment
       N/A

   $  25.00

$  25.00

Main Building



     


Sanctuary or Tower Chapel
      N/A

   $100.00

$200.00


Conference Room Kitchen
      N/A

   $  10.00
 
$  20.00


Fellowship Hall

      N/A

   $100.00

$200.00


Fellowship Hall Kitchen
      N/A

   $  25.00

$  50.00


Parlor



      N/A

   $  50.00

$100.00


Sound (Lighting)

  $ 30.00/hr

   $  30.00/hr

$  30.00/hr


Audio Visual Equipment
      N/A

   $  25.00

$  25.00

Wesley Hall



     


Room – ½ day


       N/A

   $  25.00

$  50.00


Room – all day

       N/A

   $  50.00

$100.00


Audio Visual Equipment
       N/A

   $  25.00

$  25.00

Supervisor Fee


     N/A


        N/A

$  15.00/hr

Custodial Fee (all locations)

  $  15.00/hr

   $  15.00/hr

$  15.00/hr

  (includes set-up, clean-up, and snow removal)


Security Deposit  (Refundable)
  $  50.00

   $  50.00

$  50.00


Room Use Fees Total


$ 


   $ 

       
$
           
 
Security Deposit

(-)
$ 


   $ 

            $ 


Balance Due Two Weeks Prior
$ 


   $ 

            $ 





· Sound and Lighting System requires operator to be provided by Church – fee $30.00 per hour

· AudioVisual Equipment Fee required for use of TV, VCR, Overhead Projector, etc.

· Nursery requires child-care provided by First United Methodist Church approved persons at the rate of $6.00 per hour; over 8 children requires second person.  Outside groups see Nursery Policies.

· Final payment is due at least 7 days prior to the event.  Please make checks payable to:  First United Methodist Church.

· Security payment will not be refunded if room cancellation is not made 2 weeks prior to scheduled event.

�EMBED Unknown���





See wedding manual for specific details.





For office use only:       		Date security deposit received: 			


Date approved: 			 By: 						


Keys Issued     		Yes   		No               Key Number 		


Condition after use: 									





Diagram desired room arrangement:
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