531
Use of WPC Facilities
Purpose  
The purpose of this policy is to specify the facilities (physical plant and furnishings) of Webster Presbyterian Church, establish responsibilities for care and safekeeping, define who will pay use fees and the amount of these fees, and related details.

General 
The primary purpose of the Church's facilities is to support (l) the Church's worship services and educational programs, (2) the Church's fellowship programs, and (3) Church‑sponsored activities.  A secondary purpose is to provide (l) a place to conduct weddings and rehearsals (please refer to Wedding Policy), wedding receptions, and funerals,  (2) a place for non‑profit and community public service organizations to meet if sponsored by a WPC member or staff , (3) use by a WPC member for family or personal functions.  Exceptions to this policy will be considered if it is received in writing two months prior to event date by the church office.  Organizations whose purpose is profit‑oriented will be denied use of the Church's facilities.  

Use  Responsibilities

l.
General  Provisions  

Facilities available for use include the sanctuary (seating up to 550 and for church ministry programs, weddings, and other community or musical events approved by the Worship Committee - see Sanctuary Guidelines), Bouton Hall (seating up to 75), Old Music Room, the Gallery, Bassett Parlor, Fellowship Hall (room for seating 250) and grounds.

Priority of Use:  Primary purpose of the Church facilities listed above have a higher priority than secondary purposes.  For secondary purposes the facilities will be provided to approved users on a space‑available, first‑come, first‑served basis.  Members and organizations of the church will have priority.  

In order to be approved, a formal written request for use of facilities must be filed with the Church Administrator stating the date(s), duration, which facility, purpose and number(s) of people involved, as well as the WPC individual responsible for the event.  The Church Administrator will forward the request to the Building and Grounds (G&B) Committee for approval and will post the event on the church calendar. 

Food and beverages are generally prohibited except in Bouton Hall and Fellowship Hall.

For use of the Kitchen please refer to Policy 516.  The Fellowship and Welcoming Committee must approve all requests for the use of the Kitchen.

For use of the sanctuary please refer to the Sanctuary Guidelines and requests must be approved by the Worship Committee.

The WPC member using the church facilities will be held liable for any destruction or damage to church property.  No thumb tacks or tape will be allowed on Church walls.  People responsible for displays must be responsible for their removal and cleanup of areas used. 

Webster Presbyterian Church shall not be held liable for any injury to any individual or for the loss of or injury to the property of any individual, group, or organization using the facilities of the Church. 

Equipment, furniture, or supplies will be loaned to WPC members or WPC groups for the use outside the Church only upon approval of the B&G Committee.

2.
Administrative Duties

To assist users, the Church Administrator will arrange for the following:

a. Will inform the cleaning service of any special needs 

b. Instruct the WPC member sponsoring the event on the procedure for opening and locking the Church properties. 

c. Arrange for the WPC member to have a key for the event , complete the checking out of keys form and providing a deposit for the key which will be return upon return of the key.

d. Informing the B&G committee a need if necessary to adjusting the heating and cooling instrumentation before and after the event. 

e. Inspecting facilities after use to insure that they were left undamaged and ready for the next user. 

Sexton service will be required for all special events including weddings, wedding rehearsals, receptions, and such other approved activities where a use fee is charged.

3.
Use  fees  

The Church is not in the business of leasing its facilities, and use fees are designed solely to defray a portion of operational costs, maintenance, and insurance. Use of the Education and main building may be at no cost, when the member agrees to set up the room, clean up the room after the event, and return the room to its original configuration at the end of the event.  

Fees for use of the Fellowship Hall will require the following:

a. $500 refundable deposit  (refundable after inspection by the Church Administrator or designee approved by WPC Staff)

b. Members - $350 fee for the event and non-members $800.00.

c. All fees related to security guards (based on use of alcohol and size of party)

d. Outstanding balance for use is due one week prior to event.

e. Any fees assessed will be by vote of the B & G Committee.

Fees for use of Bouton Hall (Kitchen not included please refer to policy #516)

a. $500 refundable deposit (refundable after inspection by the Church Administrator or designee approved by WPC Staff).

b. Members - $150 fee for the event and non-members $300.00

c. Outstanding balance for use is due one week prior to event

d. Any fees assessed will be by vote of the B & G Committee.

e. NO alcohol beverages will be served in Bouton Hall.

4.
Alcoholic  Beverage  Consumption 

Use of Alcoholic beverages in moderation is only allowed in the Fellowship Hall and pertains to other than Church‑sponsored activities and Church groups.  Consumption of Wine, Beer, or champagne in Fellowship Hall for receptions or other events will require proof of supplemental insurance (single event rider) by the WPC member or leaser and one uniformed security guard is required.  If more than 150 guests are expected, extra uniform security guards will be required (1 security guard for every 150 guests).  Sales of alcoholic beverages are strictly prohibited.  

5. 
Modification  of  Policy  


The Webster Presbyterian Church may at any time modify this policy or any regulations or restrictions relevant to Church facilities without advance notice.

531.1
Church  Facilities  Use  ‑  Request Form 
Forms provided by the Church Administrator are to be used by WPC members planning to use the church facilities.

