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FACILITY USE POLICY
Purpose:
The purpose of this policy is to provide clear guidelines for the use of church facilities to ensure safety, stewardship, and alignment with the mission of the church.
1. General Guidelines
· Church facilities are a sacred space and are to be used in ways that honor Christ and reflect our values.
· Facility use must be approved in advance by church staff.
· The church reserves the right to decline requests for any activity that conflicts with our mission, values, or calendar.

2. Priority of Use
· Church services and official ministries
· Church member events (weddings, funerals, showers, etc.)
· Community events consistent with church values

3. Scheduling and Reservations
· All requests must be submitted via the Facility Use Request Form at least 2 weeks prior to the event.
· Reservations are confirmed only after staff approval and deposit (if required) is received.
· Changes or cancellations should be communicated as soon as possible.
4. Facility Rules
· No smoking, alcohol, or illegal drugs are permitted anywhere on church property.
· Decorations must not cause damage to walls, doors, or floors (no nails, tacks, or tape on painted surfaces).
· The facility must be left in the same condition it was found, including trash removal.
· The church is not responsible for personal items lost, stolen, or damaged during events.


5. Fees and Deposits
· Members: May be free or minimal deposit only (refundable if no damage).
· Non-members: Facility use fees and deposits may apply, set by the church leadership.
· Deposits are refundable after inspection confirming no damage or additional cleaning required.
6. Supervision and Security
· A responsible adult (age 21+) must be present and supervising the event at all times.
· Events with children must have adequate adult supervision per church guidelines.
· If keys or access codes are provided, they must be returned immediately after use.
7. Liability and Insurance
· All users agree to assume liability for any damages to the building or property.
· Outside groups may be required to provide proof of insurance and name the church as an additional insured.

FACILITY USE REQUEST FORM
Church Name: ___________________________
Date of Request: ___________________________

Requester Name / Organization: ___________________________
Phone: ______________________  Email: ______________________

Event Name / Purpose: ___________________________
Event Date(s) & Time(s): ___________________________

Areas Requested: (Check all that apply)
☐ Sanctuary  ☐ Fellowship Hall  ☐ Kitchen  ☐ Classrooms  ☐ Gym/Outdoor Area

Expected Attendance: __________

Will food or beverages be served? ☐ Yes ☐ No
Will sound/tech equipment be needed? ☐ Yes ☐ No
Deposit & Fees:
- Deposit Amount: $___________  Received By: __________________
- Facility Use Fee (if applicable): $___________  Paid By: __________________

Acknowledgment of Facility Use Policy:
I have read and agree to abide by the church’s Facility Use Policy. I understand that I am responsible for all cleanup, supervision, and any damages that occur during the event.


Requester Signature: ________________________  Date: ___________


Church Staff Use Only:
- Approved By: ________________________  Date: ___________
- Notes / Conditions: ____________________________________________
- Deposit Returned: ☐ Yes ☐ No  Date: ___________

This resource was developed by the Baptist Convention of Maryland/Delaware (BCM/D) as a tool to assist local churches in their ministry and operations. While every effort has been made to ensure accuracy and practicality, this material is provided for informational purposes only and should not be considered legal, financial, or professional advice. Churches are encouraged to consult with appropriate legal or financial professionals as needed. The BCM/D assumes no liability for the use or adaptation of this content.
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