BUILDING USAGE POLICY


Christ’s Evangelical Lutheran Church

Property/Parsonage Committee (900.1)

Effective Date December 4, 2023

Policy:  To establish building usage policies.

Purpose:  To permit the use of Christ’s Evangelical Lutheran Church’s facilities by members, church-sponsored organizations, committees, other congregations, community groups and non-profit organizations and to do so in ways that support the congregation’s mission of  “Making Christ known as We Worship, Serve and Grow in Faith.”
Responsibility:  Congregational Council, Pastor, Parish Secretary, Church Organist and Church Sexton.

Applicability:  Members and Non-Members of Christ’s Evangelical Lutheran Church

Definitions:  Honorarium: Christ’s Church members are encouraged to provide a monetary gift of their choice to personnel in these categories.

Guidelines: 

 I. Availability of Facilities:

1. The Nave: includes use of the organ, piano and sound system

2. The Lower Church Hall: kitchen and available sound system

3. The Youth Room, Parlor, Chapel or multiple Classrooms

Procedures:  

I.  Approval:  Requested facility use must be approved in advance by the Pastor or the Congregational Council President, and will be subject to fees established by the Congregational Council.  The Congregational Council may amend fees at any time.  Non-member special worship services must be approved as described below.
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A. Approval Process:

1. Persons/Organizations requesting facility use must fill out a Building Usage Request Form (see attachment 1).  The form is also available in the Church Office. The Church Secretary will consult the church calendar (congregational needs and activities receive priority).  If the date is available, the date will be reserved pending approval.  Those making requests will be informed if the date is not available.

2. The request is passed to the Pastor and/or Congregational Council for action.

3. If approved the Church Secretary will reserve the date on the calendar and forward a copy of the approval to the requestor and any affected committee.  If the request is denied, a copy will be forwarded to the requestor.  The original request form will be filed in the Church Office.

II.  Fund–Raising Activities:  The Congregational Council must specifically approve usage that is intended for fund-raising activities.

III.  Non-Member Special Services:  

A. Christ Evangelical Lutheran Church is not available for non-member weddings, with two exceptions:  

1. One or both of the wedding couple are in process of being received into membership  OR  

2. The wedding is held at CELC as a courtesy to a sister Lutheran congregation and pastor.

      Such requests are to be approved or disapproved by the Executive Committee of CELC.

B. The President of Congregational Council and the Pastor of Christ’s Church will approve funeral services of non-members.

IV.  Defined Fees must be paid prior to the day of the event.  “H” indicates an Honorarium (see definitions).

A. There is a $200.00 deposit for weddings, memorial services and other events for non-members.  Only upon receipt of deposit is the date reserved.
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B. Wedding fees:

	Member Fees
	Non-member fees
	Payment for:

	None
	$300.00
	Use of the Nave, including 2 hours the evening of the rehearsal and 6 hours on the wedding day.

	$35.00

$50.00 (with soloist)
	$50.00
	Church Organist fee for rehearsal

	$100.00
	$150.00
	Church Organist fee for wedding services.

	H*
	H*
	CELC Pastor’s fee (if used)

	H*
	$50.00
	Sound System and Operator

	H*
	$50.00
	Church Wedding Coordinator

	N.A.
	$150.00
	Fee for Organ use if Church Organist is not playing.  The Church Organist must approve guests.

	Cost of materials
	Cost of materials  + $25.00
	Bulletin preparation

	H*
	$50.00
	Church Sexton



C:  Funerals/Memorial Service Fees:
	Member Fees
	Non-Member Fees
	Payment for:

	None
	$200.00
	Use of Nave

	$125.00
	$150.00
	Church Organist Fees

	H*
	$250.00
	Pastor’s Fees

	H*
	$50.00
	Sound System and Operator

	H*
	$150.00
	Fee for Organ use if Church Organist is not playing.  The Church Organist must approve all guests.

	None
	$50.00
	Kitchen/Lower Church Hall fees.

	None
	$150.00
	Fee for cooking of food in Church Kitchen and use of coffee maker.  User provides supplies.

	None
	Cost of materials +$25.00
	Bulletin preparation

	H*
	$50.00
	Church Sexton
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D.  Other Event Fees
	Member Fees
	Non-Member Fees
	Payment for:

	H*
	$50.00
	Sound System & Operator

	None
	$200.00
	Use of Nave

	H*
	$150.00
	Fee for Organ use if Church Organist is not playing. Church Organist must approve all guests.

	None
	$50.00
	Kitchen/Lower Church Hall usage fee

	None
	$150.00
	Fee for cooking of food in the Church Kitchen and use of the coffee maker

	None
	$100.00
	Use of the Chapel

	H*
	$50.00
	Church Sexton


VI.  Rules of Use

A. Weddings:  Building use is limited to 2 hours on rehearsal day and up to 6 hours the day of the wedding.

B. Church furnishings and seasonal decorations are not to be removed from the premises unless specifically approved by the event coordinator.

C. Smoking is prohibited on church property.

D. Alcoholic beverages are not permitted on church property except for the Sacrament of Holy Communion.

E. Changes in or Cancellation of Usage requires notification of the Church Office at 570-524-0745.  Cancellation deadlines – 24 hours prior to a funeral, 2 weeks prior to a wedding.
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VII.  Care of the Facilities:

A. Use only the rooms for which approval was given.

B. Take care of the building and its contents, e.g.: cover tables/floors when doing crafts and provide adequate adult supervision.  

C. Do not damage the facilities with decorations. Do not hang decorations with tape, nails, tacks, or any device that will mar walls, wood or glass.

D. Clean up any messes.

E. Return the room(s) to its normal set up after use.

VIII.  Accidents:  Report any accidents or damage to the Church Office immediately.
IX.  Consequences of abuse of the facilities:  Failure to abide by these expectations may result in billing for damage, repair, or clean up and/or revocations of permission to use facilities in the future.

Attachments:  1. Building Usage Request Form

BUILDING USAGE REQUEST FORM

Updated December/2023
This form is to be used to request the usage of the facilities of Christ’s Evangelical Lutheran Church in Lewisburg.  This request should be submitted as early as possible in order that the Church Council may take action in accordance with the Building Usage Policy.  Be advised that the Council only meets once a month.

Person(s) Making Request: ___________________________________________

Phone number/E-mail:  _____________________________________________

Group or Organization Represented:  __________________________________

Reason for Request:  ________________________________________________

Dates and Times requested:

Areas of the Church needed:

Additional needs, i.e.: Pastor, Organist, musical instruments etc.

Special configuration or setup requested:

___________________  Date: ______    ___________________  Date:  ________

 (Sponsor’s Signature)


     (Requestor’s Signature)

Applicable Fees must be filled in on the next page, “Approval Section.”

Approval Section

Modification to Request:

Fees:


Facilities: ____________


Pastoral: _____________


Organist: ____________


Sound: ______________


Sexton ______________


Others: 


_______________________________


_______________________________


_______________________________


Total: _____________

*Approved by:

__________________  Date: ________    _________________  Date: _________

    (Pastor)



       
       (Council Member)

*Denied by:

__________________  Date: ________    _________________  Date: _________

    (Pastor)




       (Council Member)

* Pastor’s or Council Member’s signature required for official approval or denial.

