Spanish Fort United Methodist Church
Mobile, Alabama
Facilities Use Policies and Fees
Approved by Trustees -May 2025

We are glad we can serve you through the use of our facilities and grounds.

Statement of Purpose
The church’s facilities were provided through God’s benevolence and by the sacrificial generosity of church members. The church desires that its facilities be used for the fellowship of the Body of Christ and always to God’s glory. Although the facilities are not generally open to the public, we make our facilities available to approved non-member persons and groups as a witness to our faith, in a spirit of Christian charity, and as a means of demonstrating the Gospel of Jesus Christ in practice.

The facilities are primarily for the use of Spanish Fort UMC ministries. Spanish Fort UMC ministry activity will take precedence over any functions. Additionally, the facilities are available for use by members and non-members as allowed by the calendar.

Reservations to use the facility will be granted utilizing the following overall priorities:
1. Spanish Fort UMC and programs
2. Weddings (see separate policy)
3. Non-profit groups (tax-exempt status)
4. Outside groups that closely align with SFUMC’s mission and sign SFUMC’s statement of faith.

Although reservations cannot be confirmed until three months before the scheduled event, it is best to get requests in as soon as possible. Large events that need a long lead time, special consideration will be taken.

Request Procedure: All reservations will be made through a Staff Liaison, who can be contacted through the Church office or our website. Once your tentative date is put on the Church calendar, it will be brought to the facilities manager and ministry staff for approval. 

[bookmark: OLE_LINK1]It is required that evening receptions/banquets be concluded by 8:00 p.m. for custodial/security reasons. (Exceptions to this time for churches & groups passing through can only be approved by the Pastor or Director of Finance and Operations on a case-by-case basis)



Facility Use Guidelines: 

The facilities and equipment of SFUMC exist for the primary purpose of serving God through SFUMC’s organizations and ministries.  Any event directly connected to the life and ministry of the church will be given preference, even if another event had been previously scheduled for that same day.  SFUMC will make every effort to accommodate all scheduled events, but some flexibility in room assignment may be required. We also reserve the right to cancel due to inclement weather / act of God.

SFUMC is not in the rental business; the fee requested is intended to defray SFUMC’s costs, including utilities, building maintenance, custodial requirements, etc.

1) Organizations engaged in partisan political campaigns are not eligible to use church facilities.
2) Facilities are not available to anyone, including members, who refuse to use the facilities in agreement with SFUMC’s statement of faith.
3) All request for use of the facilities must be scheduled through a Staff Liaison with a “Use of Church Facilities Application” completed at that time. SFUMC reserves the right to ask for proof of proper I.D.
a) Groups that have been issued a key must understand that having a church key does not permit unrestricted use of SFUMC facilities.  Use of and access to rooms/facilities other than those assigned (includes copier, electronic equipment, etc.) are required to have PRIOR office approval.
b) All group meetings must be coordinated with the church office and the church calendar to avoid overbooking.
c) Facility use is only for specified time as stated in the application.
d) SFUMC understands that groups occasionally find that the room reserved for them is no longer suitable.  Office approval is required PRIOR to using a different room.
e) The SFUMC office must have accurate contact information for two (2) members of your group (a primary and secondary).  It is the group’s/organization’s responsibility to see that SFUMC has accurate information.

4) A “Use of Church Facilities Application” should be completed at least four (4) weeks in advance of the activity for all persons or groups requesting SFUMC use.  The “Use of Church Facilities Application” provides information for every area of the church that is available for use/reservation.  All facilities, set up and tear down, and other service needs (e.g. food, sound, equipment, etc.) must be identified.  A deposit of $100 or 20% of total fee(s) are due at the time of filling out a “Use of Church Facilities Application” form for the event to be confirmed and placed on the church calendar. NO APPLICATIONS WILL BE TAKEN OVER THE PHONE.

a) The fees associated with the use of SFUMC facilities are outlined in the ‘Fee Schedule” and shown on the “Use of Church Facilities Application.”  In the case of organizations using SFUMC facilities on an ongoing basis, a separate reservation may be negotiated and may include special conditions and requirements as deemed necessary and appropriate.
b) If your group has reserved space but decides not to utilize the space, you are responsible for notifying the Staff Liaison of this change.  We ask for the following reason:
i) This will allow us to book the room for another event or group.
ii) SFUMC will know what to tell people if inquiries are received.

5) Any request for refunds must be in writing and are subject to the discretion of the Board of Trustees.
6) Use of facilities by outside groups (nonmembers) will require the services of a staff person to unlock and lock up and be present always during the event, unless other arrangements are made. (see fee schedule)
7) The Sanctuary and other SFUMC facilities may be used for weddings or funerals only with the permission and approval of the pastor. An SFUMC liaison must be present for weddings and funerals.
8) Use of sound equipment is available only through Spanish Fort UMC trained personnel. (see fee schedule) Groups must request the use of sound equipment at least one month in advance to allow time to secure a trained sound technician.
9) Certificates of insurance are to be provided if determined necessary by the pastor or the Director of Finance and Operations by all outside groups using any areas.
10) All groups must have one adult who oversees the entire reservation process and the event.
11) Spanish Fort United Methodist Church is a Safe Sanctuary Church.  What this means is that no child or vulnerable adult will be left in the room with only one other adult present.  Two adults, of sound mind, must be present always when children or vulnerable adults are in their care.  A vulnerable adult is considered any adult who cannot defend themselves or does not have the mental capacity to stop inappropriate behavior by another.  Children are defined as anyone under the age of nineteen.  We as a congregation take this decision to be a Safe Sanctuary very seriously, and we hope that you as the end user of our facilities will as well.  All activities involving children or youth under the age of 19 must have at least two leaders (at least one must be over 21.
12) Events that require more than one day may incur additional cost.
13) Reserved facilities shall be relinquished immediately upon termination of reserved time.
14) All groups making reservations shall be responsible for their own programming.
15) All fees must be paid two weeks prior to engagement.
16) Remaining mindful that this is a house of worship, all behavior shall be respectful.
17) Food and beverages in classrooms are restricted to certain areas.  No food or drink shall ever be used in the presence of sound equipment or electrical equipment.
18) Church equipment, such as tables and chairs, must be returned to original placement.  Failure to do so may require an additional fee.
19) All lights must be turned off and doors locked upon departure if church representative or custodian is not available.  Inability to do so may require an additional fee.
20) Abusive or foul language is not acceptable in any manner.  If said behavior continues, the church deems it the responsibility of the event leader to remove the party from our property.  If any paid staff, trustee of our congregation is to witness such behavior they are well within their means to have the party escorted off the property.
21) Violent behavior and drug or alcohol use are strictly prohibited while using church facilities. Any person exhibiting such behavior will be required to leave the premises immediately.  If any paid staff, trustee of our congregation, is to witness such behavior, they are well within their means to have the party escorted off the property and or shut down the event.
22) Weapons of any kind are not allowed on the premises.  We understand that those who have concealed carry permits may, by state law, legally carry a weapon. However, we as a congregation ask that you as the event leader ask all those who carry to leave their weapon in a safe/locked location.  If any paid staff, trustee of our congregation is to witness such behavior they are well within their means to have the party escorted off the property and or shut down the event.
23) Overnight Events.  Overnight events are to be approved by the pastor or Director of Finance and Operations, yet they are to be booked like all other events.  Overnight events require extra diligence on the part of the managing party of the event.    Bathrooms are to be patrolled and maintained during the entire event by a responsible adult.  Garbage is to be removed when full, as our custodian will not be available all night.  Extra care must be maintained to enforce the Safe Sanctuary policy previously stated.  
24) Music at all events should not be offensive, foul in language, or so loud as to be heard by the neighbors.  This is especially true during evening events.
25) Police officers can be on site for events, and the cost is listed in the fee schedule. The Trustees reserve the right to require an officer at an event if they deem it necessary, with the cost to be covered by the organizing group. 


Set Up, Tear Down, and Equipment:

1) Arrangements for this service shall be made on the “Use of Church Facilities Application”.
2) Custodial set-up, tear-down and clean-up fees will be determined on a case-by-case basis. Groups that do not require these services will not be charged. However, if the staff have to tear-down or clean-up after an event, a custodial fee will be charged as stated in the “Fee Schedule”.
3) No church property (i.e., audio/visual equipment, tables, chairs, coffee pots, coolers, easels, etc.) maybe removed from SFUMC property at any time.
4) SFUMC has a no storage policy.  The only exception is for items brought into SFUMC intended to be stored short term (24 hours’ maximum) at SFUMC.  Any time needed longer than 24 hours must have permission prior to storing items.
5) SFUMC equipment (e.g., pianos, a/v equipment, etc.) are not to be moved unless PRIOR approval has been granted by the church staff.
6) Should the use of the organ or piano be required, PRIOR approval from the Director of Music must be obtained.


Use of Kitchen:

The primary use of the kitchen facility will be for SFUMC wide functions.
1) All persons or outside organizations using the kitchen must be pre-approved by the pastor or Director of Finance and Operations and pay the appropriate fee(s), and are required to comply with the following procedures:
a) Absolutely NO USE of the stove tops or oven.
b) Clean, dry and put away all dishes and utensils according to approved methods of sanitation.
c) Wash all counter tops and work areas with cleanser, followed by a rinse and then wipe dry.
d) DO NOT leave leftover food in the refrigerator(s) unless approved by the pastor or Director of Finance and Operations .
e) Remove any food items brought into SFUMC for your event/function from the refrigerator.
f) If your group created substantial waste, it is your responsibility to remove it from the building. 
g) If you know that your event will require extra trash bags, please provide your own or contact the office before your event is scheduled.




Opening, Use and Closing of Facilities:
1) The SFUMC staff liaison will decide when the door (s) will be unlocked. The group/organization representative is responsible for obtaining instructions on which door(s) to use for access into facilities.  
2) If you would like to hang signs or posters (e.g., windows, inside or outside doors, or on pews, walls, etc.) contact the Staff Liaison for prior approval and instructions.  Regular masking and scotch tape, for example, removes the finish from wood surfaces and leaves marks on the window glass.
3) Do not disturb materials found in the room.  Use a “leave NO trace” mentality.  If you need specific materials for a project that your group is working on, be sure to bring them. Do not use materials including paper, paints, cardboard, etc. that you may find in the room(s).
4) The Air Conditioning and Heat will be preset.  Do not adjust any thermostats in the building. If the room is too cold or warm, contact the church office.
5) When your group has finished, leave the room(s) as you found them or better than you found them.  Turn off all lights in the room when leaving.
6) Verify that the door is shut and locked when leaving the room/building.

General Information:
1) Outside caterers will provide State Health Department license.
2) Childcare/nursery is not available.
3) Due to the difficulty in cleaning up glitter, it will NOT be allowed at any function/dinner.
4) NO smoking is permitted anywhere in the buildings, including restrooms.
5) NO alcoholic beverages, in any form, are allowed on the church premises.
6) No food or beverages are allowed in the Sanctuary.
7) Children must be supervised at all times. Please do not allow children to wonder, it is for the safety of the children.
8) It is the responsibility of the group to notify its members of any cancelations. 
9) Responsible care of the building and equipment is required at all times: damaged and/or breakage must be reported to a member of the office staff within one business day of the event. You may be required to pay for any negligent damage to the room, equipment and facilities.
10) SFUMC is not responsible for any lost, damaged or stolen articles of the said group/attendees.
11) In the event of an Emergency such as fire, personal injury, etc. call 911 to report the emergency and then contact the Director of Finance and Operations. See listing located on the contact page.
12) Everyone using SFUMC facilities must obey all church rules, and all federal, state and local laws and act in accordance within SFUMC’s values, principles, goals and mission.

Cancellation: 
Any cancellation of scheduled event within two weeks will result in loss of fees.

Liability:
The reserving party is responsible for any damage to church property, equipment, or facilities, or for cleaning of spills, etc. which require additional or professional treatment. Upon completion of the event, the Director of Finance and Operations will review all charges on the invoice and assess any other additional charges necessary.

Any required maintenance, repair, or cleaning will be billed to the reserving party. Proper care and caution must be exercised at all times.  

Spanish Fort UMC will not be liable for personal items or equipment lost, stolen, or damaged during the use of the facilities. Spanish Fort UMC is not to be held liable for falls, injuries, or medical treatment for persons participating in the scheduled activity.

Insurance:
For all non-church-sponsored events, the group or person using the facilities may be required by the pastor or Director of Finance and Operations to obtain liability insurance coverage.  This amount will be determined by the church’s insurance carrier, and the side policy must list the church as the party who is additionally insured.  

The user of our facilities must understand that they are responsible for all claims that pertain to their specific event.

Failure to obtain requested insurance prior to your event will void your facility request, and the date will be available to other groups. 

That said, extra liability insurance is usually not necessary.  The necessity of this type of insurance will be determined after you fill out all the proper forms.  If we deem that you need liability insurance, you will be contacted by our staff within a reasonable period time before your event so that you may obtain it. 


Special Circumstances:
The Senior Pastor or in his absence, the Chairperson of the Trustees, may cancel the reservation of a room at Spanish Fort UMC if unforeseen circumstances arise. Any fee paid for the reserved room(s) will be returned in this situation, and the church will be held harmless for any inconvenience/damages caused by the cancellation.



Fee Schedule

Custodial/Set-up Fee Schedule for Spanish Fort UMC:
· Additional charges may be incurred for unusual damage or cleanup. (see liability section)
· Knowing our fee schedule may not fit every scenario, adjustments can be negotiated with the Church Administrator

Our fee schedule is based on the following tier program:
· Tier 1- Programs, organizations, and committees of SFUMC.
· No rental fees
· *Cleaning fees waived if cleaning/set-up can occur during normal custodial cleaning schedule.  Otherwise, cleaning fee is half of the normal charge.
· Tier 2-Member use for special occasions or programs, organizations and committees of other UMC churches, groups and organizations of other religious denominations and affiliations. (must follow Christian beliefs) (wedding schedule separate)
· 50% of rental fees
· Full clean-up/set-up fees
· Tier 3- Non-profit community organizations for special occasions on a one-time basis or non-profit community organizations on a regular basis.
· Full rental fee
· Full cleaning/set-up fee





SFUMC Facility Fee Schedule
	Tier 1:
	
	

	No Rental Fee
	
	

	Cleaning Fee
	Waived if during normal custodial cleaning schedule, if not 50% of normal charge (see below)

	
	
	Rental Fee

	Tier 2:
	
	

	Main Campus:
	
	

	Sanctuary
	
	$200/ 3 hours

	Fellowship Hall
	
	$100/ 3 hours

	Fellowship Hall + Kitchen
	
	$150/ 3 hours

	Upper Reed Building
	
	$50/ 3 hours

	West Campus:
	
	

	W102 Executive Conference Room
	
	$50/ 3 hours

	W101 Large Conference Room
	
	$50/ 3 hours

	W128 Youth Area
	
	$100/ 3 hours

	W124 Classroom
	
	$50/ 3 hours

	W118 Classroom
	
	$50/ 3 hours

	W119 Classroom
	
	$50/ 3 hours

	
	
	Rental Fee

	Tier 3:
	
	

	Main Campus:
	
	

	Sanctuary
	
	$250/ 3 hours

	Fellowship Hall
	
	$150/ 3 hours

	Fellowship Hall + Kitchen
	
	$200/ 3 hours

	Upper Reed Building
	
	$50/ 3 hours

	West Campus:
	
	

	W102 Executive Conference Room
	
	$50/ 3 hours

	W101 Large Conference Room
	
	$50/ 3 hours

	W128 Youth Area
	
	$150/ 3 hours

	W124 Classroom
	
	$50/ 3 hours

	W118 Classroom
	
	$50/ 3 hours

	W119 Classroom
	
	$50/ 3 hours

	
	
	

	Additional Fees:
	
	Rental Fee

	Sound/Lighting/Audio Fee
	
	$150

	Cleaning Fee
	
	$150

	Set Up & Tear Down Fee
	
	$100

	Police Officer/Security
	
	$45/hour 
(if available)




Statement of Agreement & Faith
I, the end user of Spanish Fort United Methodist Church facilities, affirm that:

1. I understand that the church does not allow its facilities to be used in a way that contradicts its faith as described in the United Methodist Book of Discipline.
2. To the best of my knowledge, the purpose for which I am requesting use of church facilities will not deny the church’s faith, and I commit to promptly disclose any potential conflict of which I am aware or become aware to church staff.
3. I understand that upon approval of my facilities use request, I will need to provide a security deposit, a certificate of insurance if necessary, and any other fees required by the church.
4. I understand that the church does not allow its facilities to be generally available to the public.  That my use of these facilities is subject to the pastor’s, or the Director of Finance and Operations approval, which is conditioned in part on my agreement to the requirements in the “Facility Use and Policy and Procedures” listed earlier, a copy of which I have read and understood.
5. I understand that I will be responsible for any damages to the church facilities resulting from this proposed use of facilities.
6. I understand that I am to meet all Safe Sanctuary guidelines as stated in this document.
7. I understand that I may be required to carry an insurance policy for my event and that the church is to be listed as the additional insured.  
8. I understand that failure to maintain a healthy environment, either by language, violence, alcohol, drugs or weapons may lead to the reserved event being terminated.
9. I agree that disputes are to be worked out, if possible, between parties without recourse to the courts.  Accordingly, users of the facility agree to attempt resolution through Christian mediation.  This, however, does not preclude the church from seeking legal counsel if deemed necessary.


My signature below establishes that I understand, and I agree to all terms listed above.


Signature


_______________________________________________________________________
Witnessed by:
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