


FPC Napoleon Facility Use Policy

The facilities of the First Presbyterian Church of Napoleon exist for the purpose of fulfilling our mission of “The Church family engaging each other to enrich our community for God’s glory.”  The facilities are to be used to enhance the work of the church through evangelism, fellowship, discipleship, and mission outreach and service to the community.

Who May Use the Church (in order of priority):

1. First Presbyterian Church groups using the facilities as part of the ministry of the church. No charge.
2. Groups that are invited guests of the session or committees of the First Presbyterian Church. No charge
3. Members of the congregation. Generally, no charge. A donation to the church might be appropriate based on the scope and type of activity. 
4. Outside social, civic, educational, and non-service groups or individuals for activities that enhance the church mission.  These groups/ individuals will be charged a facilities usage fee to help defray the cost of utilities, staff, and custodial service. 
5. The facilities are not available to partisan political groups, Organizations whose activities are in conflict with the mission or doctrine of FPC Napoleon, nor to groups operating solely for commercial or personal gain.

Procedure
Potential groups or individuals wishing to use the facilities should contact the facility coordinator in the church office for a building use application or download from website.  
Submit the building use application form at least one month before the scheduled event.
Upon approval, a representative of the church will contact you to review activity details and building use policies.


GENERAL FACILITY Guidelines
General instructions
- Events can be scheduled from 8 a.m. to 9 p.m. Overnight activities must be approved by Church Session and require multiple day rental fee.
- The church reserves the right to schedule multiple events throughout the building. 
Respect for other programs using the building and its grounds are expected. 
- Use of church equipment, i.e., TV/VCR/DVD player, projectors, screens, and sound equipment; tables and chairs, is subject to availability and approval. These items may not be taken off church property.  
- Use of decorations is subject to the approval of church staff. 
- No tobacco products, firearms or illegal/recreational drugs are permitted on church property. 
- Alcoholic beverages are prohibited on church property unless a specific exception is made by the Session.
- Youth groups and young children must have adult supervision at all times. 
- Individuals or groups are expected to remain in or near the room(s) approved for use. 
- Groups must adhere to time schedule in the application as custodial assignments may be based on event. 
- The church will not be held responsible for personal property left in the building. 
- If there is damage to church property during an event, the person or organization using the building will be assessed damages fees. 
- The church provides insurance covering property and groups under its control. All other groups will provide the facility coordinator with a certificate of insurance. 

Set-up
- A discussion (meeting or phone call) with the facility coordinator or assigned FPC staff member (custodian, wedding coordinator, etc.) should be held at least one week prior to the event to go over details and expectations. 
- The set-up of tables and other equipment must be arranged with the facility coordinator.  Permission must be received from a church session or operations member before moving any fixtures, furniture or accessories.

Facility Clean-up
- Basic clean-up of the area used is required (including dish washing, decoration removal, replacement of all furniture and equipment to its proper place). Trash is to be bagged and removed from the property.

Fund Raising Events
- Community groups may use the building for fund raising events. The funds raised are to support the mission and ministry of the church, provide an outreach to the community, or support a community organization with goals consistent with the church’s facility use mission.

Use of Church Kitchen
- Use of the kitchen requires an orientation and instruction session prior to use.
- Basic clean-up is always expected. This includes washing the dishes, tables, counters, etc. and sweeping the floor if necessary.  Remove all perishable food items. 

Use of Church Sanctuary
- Special permission must be received by session in order to use the Sanctuary and there will be an additional cost for use.
- The church organ may only be played by the church organist or designee.

Weddings -  Please see Wedding Policy Handbook for fees and procedures.

Building Use Fees
- Facility Charge: $130 for Fellowship Hall with access to kitchen. $65 for ½ Fellowship Hall plus $50 cleaning deposit may also be requested. An additional charge of $20/hr may be requested, depending on the work any church member is required to do while present.
- $50 for use of the yard, if the use does not conflict with regular or planned church events. Those using the yard are expected to leave it clean and visually appealing. No parking vehicles on the lawn.
- Any group wishing to meet regularly on the church’s property, please contact the facility coordinator.
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