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LEAD YOUR MINISTRY WITH CONFIDENCE

Do We Have Clear Procedures for Facility Use?

Discover if your church is prepared to share its property.

Well-developed policies regarding the use of church facilities create a clear understanding between
church leaders and users of the facilities—critical to good relationships with members and non-
members alike. They also help to limit the church's exposure to property damage and injury claims,
should something go wrong in the use of the facilities. How clear are your facilities-use policies in
these areas? Use this checklist to find out.

Crystal Somewhat

Unclear
Clear Clear

How Clear Are Our Policies?

How much space preparation must be done by
church staff?

How will the space be protected from damage?

Who does what in cleaning up and returning the
space to the best condition?

What happens when space is misused or
damaged?

Who pays for facility use?

What happens when there is physical damage?
What happens when there is personal injury?
How are repairs made?

Which areas of the church are available to public
use?

How and when are damages assessed?

How does the church protect itself against liability
claims?

In what circumstances must users provide proof
of insurance?

Who oversees the safety of the building, its
contents, and the people on the property at any
given time?
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Which areas are always off-limits?

Who maintains a facilities calendar?

Allowing others to use empty church facilities seems like an easy call—especially when you can
recoup some of the cost of maintaining the facilities. It raises issues of security, damages, and
liability that you need to consider carefully before you open your doors. We can help you build a
facility use policy with our simple tips.

Building Your Policy

Know the tax implications. Consider federal and state tax laws when building your policy. The
type of organization requesting use and the nature of the event both play into whether you can
lend your facilities and whether you can charge fees without jeopardizing your tax-exempt
status.

Establish a fee schedule. Determine under what conditions you will charge for building use.
Create a fee schedule that clearly defines the fees for different rooms and different activities.

Avoid scheduling conflicts. Limit conflicts over scheduling priorities by defining your
reservation policy. Decide whether ministry events and congregant requests have preferential
scheduling over outside party requests and community events.

Sweat the small stuff. Include details in your building use policy on what activities and
decorations are allowed, whether furniture can be moved, and what to do with dirty dishes. If you
don't address an item in your policy, you can't hold people accountable for it.

Day-to-Day Management

Who's in charge? Appoint a facilities manager to track building scheduling and use. The
manager should approve building request forms and maintain a centralized scheduling calendar.

Sign here. Require that a building use agreement be executed for events. The responsible party
should sign the agreement. Consider a separate agreement for large events like weddings.

Do damage control. Complete a thorough post-event inspection of the room. Look for damage
and evidence of policy violations. Determine if any building use policies need to be revised or if
any damage claims should be filed.
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