Facility Use Policy
Bethel Lutheran Church

Approved by Church Council on 
I.
Purpose 
To provide direction for the consistent use of church facilities and grounds.
II.
Policy & Procedure
A.
Priorities


1.
The building and property of this congregation are for the use of the congregation in its 




normal functions as a church and shall not be used in any way not in harmony with the 




purpose of this congregation. (Bethel Lutheran Church Constitution, C9.07)


2.
Use of the facilities by members or non-members for personal purposes, and by not-for-




profit organizations and by for-profit organizations shall be in harmony with the mission 




and purpose of this congregation.


3.
Bethel Lutheran Church program requirements have priority over all other facility 





requests.  We will not schedule non-church activities more than 6 months in advance.

4.
Commitments to outside organizations may have to be altered due to unexpected church 




needs.  


5.
Use of the facility is contingent upon the completion of a facility use agreement, payment 



of the rental fee, and scheduling for use of the facility with Bethel’s Office Administrator.  



Understanding of and assurance of compliance with Bethel’s security, lighting, and set-




up policies (see below) is required before a key is issued.  Failure to abide by the 
above-




named policies may result in denial of access to and use of Bethel Lutheran Church in the 



future.



a.
Security Policy – The doors to our building are to remain locked after 5:00 p.m.  If 





your group is meeting after this hour, you will need to provide a door person to let 





your guests in.  The doors should never be propped open.



b.
Lighting Policy – Use only the lights you need.  Turn off all the lights that are on 






before you leave.



c.
Setup Policy – Setup and equipment needs should be communicated at the time of 





rental.  The room you rent will be setup in advance by our janitorial staff.  No 






modifications can be made after that.  

B.
General Guidelines


1.
Smoking or tobacco of any kind is not permitted in the church facility.


2.
No alcoholic beverages shall be brought into or consumed at Bethel or on its grounds 





except for wine served as part of Holy Communion.


3.
Political parties shall not be permitted to use the facilities for rallies or other partisan 





activities.  Non-partisan political meetings for educational purposes or community 





information may be permitted.  Bethel facilities may be used as a polling place for state, 




federal, and city elections for a usage fee.


4.
Organizations, lodges, or groups which practice forms of religion without confessing 





faith in the Triune God, Father, Son, and Holy Spirit will not be allowed.


5.
Individual members (which includes weddings, receptions, and recitals), congregational 




organizations and groups, and non-profit outside groups may use the church facilities 





without charge.  There will be a custodial fee and a building manager fee, which are 





listed on the “Application for Use of Bethel Facilities” form.

6.
The kitchen may be used by any group or organization in the congregation.  Members 




and non-members requiring use of the dishes and dishwasher will be charged an extra 




fee.  The use of the kitchen facilities and all equipment and supplies shall be under the 




supervision of the Kitchen Committee/Kitchen Manager, and will be coordinated by the 




Office Administrator.


7.
All meetings and events must be on the church calendar to avoid conflicts.


8.
There will be no charge for facility use for funerals (there is a fee for food) which is 





considered a Bethel function.


9.
The Bethel Trustee reserves the right to enter into a negotiated agreement at any time 





and to refuse the use of the space, equipment, and grounds to anyone.

C.
Child Care


1.
Each group using the church that wants to use the nursery must make arrangements with 




the Nursery Coordinator in advance.

D.
Use of Equipment and Furnishings


1.
Tables, chairs, electronic equipment, instruments, or any other equipment are not to leave 



the church premises on either a loan or rental basis, to members or non-members.


2.
Microphones, amplification and recording devises, VCR/DVD players, televisions, 





projectors, and monitors are available for use to anyone who schedules to use this facility, 



members or non-members.  This equipment must be specifically 
requested in advance 




and documented on the signed contract.


3.
Sunday School tables and chairs shall not be removed from their rooms.


4.
Upholstered, wooden sanctuary chairs shall not be removed from the sanctuary.


5.
The Christian Life Center seats approximately 192 people and we have adequate tables 




and
chairs available for this. 

6.
The center aisle in the sanctuary is approximately 50 feet long.


8.
The sanctuary seats approximately 400 people (in the summer 330).  

9.
Banners, paraments, and all altar furnishings must remain where they are for the church 




season.  If you are having a wedding, you may request the wedding banner to be hung.


10.
The dividing walls are not to be moved by anyone except trained Bethel staff.

11.
Do not serve colored punch, milk, and coffee except in the CLC, Youth Center, or 





Fireside Room.  The person who signs this contract is responsible for cleaning up 





accidental spills and stains.  The narthex should be used as a social area only.



12.
Groups using Bethel facilities are expected to leave it in the same general condition as 




originally provided.  Clean up all litter, spills, and stains.  Dishes must be washed, dried, 




and returned to their proper place.  Make sure you turn off all lights. 
Check the 






bathrooms for messes left behind.  Be sure to close windows and check that all the doors 




are locked. You must report any damage or breakage that has occurred to the 
church 





office.

13.
Request for a change in facility use or time of use, on late notice, will be treated as a new 




request.


14.
A key to the church is available by calling the church office prior to your event.  You will 



be asked to leave a $10 deposit for the key which will be refunded when you return the 




key.  


15.
Please do not mount anything on our walls.  It is not allowed.

16.
Bethel Lutheran Church is not responsible for purses and other personal items.  If you 




are having an event or wedding please make sure these items are safe and secure.

E.
Pastors & Organist


1.
One of the pastors of Bethel will normally preside at all services conducted in the Bethel 




sanctuary.  They have first right of refusal on all scheduled services.  Request for 
an





alternate pastor must be made to the Senior Pastor of Bethel.


2.
The Bethel organist will normally play for all services conducted in the Bethel sanctuary.  



He/she has first right of refusal on all scheduled services.  Requests for alternate organist 




must be made to the Bethel organist.  Compensation will be arranged between the 





organist and the party in charge of making arrangements for the service.

F.
Church Music & Instruments


1.
The Minister of Music & Worship has the authority and priority over musical instruments 



and music.  Special permission is required for use.

2.
The piano is a very sensitive instrument.  It should not be moved for any reason.


3.
Use of the organ



a.
The organ is maintained primarily for use in Bethel worship services and for practice 





by the Bethel organist.



b.
The organ may be used free of charge by the Bethel organist or other approved 






organists for teaching organ 
students.



c.
Organ students may request to use the organ for practice.  The request must be 






approved by the organist.  There is no charge for use of the organ, though a free-






will contribution toward the organ upkeep will be accepted.  All practice times 






should be scheduled in advance, though any Bethel church function will be given 





priority.

G.
Scheduling Time


1.
Saturday evening weddings and/or receptions shall conclude no later than 10:00 p.m. for 




the 
purpose of janitorial clean-up for Sunday.

H.
Reconfirming Schedules


1.
Outside organizations who meet here on a continual basis, such as Cub Scouts, Boy 





Scouts, Girl Scouts, and Northfield Youth Choir should reconfirm their schedules with 




the Office Administrator at least once a year, and let us know who has the church key.  If 




your schedule needs to change, you must call the Office Administrator to see if that time 




and space are available.

I.
Revisions to this Policy

1.
Revisions may be made by the Bethel Trustee as needed, and then must be approved by 




the Church Council.

