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ASBURY UNITED METHODIST CHURCH            

ALLENTOWN, PENNSYLVANIA 

FACILITIES USAGE POLICY 

I. INTENT 

 

A. The facilities of Asbury United Methodist Church are a gift from God and 

exist for the purposes of God.  “Facilities” shall be defined as the 

buildings, grounds, equipment and property owned by the Church.   

B. The Board of Trustees believes that the facilities of Asbury are to be used 

primarily for the worship of God and for the programs and ministries of the 

Church.  Additionally, and in accordance with Wesley, we believe that 

social service and community connectivity are of heartfelt importance.  

Therefore, we seek to be good neighbors and welcome community groups 

whose missions are in alignment with ours.  ALL use of these facilities is 

to be in accordance with the mission and vision of the Church.   

C. It is further understood that Asbury is a religious, not-for-profit, tax exempt 

organization.  In certain circumstances the Church may impose fair and 

appropriate usage fees in order to assist the Church in compensating for 

custodial, administrative, utility and insurance costs. 

D. The intent of this policy is to clarify procedures related to facility use 

according to the following guidelines: 

1. In all circumstances, facility use shall honor God.   

2. In all circumstances, worship events have top priority. 

3. Facility use is limited to non-commercial, not-for-profit, non-political or 

for-profit organizations whose purposes are consistent with the mission 

and vision of Asbury and the Book of Discipline of the United Methodist 

Church.   

4. All users have the responsibility to use the facilities in a manner that 

demonstrates respect for the house of God. 

5. Though every effort will be made to accommodate need, the Church 

has the right to pre-empt, move or cancel usage due to special 

circumstances.  Examples: funeral services, weather or building 

emergencies, etc. 
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II. RESPONSIBILITIES 

 

A. Facility use falls within the jurisdictions of the Board of Trustees, the Board 

having overall responsibility to write and revise policies related to facility 

use. 

B. The Business Administrator has the responsibility to implement the 

policies approved by the Board of Trustees. 

C. The Business Administrator or his/her designee has the responsibility to 

process the appropriate forms related to application, use, fees (if 

applicable), room assignments, calendar/scheduling, and to notify the 

Head Custodian. 

D. The Head Custodian has the responsibility for set-up and clean-up as 

requested or required and to report any damages as soon as possible. 

E. The Board of Trustees shall review the Facility Use Policy with Church 

Council, periodically and upon amendment, to seek their input and to 

insure the Facility Use Policy reflects the overall mission and ministry of 

Asbury. 

F. If the Board of Trustees amends the Facility Use Policy, fee schedule, or 

any addendum in any substantial way, the Trustees shall share the 

proposed amendment(s) with Church Council for their input and review, 

prior to their final adoption by the Trustees. 
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III. USERS/CATEGORIES BY PRIORITY 

 

A. First priority is given to facility use for the worship of God, to include 

scheduled worship services and additional events as designated by the 

Pastor. 

B. Church Organizations including Councils, Boards, Committees, and 

Program Ministries as defined by the United Methodist Book of Discipline 

(2016, p. 186-195) 

1. Church School and Small Group Ministries (p. 186-187) 

2. Children’s Ministries (p.187-188) 

3. Young People’s Ministries (p.188-191) 

4. Scouting Ministries through Civic-Youth Serving Agencies (p. 191-192) 

5. United Methodist Women (p. 192-193) 

6. United Methodist Men (p. 193-195) 

7. Supplemental Ministries defined as “a variety of ministry programs for 

men and women in addition to UMW and UMM.”  ( p. 195)   

C. Members 

D. Non-members 

E. Non-commercial, not-for-profit, non-political or for-profit groups as 

described above (I.D.3.) 
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IV. FEES/CHARGES/REQUIREMENTS 

A. Church Organizations and Program Ministries (as defined in III.B.) are 

exempt from the fees listed on the Fee Schedule (Appendix A Facility 

Usage Fee Schedule) for traditionally held activities/events consistent with 

and defined by the ministry of the group, provided these activities/events 

occur during regularly scheduled onsite operating hours (Appendix D 

Asbury Facility Staff Hours).  Any activities/events that are scheduled or 

continued after regularly scheduled onsite operating hours shall be 

assessed an appropriate fee for that use, to be determined by the 

Business Administrator.  Any church organization or program ministry that 

knows in advance that their activity/event shall be initiated or continued 

beyond regularly scheduled onsite operating hours shall be required to 

contact the Business Administrator to seek prior approval.  In no case 

shall a church organization or program ministry use the facility beyond 

regularly scheduled operating hours without prior written approval from the 

business Administrator or his/her designee. 

B. New activities/events by any user will be evaluated on a case by case 

basis and fees assigned as deemed appropriate by the Business 

Administrator with approval of the Board of Trustees. 

C. In all circumstances, users should submit the appropriate “Application for 

Use of Facilities” form (Appendix B). 

D. Upon approval of the “Application for Use of Facilities” form, the user must 

then sign the “User Agreement for Facilities” form (Appendix C), agreeing 

to the clauses related to indemnity, liability and law.   The Business 

Administrator may wave this requirement at his/her discretion. 

E. The need for a reservation deposit will be determined by the Business 

Administrator on a case-by-case basis.  Church organizations and 

members are exempt.   

F. The Business Administrator will determine the need for a security deposit 

on a case-by-case basis, specifically for large events.  This deposit will be 

used toward the cleaning of the space in the event clean-up by the user is 

not done properly or loss or damage is detected, excluding normal wear 

and tear.  If additional money is needed, the user will be billed for the 

additional cost.  If the space is returned to its original condition, the full 

security deposit will be refunded to the user.   
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G. The Business Administrator will determine the need for the user to provide 

evidence of Liability Insurance.  This pertains specifically to non-

commercial, not-for-profit, non-political, and for-profit groups (as described 

in I.D.3.) applying for large events, when evidence of Liability Insurance 

may be deemed mandatory. 

H. All users are strongly encouraged to do their own set-up and clean-up, 

including church organizations and program ministries. When assistance 

is needed, custodial help may be arranged with the Business 

Administrator.  At the time of application for use there should be clear 

communication and understanding between the Church and the user 

regarding the fee schedule (Appendix A Facility Usage Fee Schedule), 

including the possibility of additional fees if custodial staff is required to 

perform duties in addition to their usual tasks or are required to be on duty 

for extended hours.  

The possibility of additional fees for property damage should also be 

communicated at the time of application for use.   
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     V.  GENERAL GUIDELINES FOR FACILITY USE 

 

A. ALL reservations for facility use must be scheduled through the office by 

completion of the “Application for Use of Facility” form (Appendix B) so 

that the church calendar is maintained and conflicts avoided. 

B. If the requested activity is a fundraiser, completion of a “Fundraising Form” 

(available from the church office) shall be included with the 

aforementioned “Application for Use of Facility” form.  In such case, both 

forms should be submitted to the church office for review and approval. 

C. ALL activities must be over and the facility vacated by 8:30 PM.  When it is 

anticipated that facility use may extend beyond custodial presence, 

options, including the possibility of additional custodial fees, should be 

discussed with the Business Administrator.  The Business Administrator 

shall have final decision on all facility use hours and fees. (see IV.A.) 

D. ALL users should return the space to its original condition, including 

furniture set-up, trash removal, HVAC unit settings, surface and floor 

cleaning, etc. 

E. ALL users are requested to remove any food, supplies, etc. belonging to 

them.  Asbury is not responsible for any items left behind or lost. 

F. ALL users agree to hold harmless Asbury United Methodist Church, the 

UMC, and its staff, employees, trustees, officers and members for all 

expenses arising out of any injury occurring during the event or while on 

church property before, during, or after the event.   

G. ALL users are limited to use only the space reserved (including the 

designated rest rooms) for the purpose reserved.  Smoking, alcohol and 

illegal activities are prohibited.  NO food or drink is permitted in the 

sanctuary.    If moving chairs and tables has been approved, they must be 

picked up and carried.  Limited decorations are allowed but they must be 

removed without damage to the facility.  

H. ALL users who wish to use additional equipment, e.g. media equipment, 

sound equipment, etc. should make note on the “Application for Use of 

Facility” form when it is submitted for approval. 

I. ALL users should refer to the contact information on the “User Agreement 

for Facilities” form for emergency contact information.   

J. Asbury’s Staff Holiday-Inclement Weather Policy will be provided as 

appropriate. 

K. Asbury’s Board or Trustees, its Business Administrator or designated staff 

may cancel any event, at any time, for any violation of the user 

agreement. 
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Approved By: Action of Asbury UMC Board of Trustees Date__6/24/19__ 

Reviewed By: Action of Asbury UMC Church Council  Date__________ 
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Appendix D 

Asbury Facility Staff Hours 

Onsite (except Holidays) 

 

Sunday     7:00am-1:00pm and 5:00p-9:00pm 

Monday, Tuesday, Thursday, Friday 7:30am-5:00pm 

Wednesday     7:30am-3:00pm   

Monday through Thursday   5:30pm-9:00pm 

Saturday     8:30am-2:00pm 

 

On call 24 hours/365 days a year (including Holidays) 

 

 

 

 

 

 

 

 

 

 

 

 

 


