THE USE OF CHURCH PROPERTY & FACILITIES
Policy, Procedures and Fees

Hartwood Presbyterian Church,
50 Hartwood Church Rd., Hartwood, VA  22406

The policy, procedures and guidelines for the use of Hartwood Presbyterian Church’s

property and facilities is guided by the following statement that reflects our mission,

core values, bedrock beliefs, and vision.

A. Being Clear About Our Mission, Values, Beliefs and Vision

1. Mission Purpose (What business are we in?)

    Hartwood Presbyterian Church’s mission is to develop disciples by providing worship, 

    fellowship and service through Jesus Christ.

2. Core Values (What are the core values that our community wants to Incarnate?)

    Offering compassion and hope

    Providing a safe and caring environment

    Building community outreach through service to others.

    Nurturing faith.

3. Bedrock Beliefs (What are the beliefs that constitute the core of our faith?)

    Jesus Christ is our Lord and Savior.

    God’s grace is amazing…and forgiving.

    Prayer is powerful, necessary and changes people.

    The Bible is our guide for faith and living.

    Stewardship is the faithful use of God’s gifts.

    Christians work to transform the world by obeying God’s will.

    There is only one God existing in three persons: Father, Son and Holy Spirit.

    We miss the mark by not paying attention to what God wants.

    The church is the family of God that includes individuals and all types of families.

4. Vision (If we fulfill our mission purpose in 2004 and beyond at this church in this 

    community, what will it look like? Feel like? Taste like?)

    We at Hartwood Presbyterian Church envision a Christ centered community where people of

    all ages are welcomed, nurtured, and strengthened.                                                                                                                                                           

   Mission/Vision approved by the Session – 05/22/03; mission statement revised – 6/26/03

   Use of Church Facilities, approved by Session – 2/25/04
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The Use of Church Property & Facilities (continued)

                       B. Policy
1. This church’s use of its property and facilities has priority. The mission, work and 

    program of this church will always take precedence over the use of the facilities by 

    others. Other religious groups, charitable, community service groups, and for-profit

    organizations, and individuals may use the property and facilities, subject to our

    mission, core values, bedrock beliefs, and vision statement (see letter A), and the 

    provisions contained in this policy.

    The booking of nonrecurring events shall not push aside church events, but once 

    booked, the church would expect to honor the booking. The church will always

    retain the privilege of terminating, on 30-day notice, any space agreement with

    any group using the church on a recurring basis. Any and all such space may be 

    reclaimed at any time by the church when needed for unanticipated events which

    lie close to the roles of the church (such as for a funeral).

2. Non-recurring events. Active members and constituents of the congregation

    may use the kitchen, classrooms and fellowship spaces – subject to availability, of 

    course – for nonrecurring family and social events (family reunions, receptions, etc.) 

    for a fee to cover costs of utilities and custodial work. Others (inactive members and 

    nonmembers) may also use these same facilities with first preference going to active 

    members and constituents. (See the fee schedule). A 50% deposit applies to the use-

    fee.

    The sanctuary will ordinarily be used for weddings, funerals and worship.

3. Weekly or other recurring uses. The church property and facilities are available on a

    continuing recurring basis for profit and non-profit groups that meet our policy in 

    section A. Verification of liability insurance coverage may be required.

4. Door keys, rooms and equipment. A key to the buildings will be provided to a 

    designated leader of each group using the church on a weekly and recurring basis. The 

    designated leader is expected to inform the church anytime he or she passes the key to 

    anyone else in order that the church may always know exactly who has the keys to the 

    building. The keys are to be returned to the church office on the morning of the next

    business day. Those having non-recurring events will have the facilities opened and 

    closed by a representative of the Buildings & Grounds Committee.

    Only the rooms and equipment specifically requested and approved on the

    application may be used, and only on the approved dates and times.
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    When circumstances require cancellation of a reservation, please notify the church 

    office as soon as possible so that the space may be made available to others. 

5. Weddings & Funerals. The church will be available for wedding and funeral

    services. There is a fee for members and constituent weddings and their immediate 

    families (their children). (Please refer to the fee schedule for non-member weddings).

    There is no charge for any funerals.

    A wedding is considered a “member” wedding if either the bride or groom or the

    parents of either bride or groom are active members of the congregation. Non-member

    weddings will not be confirmed prior to six (6) months before the wedding date.

    Indoor weddings will only be done in the sanctuary.

6. Damage to the church or equipment. All users are expected to pay for any damage to

    the facilities or equipment. Users should not replace damaged equipment themselves.

    The user pays the church and the church makes the actual purchases to replace such

    equipment. This helps the church maintain a certain standard regarding the selection of 

    equipment, etc.

7. Clean up. All users are expected to tidy up all spaces they use and otherwise return 

    room arrangements to the way they were upon arrival, or better. Place all trash/

    garbage generated during use of the property and facilities in proper trash receptacles

    that are located in the building. Wash the tea towels. Turn off all appliances, lights and 

    lock all doors after use. 

    In the nursery and crib room, all sheets and pillowcases need to be washed and 

    returned. Tidy up the rooms, check the restrooms, and clean the toys.

    The church reserves the right to deny use of rooms to repeat offenders who do not 

    observe the clean up provisions.

8. Removal of church equipment from church property. Church members and non-

    members who request to use church equipment such as older chairs and older tables for 

    use outside of the church property will complete a Application to Use Church Property

    & Facilities  and receive permission from the chair or any member of the Buildings &

    Grounds Committee. The responsible party must sign for and inventory all items on the

    application. 

  9. Food storage and consumption. The use of food and beverage should be 

      limited to the fellowship halls and kitchens only. Food in all areas should be

      placed in tight containers. 
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The Use of Church Property & Facilities (continued)

10. Alcohol beverages and smoking. The use of alcoholic beverages is not permitted on

      church property and facilities. Smoking is not permitted in the buildings. Smokers 

      need to pick up after themselves.

11. Arrangements can be made for a representative of the church to be in attendance 

      during an event if necessary.

12. Payment by check. All financial transactions regarding the property and facilities

      of this church will be done by checks made payable to “Hartwood Presbyterian

      Church”.

                       C. Procedures
1. Get a copy of The Use of Church Property & Facilities (Policy, Procedures and Fees),

    and a copy of the Application to Use Church Property & Facilities from the church

    office. Read the policy and procedures, complete the application and return it to the 

    church office.

2. All applications must be submitted at least 30 days in advance of the date that

    space is needed. This means that organizations, groups and individuals wishing to use

    the facilities on a non-recurring basis must schedule their activities in advance.

    Non-member weddings may be tentatively scheduled, but cannot be confirmed prior

    to six (6) months before the wedding date.

3. Non-recurring events that meet the church’s policy (see section A) and that are not

    in conflict with any church or non-church activity will be booked by the Pastor,

    acting in the role of manager, and then reported at the next meeting of the Session,

    the governing body.

4. Weekly or other recurring uses that meet the church’s policy (see section A) and

    that are not in conflict with an church or non-church activity will referred by the

    Pastor to the Buildings and Grounds Committee for its approval and will then be

    reported at the next meeting of the Session.

5. Commercially oriented and for-profit events/groups will be referred by the Pastor

    to the Buildings and Grounds Committee who will make its recommendation to the

    Session based on the church’s policy. The Session will make the final decision.
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6. Notification of approval or rejection will be done by the church’s Administrative

    Assistant on the next business day by telephone first, and then by e-mail and mail.

    Arrangements will be made for the church key (see section B-4 in this document).

7. All fees for weekly and recurring events are due the first week of each month.

8. A copy of the revised calendar will show who is using the church’s property

    and facilities, and when. This will be placed in the Buildings & Grounds church office

    mail box the next administrative day after the decision has been made by the 

    Administrative Assistant and distributed to the Session through their packets prior to 

    their regular meeting.

                     D. Fees for the Use of Church Property & Facilities
The church has two buildings. One building contains the church sanctuary. It has a small, attached fellowship hall and kitchenette. Small class rooms are upstairs. A second building, the Christian Education Center (CEC) has a large fellowship hall, full kitchen,

class rooms, nursery and crib room. The church offices are located in the CEC building.

Property/Facility                                                  Members             Non-Members
Sanctuary

Sanctuary (wedding)                                           No Charge           $100.00

Sanctuary (funeral)                                              No Charge           No charge

Fellowship Halls

Old fellowship hall with kitchen     

CEC fellowship hall                         

CEC fellowship hall with kitchen    

Rates                                                                        

Up to 3 hours                                                         $50                    $100   

4 to 6 hours                                                            $65                    $130

All Day                                                                  $75                    $150       

Class Rooms - $15.00 per hour (member and non-member)

Nursery and crib room – no charge

No charge for church sponsored groups (such as the Scouts).

Extended use rates can be arranged (for such groups as Jazzercise).
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