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Description automatically generated with low confidence]BUILDING USE REQUEST FORM
AND AGREEMENT as of 6/22/2026
ALL REQUESTS MUST BE MADE 14 DAYS IN ADVANCE FOR CONSIDERATION

Name of Activity/Event/Organization:                                                                                                                    
Contact name:                                                                                                                                                                 
Contact phone:                                    Contact email:                                                                    
Date(s) requested:                                                                                                                                                        
Event time:  start:                                                                  finish:                                                           
Purpose of event:                                                                                                                                                       
Total event time including setup and clean up:  start:                                          finish:                    
Number of attendees:                		Age group of attendees:                                  
Check event day(s) requested:  ☐MON   ☐ TUE   ☐ WED    ☐ THU    ☐FRI     ☐SAT    ☐ SUN
Frequency: ☐ONE TIME   ☐ WEEKLY     ☐ BI-WEEKLY     ☐ MONTHLY      ☐OTHER 
      Explain other:                                                                                                                                                                       
CHECK ROOMS TO BE USED:
Upstairs:	☐ Sanctuary	             Downstairs:  ☐ Classroom #7            Outside: ☐ Upper parking lot
                     ☐ Narthex                                        ☐ Classroom #8                              ☐ Lower parking lot
                      ☐ Fellowship hall                           ☐ Room 106                                    ☐ Playground
                     ☐ Music room                                                                         
                     ☐ Room 202     ☐ Room 204     ☐ Room 205
                     ☐ Wesley Room        ☐ Kitchen
What equipment will you be using:                                                                                                                          
Do you need a key? ☐   Key # _____   Please confirm you will NOT make copies or distribute to others:                  initial
Requested by:                                   Requested by (sign):                                                  

Authorized by:                                  Pastor Signature:                                                 
                                                   

Date request received:                     Scheduled:                  Confirmed:                        Added to calendar:              

Name of Activity/Event/Organization:                                                                                                                    
Contact name:                                                                                                                                                                 
The above-named activity has been APPROVED. Please complete this firm to finalize your reservation.
____ I will provide a Certificate of Insurance (COI) listing St. George’s UMC as an additional insured.  
____I will ensure the Child Protection Policy is enforced throughout the duration of this event. This includes that no minor will be left either unsupervised or supervised by only one adult.
____ I understand that the reservation deposit is non-refundable.
COST OF EVENT:
	Sanctuary/Fellowship Hall Rental fee: $225/3 hours; $75/each additional hour
	

	Room Rental Fee: $60/hour (subject to Monitor fees) 
(Room: ____________________________) 
	

	Building Monitor Fee (events held outside regular business hours): $125/3 hours; $35/each additional hour
	

	 Total Fee
	

	Reservation Fee (calculated 20%)
	

	Balance due prior to event
	

	Nursery Attendants: $12.77/attendant/hour; min.1 hour; payable directly to Attendants at event
	



Event Point of Contact:                                   Signature:                                                  













*A building monitor is mandatory for single use events. It may be optional for multiple use events. 
· Your building use time is for three (3) hours, with a building monitor* present. The three hours includes set up time, event and cleanup time. For time beyond the scheduled three hours, a $75/hour fee (Sanctuary/Fellowship Hall) or $60/hour (Room Rental) is incurred and must be paid directly to ST. GEORGE’S UMC and given to the building monitor* before departure.
· Two checks: one for Church use and the other for the building monitor*. The check for church use is due in the Church office no later than 14 business days before the date. If the prepayment is not received when due, the building use may be cancelled. The check made out to the building monitor* is payable the day of the recital, given directly to the monitor. Fees are listed below. 
· If building use is for a Recital/Concert and a rehearsal is needed, any rehearsal held during Church business hours (Monday-Friday 9:00 AM – 12:30 PM) building use monitor is provided free of charge; however, rehearsals held at any other time are subject to a $35/hour building monitor fee to cover their travel costs and time.

Sanctuary/Fellowship Hall 3 hours of building use ......................................$225 [PAYABLE TO ST. GEORGE’S UMC] 
SGUMC Single Room Rental 1 hour of room use………….……………………………$60 (Payable to St. George’s UMC) 
Building monitor...........................................................................................$125 [NAME TO BE SUPPLIED] 
                                                                                                    Monitor is paid $35 for each additional hour beyond 3.
Fee for time over 3-hour Sanctuary/Fellowship Hall reservation ................$75/hour [PAID DIRECTLY TO ST. GEORGE’S UMC] 
Fee for time over 3-hours Room Rental reservation…………………………………..$60/hour (Paid directly to St. George’s UMC) 
Fee for undone clean-up ..............................................................................$50 [TO BE PAID DIRECTLY TO ST. GEORGE’S UMC]
Recital/Concert Rehearsal outside of business hours ..................................$35/hour [TO BE PAID DIRECTLY TO YOUR RECITAL MONITOR]
Nursery Attendants………………………………………………….……………………………. $12.77/attendant/hour; min.1 hour; payable directly to Attendants at event
FEES: Initial ____ 

A. GENERAL (Please read and Initial)
· The sanctuary is a place for worship; appropriate and respectful conduct, including activities, conduct, and language is expected. Initial ____
· All decorations including banners, altar, lectern and pulpit Paraments, and displays cannot be removed. Initial ____ 
· St. George’s UMC is a smoke-free property. No smoking is permitted in the building or on the grounds. Initial ____
· Use of the building is limited to only the areas detailed in your reservation [the sanctuary, the narthex, the Fellowship Hall, Room Rental, and the restrooms located in the Fellowship Hall.]. Initial ____ 

B. REFRESHMENTS AND CLEAN-UP GUIDELINES (Please read and initial below)
· All refreshments, accompanying paper products, serving bowls, and utensils must be provided by the contact person and removed by the contact person. Initial ____ 
· The main kitchen is not available for use but the mini kitchen in the Wesley Room is available, which has a home size refrigerator/freezer and microwave. Initial ____ 
· Tables from the Fellowship Hall may be used in the narthex, provided they are taken down and returned to their original location following the building use. Initial ____ 
· Trash cans will be made available, but TRASH REMOVAL is the responsibility of the contact person. A dumpster is in the parking lot directly across from the Fellowship Hall. Initial ____
· Food and/or drink are not permitted in the sanctuary of the Church at any time. Initial ____ 
· All clean-ups MUST be completed prior to departure. Please be prompt. Initial ____
	 ▪ Clean up includes: 
· set up and take down of refreshments tables
· final sweeping of crumbs in narthex and Fellowship Hall
· final walk-through / inspection for trash
· final removal of collected trash bags to outside dumpster
· trash removal from bathrooms 
Please check the following boxes to indicate your understanding of the following:
☐ I am responsible for all clean-up in both the Sanctuary and Fellowship Hall or Narthex or Room #                     ____________.
☐ I will return all tables and chairs to their original positions.
☐ I will empty all trash and remove it to the parking lot dumpster. 
☐ I will pay a $50 cleanup fee to St. George’s UMC for any cleanup left undone.

 WHAT TO EXPECT FROM YOUR BUILDING MONITOR*
· Your building monitor will arrive 15 minutes before your scheduled reservation time to unlock the front door, turn on A/C or heat as appropriate and adjust lighting.
· Your building monitor will be happy to assist you in locating tables, chairs, and other event items as well as answer any other questions you may have. 
· The building monitor is present to oversee the event to be sure there is no smoking inside or on the grounds and that no food/drink is brought into the sanctuary and that appropriate conduct in sanctuary, including activities and language is to be observed. 
· The building monitor ensures the Church is left in as good a condition as it was found [including clean-up guidelines (as detailed above)], lights turned off where used, climate controls turned off, and door locked, if building is not otherwise in use. I have read, understood, and agree to comply with the above.









Appendix A: Child Protection Policy
St. George’s United Methodist Church (STGUMC) is called to offer both hospitality and protection to children. The purpose of this policy is to assure that all organizations using our facility are providing a caring and secure environment for children, for youth, and for the adults involved in serving them.
Outside organizations using our facility who include children or youth in their activities must provide a copy of their own child protection policy for acceptance. At a minimum, the adult leaders of children and youth must be trained and adhere to the following policy requirements:

From the Virginia Department of Social Services Administrative Code:
CHILD ABUSE DEFINITION
Child abuse refers to an act committed by a parent, caregiver, or person in a position of trust (even though he/she may not care for the child on a daily basis) which is not accidental and which harms or threatens to harm a child’s physical or mental health or welfare. A child is defined as someone from birth through seventeen years of age.
The Virginia Administrative Code defines abuser or neglector as “any person who is found to have committed the abuse or neglect of a child pursuant to Chapter 15 (§ 63.2-1500 et seq.) of Title 63.2 of the Code of Virginia. The Virginia Administrative Code establishes four (4) categories of abuse or neglect, including:
· Physical abuse.
· Physical neglect (includes medical neglect).
· Mental abuse or neglect.
· Sexual abuse

To create the safest possible environment within our church community, several prevention measures will be utilized to prevent child abuse:
SCREENING FOR THOSE WORKING WITH CHILDREN
All STGUMC ministries and outside organizations using the facility must arrange to have each employed or volunteer leader for children or youth activities and ministries sign a statement indicating that he/she has never been convicted of child abuse. Each such person shall also undergo a criminal record check. Anyone who has had a child abuse conviction, as well as anyone refusing to sign the statement or allow for the check, will not be permitted to work with children or youth at STGUMC.
On occasion, in order to meet other requirements in this policy, a substitute volunteer, who has not had a background screening yet, may be used to assist a person who is certified by this policy. That will not be the regular setup for planned classes and activities.
TWO ADULT RULE
· Community groups of children or youth who meet at the church must either have two or more unrelated leaders present who have been through the child protection training or must have on file at the church an approved copy of their own Child Protection policy.
· If a group stays overnight at the church, or if a church-sponsored group leaves the premises, two or more leaders must be present and must include at least one male and one female, if the group is of mixed-gender. For an overnight stay, STGUMC must have a record of the names, addresses, and phone numbers for all the adults who will be staying with the minors.

Appendix B: Child Protection Policy (cont’d)
· Anytime the number of children or youth exceeds the state guidelines, the number of adults will be increased to bring the ratio within those guidelines. The State guidelines are:

	RATIO
(CHILDREN : ADULT)
	CHILDRENS’ AGE
(Requirement based on age of youngest child)

	4:1
	Infants

	5:1
	18 months – 27 months

	8:1
	27 months – 3 years

	10:1
	3 years – 5 years

	18:1
	5 years – 10 years

	20:1
	10 years - older





	












Appendix B: Responsible Use Check List
Organization:		 Point of Contact: ____________________________________________________ 
Date: ______________________________________			

	LOCATION
	CHECKED
	COMMENTS OR CONCERNS:

	Furniture and equipment returned to original location
	
	

	Table surfaces wiped down
	
	

	Restrooms checked (toilets flushed and rooms tidied)
	
	

	Interior fire doors closed
	
	

	Trash removed to dumpster
	
	

	Rooms clean
	
	

	Appliances turned off
	
	

	Lights turned off
	
	

	Exterior doors locked
	
	

	Key Return (to Building Monitor)
	
	



The above items have been checked and accomplished. I hereby attest that the Healthy Church Protection Policy and all applicable Child Protection policies were enforced.

Signature:                                                                                                           Date: 	

Name (printed)	

Fill out this form and return it to the Building Monitor or place it in the Office Secretary’s mailbox, which is in the Fellowship Hall, before you leave the building.
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