Guidelines for Writing a Rental Policy

For MB Churches in BC

Preamble


Writing a rental policy for your church will go a long way to help you think through the issues and risks involved in opening your church for the benefit of the public and to further your charitable purposes. While a policy is essential, it must not be done in isolation from other policies and practices in your church.  In fact, if your policies are not applied consistently, you will lose the defense if ever challenged.  This consistency will also be evident in documents such as your constitution, by-laws and other policies.  One complimentary policy that is important to incorporate in the life of your church is a Lifestyle policy that applies to staff, board (leadership) and members.  (See page __ of the “Doing the Right Thing”, A Risk Management Manual for BC MB Churches.) This policy will reinforce the degree of control you want to have over the rental of your facilities. 

There are also some definitions and distinctive that you need to be aware of as you prepare your rental policy. 

· Your Leadership (Elders, Church Council, Trustees) determine what activities will further the purpose of your church 

· Your leadership will also set the priorities as to who to rent to ranging from those that are closest to the purposes of your church to those who are the furthest away. 

· Your leadership will set the rules of conduct and the fees

· Definitions:  


· Similar purposes = groups whose activities are so aligned with yours that they further your charitable purposes by offering them the use of your facilities. 
· Non-profit = may be charitable or not charitable. They exist for the benefit of their members and not generally for the public.

· For Profit = may be Christian organizations or individual that make their living by the activity.  This will include guest speakers and musicians that make their living performing or speaking. 

· Insurance considerations are that all outside groups (groups where you do not exert full authority, control and supervision) are required to provide a certificate of insurance confirming they have general liability coverage and naming your church as an additional insured party. 
· All rental groups or individuals will be required to complete and sign a rental application that becomes an enforceable contract. 

· It is advisable to have your rental policy (and all your policies) reviewed by a trusted legal firm.

*Sentences block highlighted indicate an instruction.
Purposes of [Your Church Name] Note: These statements should reflect what your constitution or by-laws say. 
1. To proclaim Jesus Christ through exalting, equipping, evangelizing and encouraging so that people may put their trust in God and receive Jesus Christ as Saviour and Lord and grow in their faith. 

2. To declare that the Bible is our written authority.  As Anabaptists, we believe that authoritative interpretation of the Bible is the result of corporate reflection under the guidance of the Holy Spirit. 

3. To teach and live according to the principles as written in the Bible and as declared in the Confession of Faith of the Mennonite Brethren Churches. 

4. To encourage and demonstrate Christian unity amongst ourselves and in fellowship with other denominations that confesses Jesus Christ as Lord and Saviour. 

5. To evangelize our neighbours and family members and others around the world be declaring the life-changing gospel of Jesus Christ. 

6. To promote Christian marriages as a lifelong covenant between a man and a women for the purpose of companionship, encouragement, sexual intimacy and procreation. 

Prioritizing of Facilities Use for [Your Church Name] 

Note: This is a suggested list of priorities; however, this is one of the items that must be approved at your leadership level.  The level of risk to opening yourself up to challenges  will determine who is identified in this listing. 

1. All events and activities that are under the full authority, control and supervision of staff or volunteers of [Your Church Name]
2. All activities of the Mennonite Brethren denomination and its related organizations. For example: MBMSI, YMI, DMI, Stewardship Ministries, MBBS, ACTS Seminary, CBC, All four Camps, Canadian Conference, CMU, BOCE and its emerging churches. These activities will be free of charge
3. Other charitable groups with similar purposes. For example, MCC, Youth for Christ, YWAM, Evangelical missionary agencies, especially those supported by [Your Church Name]. 

4. Not-for-profit organizations that by word and deed support and endorse the MB Confession of Faith and the charitable purposes of [Your Church Name]. 
5. All activities on the church property will be activities that do not undermine the Mennonite Brethren Confession of Faith [Church Name]. 
6. Neutral activities such as family gatherings, birthday parties and family celebrations that are not activities that can be categorized as being church events will be considered if the activities of the event do not contravene  the Statement of Faith of the Mennonite Brethren church and the Lifestyle policy of [Your Church Name] Note: This is controversial!!! Only include this is you want to make your facility open to the general public for all private and neutral events.  This can be considered to match the purpose of outreach to your community and therefore the rental charge for this event will be the same for church members/adherents and the general public. 
7. Government activities, restricted to blood donor clinics and polling station will be considered if they do not conflict with a church event. [This would be at your discretion]
8. For profit activities will [or will not – you decide and identify] be considered if the activity does not contravene the Statement of Faith of the MB Churches.  All these activities as subject to fair market rental prices. 

General Policies of [Your Church Name] 

Note: Be aware that if you make a decision to restrict the use of your facilities based on an individual’s characteristics (race, religion, or orientation) will clearly be challenged or if you restrict the use based on the purpose of an organization, you probably be challenged legally. You need to decide how to balance the tension between wanting to control your facility usage and wanting to reach your community.
1. The first use of the facilities of [Your Church Name] shall be for the ministries, programs and activities of [Your Church Name] and its affiliated associations. 

2. All activities of all users of the facility of [Your Church Name] shall not conflict with the purposes and beliefs of [Your Church Name] and the Confession of Faith of the MB Church.
3. The use of the church for a funeral, subject to availability, is free of charge. 

4. The use of the church facility for a wedding will be permitted on a mutually acceptable date [you could restrict the use of a certain day] where a wedding adheres to the definition of marriage in the Statement of Faith of the MB Church as being between a man and a woman. All officiating ministers or marriage commissioners must be approved by the senior pastor to be theologically in agreement with the Statement of Faith of the MB Church. [You may want to have a restriction that all marriages performed in your church give evidence of participating in pre-marital counseling as approved by the Senior Pastor]
5. All neutral activities such as birthday parties, anniversaries or wedding receptions will be considered based on availability not prior to 6 weeks ahead and at the standard fee. [Note: Keeping this policies means that this is not restricted to members or adherents only, but open to the general public.  If that if too high a risk and not acceptable to you – then do not include this line. Then if fact, say that no neutral activities will be considered. If you want to restrict the parameters of neutral activities, you may want to say that they must be in agreement in word and practice with your charitable purposes and the MB Confession of Faith]  
6. All for-profit activities will be considered on an availability status not prior to 6 weeks ahead and at the standard fee. [Note: Keeping this policies means that this is not restricted to members or adherents only, but open to the general public and any business.  If that if too high a risk and not acceptable to you – then do not include this line.  Then if fact, say that no for-profit activities will be considered. If you want to restrict the parameters of for profit activities, you may want to say that they must be in agreement in word and practice with your charitable purposes and the MB Confession of Faith] 
7. Government activities, restricted to blood donor clinics and polling station will be permit if they do not conflict with a church event. [This would be at your discretion]
8. MB denomination activities will be considered to be church activities and will not be charged a rental fee. 
9. Serving alcohol and dancing will be prohibited on these premises.  There is no designated smoking area and smoking will not be permitted on the premises.  

10. The use of confetti, rice or bubbles is prohibited in or around the building. [optional]
11. Extreme sports activities must be disclosed before any rental agreement is signed.  Then the appropriate insurance coverage must be obtained and submitted.

12. The kitchen facilities may only be used providing that a supervisor has a food safe certificate.  If your group does not have a certified person, then one can be supplied for you at the posted rate per hour. 

13. A designated security supervisor must be present at all times or satisfactory arrangements for security made with the [Your Church Name] ahead of time.

14. All electronic equipment owned by [Your Church Name] must be operated by the Church’s qualified technician.  That technician will be supplied for you at the posted rate per hours.  [If this is not open to negotiation, then state that.] 
15. No equipment or property may be removed from the church without the church office and the kitchen supervisor’s permission and approval. 

16. Each user group and renter is responsible for the behavior of their own guests and participants.  Any damage done to the church or church property by guests and participants will be the responsibility of the renter. 

17. All renters will arrange for their own food and beverages (no alcohol). 

18. All rental users will be required to arrange for and provide proof of their own insurance to use this facility.  This is not open to negotiation as our BCMB insurance does not provide coverage for rental groups or their participants. 
Facility and Equipment Use:
(Add anything that pertains to your church rooms and equipment specifically.  Here are some things to address…) 
1. Kitchen must be supervised by a person with a Food Safe certificate. 

2. All damage or broken items must be reported to the church office. 

3. The standard of cleanliness is to be returned to the condition you found it in or better. 

4. All garbage must be removed and put into the appropriate bins. 

5. All linens (tablecloths, dish towels, hand towels) are to be laundered and returned by the end of the next business day.  The security deposit will not be returned until all linens are returned, cleaned and pressed as needed. (you may have a policy that the linens are left and there is a charge for cleaning them) 

6. No food and beverages may be served in areas not arranged for ahead of time. 

7. All tables and chairs must be cleaned up and put away after the event. 

8. Church owned sports equipment may only be used if arranged and approved and then returned to there appropriate storage places. 
9. Moving of any accessories (plants, shrubs, cross et.) must be declared and approved prior to the event. 

10. Candles are only permitted if they are [paradise candles](metal holders) or have protection from wax spray under them. 
Disclaimers: 

1. Rental by any group does not mean that [Your Church Name] endorses the beliefs and practices of the rental group. 

2. If information provided in the rental agreement is found to not be accurate, the event may be cancelled without notice or while in progress with no refund. 

3. The insurance policy of [Your Church Name] does not covered liability for rental groups, their guests or participants. 

4. Any personal information obtained in this rental agreement will be destroyed 30 days after the event and will be kept in a safe and secure place until them. 

Fee Structure:  for every 4 hour period, plus a two hour set up time (Example only- list each size room you are willing to rent. Check in your community for a standard church rate.)
1. MB denomination and its affiliates (see point 2 under Prioritizing Facility Use)   FREE 

2. Other Charitable organizations identified in Point 3 under Prioritizing Facility Use: 
Sanctuary, Gym and Kitchen


$ 200.00 

Gym and Kitchen only



$ 150.00 

Sanctuary only




$ 100.00 

Large Meeting Room
with 100 chairs

$ 50.00 

Small meeting Room with 50 chairs


$  25.00 

Custodian/Janitor/Set up



$  75.00 

Kitchen Supervisor




$  60.00 

Sound technician




$ 100.00

3. Neutral events as identified in Point 6 under Prioritizing Facility use: 








Member/adherent
Community


Sanctuary, Gym and Kitchen

$ 300.00 

$ 300.00

Gym and Kitchen only


$ 250.00 

$ 250.00

Sanctuary only



$ 100.00 

$ 100.00

Large Meeting Room
with 100 chairs
$  75.00 

$   75.00

Small meeting Room with 50 chairs

$  50.00 

$   50.00

Custodian/Janitor/Set up


$  75.00 

$   75.00

Kitchen Supervisor



$  60.00 

$   60.00

Sound technician



$ 100.00

$ 100.00

4. For profit use as identified by point 7 and 8 under Prioritizing Facility Use:

(suggested starting point for rate, check your local area for more specific information ie Hotels, banquet halls) 
    Fair Market Value: 
Sanctuary, Gym and Kitchen


$ 1,000.00

Meeting Room with 100 chairs


$    500.00

Sound technician




$  40.00 per hour 

Custodian/Janitor/Set up



$  30.00 per hour 


Rental Agreement: (Design this to fit your building and information you need to be of maximum service) 
Date of Use: _________________________ Event start time: _________________

Purpose of the Use: ___________________________________________________

Set up time: _____________ Person responsible for set up: ___________________

Name of user/agency/organization:  ______________________________________

___________________________________________________________________                             

Billing address: _______________________________________________________


City ________________________________    PC ___________________________

Name of person responsible:  ____________________________________________

Day Time phone: ________________________ e-mail: ______________________
Facilities requested: ___________________________________________________
Personnel supplied by church:  Sound ________________________ 

Janitorial_______________________________
Security________________________________

User agreement: 

I/We agree to… 

1. Pay the posted security deposit at time of booking. This deposit will be returned within two weeks following use provided that linens are returned in acceptable condition and there is no damage to the building or equipment. 

2. Will provide the certification of Insurance required by the day of the event. Failure to provide insurance will result in cancellation of use of facility without any further notice. 
3. Pay the rental fees by the date of the event. (you can require it before or determine a day, such as 30 days after) 

4. Be responsible for all setting up and cleaning up as per regulations listed and supervised by the Church staff. (if you want this to be paid church staff then say that here) 

5. Take responsibility for actions of all guests and participants using the facility. 

6. Have read and agree to abide by the facilities use guidelines. 

7. That the information provided is accurate and true. 

Signed: ____________________________________________ Date: ___________

Please print name:  ______________________________

Deposit received by: ___________________  Cash ___________ Cheque ________
Amount owing: ________________________  by (date) _____________________
