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Space Usage Policy 
First United Methodist Church 

1. There are four categories of people who request space: 

a. Church members 

b. Albion College and affiliated groups 

c. Closely allied organizations 

d. Other groups 

2. Church members (for personal events) and church organizations 

a. May schedule space use through the office, without requiring permission from the 

Trustees.  

b. Ministries of the church, including funerals performed by the pastor or of church 

members, do not pay either rental or security deposit. 

c. Need to schedule space in order to secure it. 

d. Do not pay for space use. 

e. Church groups do not place security deposits. 

f. Individuals and families do place security deposits, at $75 per event. 

3. Albion College and affiliated groups 

a. Affiliated groups include student organizations, departments, and administration. 

b. Must request space using a space usage form through the Trustees if using Tennant Hall 

and/or the kitchen. 

c. May request space directly through the office for a simple meeting not using Tennant 

Hall and/or the kitchen. 

d. Do not pay for space use, except for fundraisers. 

e. Place security deposits, at $75 per event, only when using Tennant and/or kitchen. 

4. Closely allied organizations 

a. The Trustees identify several organizations that have an ongoing and regular 

relationship with the church. These groups are:  

i. AALL 

ii. Red Cross 

iii. Substance Abuse Prevention 

iv. Boy Scout Troop 158 

v. The Albion District of the UMC 

vi. Women United 

vii. United Way 

viii. precinct elections 

ix. Community Action Agency 

x. Albion Interfaith Ministries 

xi. Forks Senior Center 

xii. Entre Nous 

xiii. Albion Area Philanthropic Women (by L. Fritz-9/17; Trustees-4/10/18) 

b. This list should be reviewed annually by the Trustees in consultation with the pastor and 

administrative assistant. 

c. Must request space using a space usage form through the Trustees if using Tennant Hall 

and/or the kitchen. 
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d. May request space directly through the office for a simple meeting not using Tennant 

Hall and/or the kitchen. 

e. Do not pay for space use, except for fundraisers.  (For BSA Troop 158 and FUMC Women 

United, church chartered organizations, the fee is waived as a donation to the group.) 

f. Place security deposits, at $75 per event, only when using Tennant and/or kitchen. 

5. Other groups 

a. Individuals or groups not affiliated with this congregation may use the space. 

b. Must request space by using a space usage form, and have approval through the 

Trustees, for any space in the church. 

c. Regardless of spaces used, the security deposit is $75. If the space is left in good 

condition, then the security deposit will be promptly returned by the Administrative 

Assistant. 

d. The space rental application must include all the preparation and cleanup time. Failure 

to vacate the space by the time on the agreement will result in loss of the security 

deposit.  

e. If a person has a prior history of not cleaning up the space, or of not leaving the space 

before the end of the rental time, or if the message of the event is contrary to the 

values of the United Methodist Church, then the Trustees may choose to reject the 

application for space usage. 

f. Rental rates below are for each day of the event.  

Rental Rates    

Tennant Hall 150 Fellowship Lounge (without Tennant) 100 

Plus kitchen 50 Plus kitchen 50 

Plus Fellowship Lounge 50 Total 150 

Total 250 Foyer is not a rental area, but is included 
with either Tennant or Fellowship rental 

 

    

Wesley Lounge and Kitchenette 75 Wesley Chapel (includes lounge) 150 
    

Conference Room 25   

 

6. General rules 

a. Availability. Space is available to be scheduled on a first-come, first served basis. If 

multiple requests for the same time and space come to the Trustees at the same 

meeting, then the Trustees will decide which organization receives the requested time 

and space. In some cases, we may be able to negotiate a different time or space with 

the organizations. 

b. Handling funds. Checks or cash for rent and security deposit will be given to the 

Assistant no later than during office hours at least one week before the event. Failure to 

do so will result in cancellation of the space usage, in which case, the Administrative 

Assistant will attempt to contact the requester with as much notice as possible, given 

the office schedule. All checks shall be deposited, and in the event that a security 

deposit is to be returned, a new check shall be issued. All rental fees are deposited, and 

reported to the Treasurer. The treasurer forwards all rental fees to the Trustees 

account, and security deposits are deposited into a revolving account in the general 

funds of the church. 
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c. Timing of Trustees approval. The Trustees normally meet once per month. Those 

requesting space are strongly encouraged to turn in their space request forms before 

the second Tuesday of the month preceding their planned event date. The Trustees are 

not obliged to answer requests received later than that date. In the event that the 

Trustees leadership chooses to consider a request that does not meet the advance 

notice requirement, they may seek approval from the Trustees membership by email or 

other method. 

d. Method of Trustees approval. When a use request form is approved, it will receive the 

signature of the Trustees chair (or other member of Trustees, if the chair is unavailable) 

and the pastor (or Administrative Assistant, if the pastor is unavailable). The completed 

form will include notation about the fees and deposit required. 

e. Kitchen licensing. If the kitchen is to be used, then the renting party must demonstrate 

with their application form that they will bring a person with appropriate licensing and 

qualification to operate a commercial kitchen. In the event that they do not have such a 

person, they will be responsible to include with their space application a request for a 

member of the church with such qualifications to be present. The renting party will 

compensate that person at an hourly rate of $18.00, to be paid through the office 

before the security deposit can be returned. The Administrative Assistant will be 

responsible for arranging qualified persons. If none can be found, the AS will report this 

fact to the renting party at least one week in advance of the event.  

f. Return of security deposit. It is the task of the Trustees to determine whether the 

facility has been left in good condition, and thus whether the security deposit is to be 

returned. The Trustees may choose to request that the Housekeeper make this 

determination for them. Once this has been decided, the person making the 

determination must inform Trustees and the Administrative Assistant, and the 

Administrative Assistant will dispose of the security deposit accordingly. If there is 

damage to the facility beyond the value of the security deposit, then the Trustees are 

responsible for negotiating with the user to determine an appropriate resolution to the 

problem. 

g. Weddings/Funerals. No one may reserve a space for a wedding or funeral without prior 

approval from the pastor. 

h. Long Term Rentals.  Organizations seeking long term rental agreements must apply to 

the Trustees.  Leases will be made only with organizations whose purpose and values 

coincide with those of the church. 

In summary, the flow of the renting process is as follows: 

1. Requesting party contacts Administrative Assistant about six weeks in advance of event, or in 

the first week of the month preceding the event. Smaller gatherings may require less notice. 

2. Administrative Assistant gives forms and explanatory material to rental party (in person or by 

email), and determines whether it is necessary to recruit a qualified kitchen attendant. This 

material shall include a letter that makes clear the responsibility of the renters to leave the 

space in as good a condition as it was found, and the obligation to pay for damages to the space 

or church equipment. 

3. Rental party fills out forms and returns them to the office. 



 

  Revised:  11/8/2018 

4. If the request requires Trustee approval, then the Administrative Assistant keeps copies of 

current forms, and forwards originals to the chair of Trustees. 

5. If the request does not require Trustees approval, then the Administrative Assistant delivers 

decisions to the requester within two workdays. 

6. Trustees make a decision about approval at their next meeting, and return forms to 

Administrative Assistant, who informs requesters of their approval or rejection. 

7. When an event is approved, requester delivers to the office the amount of the rental fee and 

the security deposit, during office hours, at least one full week before the event. If checks are 

used, one should be for the security deposit, and one for the rental fee. The church does not 

take credit cards. If payment is not received on time, the event may be cancelled, and the 

Administrative Assistant will call and/or email the renter to inform them of the cancellation. 

8. Following the event, the Housekeeper (or representative of Trustees) will inspect the facility for 

cleanliness and/or damage. If the facility is satisfactory, then the Housekeeper informs the 

Administrative Assistant, who authorizes a check refunding the security deposit. 

9. If the Housekeeper deems the facility unsatisfactory, then the Trustees and the Administrative 

Assistant are informed. If damage or cleaning need is greater than $75, then the Trustees seek a 

resolution with the renting party. The Administrative Assistant does not return the security 

deposit. 

 

DATE REVISION Approved Who 

3/16/2018 Added Entre Nous to Closely Allied Organizations 3/13/2018 clk 

4/10/2018 Added Albion Area Philanthropic Women to Closely Allied Orgs. 4/10/2018 clk 

11/8/2018 
Added “(For BSA Troop 158 and FUMC Women United, church 
chartered organizations, the fee is waived as a donation to the 
group.)” to section 4e. 

11/8/2018 
blr/ 
trustees 

    

    

    

    

 


