Building Use Policy and Procedures
Westminster Presbyterian Church

17 William Street

Auburn, NY 13021

315-253-3331

office@westminsterauburn.org
Statement of purpose:

Westminster Presbyterian Church strives to be a good neighbor in the community by opening its buildings for use by other groups. The Session believes that it is good stewardship of our property to have the church buildings active, open, and alive all week long, and that Westminster can and should be a community center in the heart of downtown. Westminster Church, especially the sanctuary and chapel, is first and foremost a place of worship, but it is also open to other secular uses which are wholesome, appropriate, and respectful of the church as a house of God.

Priorities, availability, and approval

1. First priority for building use is given to Westminster’s own programs and organizations (Westminster Nursery School included). The church’s administrative assistant shall be informed of all programs so that she can maintain a master calendar and inform the property caretaker and other staff of any special needs or arrangements.

2. Second priority will be given to organizations with a regular and ongoing relationship with Westminster (ie. the Merry-Go-Round Playhouse, other consistent users, etc). The church administrative assistant shall be informed of all building use in shared areas so that she can maintain a master calendar and inform the property caretaker and other staff. 

3. Third priority will be given to occasional building users who have a previous relationship with Westminster (ie. Red Cross, the Cub Scouts, etc). The church administrative assistant shall inform the pastor, Clerk of Session and Property Moderator of these requests to obtain their approval. No further approval is necessary by session, unless the use is questionable or the pastor, clerk or property moderator disagree.

4. Requests from new organizations, who have no previous relationship with Westminster, or requests for a use which may be new or questionable (due to appropriateness, potential calendar conflicts, security or safety issues, utility usage, or other) shall be referred to the pastor, Clerk of Session and the Property Moderator for further consideration and recommendation (for approval or denial) to Session. The use of the sanctuary or chapel is subject to additional input by the Worship Committee and pastor. The session shall have final say.

5. Preference for building use shall be to not-for-profit organizations, and those whose purpose is for civic, community, or personal betterment. Ordinarily, the church will not accommodate for-profit organizations or those whose mission or message conflict with the church’s. 

Rules for Building Use

1. Application for use of facilities must be made on a prescribed form and given to the church office. Approval is at the discretion of session or its designees as described above. Requests must be made far enough in advance to allow for the approval process.

2. Damage deposit: At the discretion of the Property Committee, a deposit of $100 may be required to provide for prompt repair or replacement of damaged property. The deposit will be refunded after an authorized representative of the church signs a release. The deposit does not constitute a release of liability for more extensive damage or for any damage claims for personal injury against the church.

3. A certificate of insurance showing coverage at the following minimum levels will be required prior to usage of the facilities:


$1,000,000 per occurrence


$   100,000 fire damage


$        5,000 medical expense


$1,000,000 personal injury


$3,000,000 general aggregate

4. Any group using the facilities will be responsible for building security and basic maintenance, as there are no full time custodial services provided. This will include turning off lights, checking for fire hazards, closing windows, locking doors, turning down heat, and picking up and bagging trash. Exterior doors should be locked when not monitored.

5. Any group using the facility is expected to do its own setting up and taking down (chairs, tables, etc) and cleanup. All rooms used by any group are to be left in the condition in which they were found. If custodial services are needed, a $10 per hour fee will be assessed, and arrangements must be made through the church office well in advance of the event. Any special services required, such as snow removal, will be at the request and the expense of the user organization.

6. There is no smoking allowed in either building.

7. No alcoholic beverages are allowed on church property.

8. The church and groups affiliated with it have priority on the use of church facilities, and we reserve the right to reassign visiting groups to other suitable space should a scheduling conflict arise. The church also reserves the right to restrict visitor parking in the church lot if necessary.

9. All youth activities must be supervised by at least two adults for groups with fewer than 25 youth. Additional adult supervision is required at a ratio of 2/25 for larger groups. Adults must be present before the function begins, during the function, and until the last youth has left the premises, and must actively supervise the function.

10. Arrangements to pick up a key must be made with the church office during regular office hours (M-F 9am-2:30pm).

Suggested donations for use of facilities:

Classroom/library/conference room/Junior Room
$25

Great Hall






$75

Kitchen use (alone or with Junior Room or Great Hall)
$25

Social Room






$50

Sanctuary(other than weddings)



$150

Chapel (other than weddings)



$100

Fees are based on a third of a day (morning, afternoon, or evening)

All fees are subject to negotiation, and may vary depending on the organization, length of time, area, type of use, utilities, etc. 

Some fees are also negotiable depending on whether they are one time or continuing.

The Finance Committee moderator will be consulted if the clerk/property moderator recommends significant variation from the above schedule.

FEES ARE DUE IN FULL ONE WEEK PRIOR TO THE EVENT/MEETING.

approved by Session 7-04 
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