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The First Presbyterian Church
of Howard County
Policies and Procedures
for the Use of Church Facilities

All events and church functions must be piaced on the church calendar through the Church
Administrator {410) 730-3545 or churchadmin@firstpreshc.org. All events other than church
functions must be approved by the Session through its approved procedures. This process
requires the use of the attached forms: (a) Application for Use of Church Facility, (b) Approval
and Agreement and (c) Hold Harmless Agreement. When use of the Sanctuary is requested,
the Organist/Choir Director and the Worship, Arts and Music Unit will be consulted before
approval.

Written requests should be made in time to be approved by the Strengthening the Church
Unit at their regular meeting on the second Tuesday of each month. Approval could take as
little as one week or as long as six weeks, depending on when paperwork is received by the
Church Administrator.

All continuing user groups will be required to reapply each year by September 1, by
submitting the forms listed in Item #1, to provide updated contact information and to receive
a copy of the current church-use policies and rules. All user groups will be required to send an
officer or authorized representative to a mandatory, annual Orientation meeting.

Church functions take precedence over requests by other users. The Session, The
Strengthening the Church Unit, or staff may rescind permission to use the facilities if the
space provided is needed for a church function.

The Session will rescind permission for future use if the rules of the facility are not observed.

Evening hours are 6:00 p.m. — 9:30 p.m., Monday through Thursday. Groups must abide by
these hours unless they have made alternate provisions to provide security and custodial
services. Contact the Church Administrator if these provisions are needed.

Saturdays are reserved for weddings and special one-time events. Events other than weddings
must conclude by 3:00 p.m. to allow ample time for custodial staff to prepare the building for
the church’s main purpose of Sunday worship, education and fellowship.

The attached Building Use Fees schedule is for organizations requesting use of the church
facilities. Session approval is required for any changes in these fees. Groups may be required
to provide refundable security deposits.

Users must understand that they are responsible for any damage that may occur through their
use of the church property and they shall reimburse the church for any damage as determined
by The Session.

Users must notify the Church Administrator if the scheduled event is cancelled. Users will
forfeit any deposits if the Administrator is not notified at least 48 hours before the event was
to occur.
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