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Redmond United Methodist Church 
Facility Use Policy for Designated Ministries 
Effective Date: April 11, 2016 

 
A. Introduction 
The mission of Redmond United Methodist Church (RUMC) is to Love, Serve, and Grow. RUMC provides 
our grounds, buildings, and equipment for religious, educational, social service, and other experiences 
that fit our mission. The Church Council of Redmond UMC may extend a ministry of the church that has 
a substantial impact on the use of areas of the church. The following guidelines intend to clarify the 
expectations of these designated ministries using our facilities. They intend to meet insurance 
requirements, protect non-profit standing, ensure the safety of people using our facility, and preserve 
the integrity of our facility.  

Redmond UMC is located at 16540 NE 80th St., Redmond, WA  98052. 

B. Facilities Use Priorities 

1. Redmond UMC Liturgical and Sacramental Uses: This category includes uses such as 
religious services, weddings, funerals, etc. 

2. Redmond UMC Sponsored Activities: This category includes non-liturgical programs planned 
and sponsored by Redmond UMC. This includes events planned by the Seattle District, Pacific 
Northwest Conference or other organizations of the United Methodist Church. 

3. Redmond UMC Designated Ministries: This category includes Redmond UMC sponsored 
ministries designated by the church to have a substantial impact on the use of Redmond 
UMC facilities. Because of this impact these ministries will fill out a different agreement. 
Examples of such ministries include support groups, Open Kitchen, Boy Scouts, 
Connections Counseling, Musical Groups/performances, etc. 

4. Events Requested by Members of Redmond UMC: This category includes events requested 
by the members of the church which are not otherwise described in items 1 and 2 above. 

5. Events Requested by Non-Profit Groups and Organizations of the Greater Community: This 
category includes events requested by individuals or organizations not directly connected to 
Redmond UMC or other supporting organizations. Groups or organizations in this category 
MUST be non-profit, educational, or charitable in their focus. Proof of non-profit status may 
be needed. Examples of such groups are Lion’s Club, service organizations, pre-school, or other 
civic or religious organizations. 

C. Use of Facilities by Special Ministries 

At the request of the Church Council, Designated Ministries of the church may have a substantial 
impact on the use of areas of the church. This agreement allows the Board of Trustees to enter into a 
‘landlord’ relationship with the Designated Ministry as a ‘Tenant’. 

The Tenant must complete a Redmond UMC Facility Use Agreement for Designated Ministries 
(Appendix A) and submit it to the Board of Trustees annually. The Tenant will work through and resolve 
risk and safety issues with a Trustee representative. The Facility Use Agreement for Designated 
Ministries serves as the reservation of space. Buildings and rooms used in the course of business will be 
listed on the Facility Use Agreement. 
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Board of Trustees will approve requests for facility use at their monthly meetings. The Tenant will work 
with the Office Coordinator to coordinate room setup and use. In the event of an urgent request of the 
facility, the Office Coordinator will review request and coordinate if space is available.  The Office 
Coordinator will bring all facility requests to staff meeting.  Office Coordinator can send requests to 
Board of Trustees for approval at any time. Any room arrangements other than moving of chairs and 
tables needs prior permission. 

Initials _______________. 

D. Indemnification and Insurance Requirements 
Tenants using Redmond UMC facilities will be asked to sign an Indemnity and Hold Harmless Agreement 
(Appendix B). In this agreement, users agree to protect, indemnify, and hold harmless the Pacific North 
West Conference of the United Methodist Church and Redmond UMC from all loss, cost, damage, or 
expense arising out of or from any accident or other occurrence on or about these premises causing 
injury to any person or property. 

In addition to the Indemnity and Hold Harmless Agreement, each user shall provide Redmond UMC a 
certificate of General Liability insurance with minimum limits of $1 million per occurrence. The 
certificate will list Redmond UMC and the Pacific North West Conference of the United Methodist 
Church as certificate holder and additional insured. User shall ensure their policies are properly 
endorsed to provide Redmond UMC and the Conference such status. The Certificate of Liability 
Insurance or a request to waive this insurance requirement shall be attached to the Facility Use 
Agreement at time of submission. 

In some instances the Redmond UMC’s insurance policy will cover the use as agreed upon 
prior to submission of the Facility Use Agreement. 

The insurance requirements contained herein shall not in any manner be deemed to limit or qualify the 
liabilities or obligations assumed by any user under this agreement. It is incumbent on the user to 
purchase additional insurance to protect people or any property brought onsite. 

 
RUMC assumes no responsibility whatsoever for any property placed in the building by the User, and 
RUMC is hereby expressly released and discharged from any and all liabilities for any loss, injury or 
damage to any person or property that may be sustained by reason of RUMC’s use or misuse of space in 
the building made available to the User by RUMC, as herein provided. 

Initials ___________ 

 

E. Facilities Use Fees 
Redmond UMC attempts to cover the costs of making its facilities available for use by Tenants by 
collecting fees when necessary (Appendix C).  All checks are to be made payable to Redmond United 
Methodist Church. The name of the group or activity must be indicated on the checks. In certain 
circumstances, Redmond UMC may elect as part of its ministry to waive the fee.  Payment of fees will be 
collected in a timely manner and decided upon by the Tenant and Office Coordinator prior to the event. 

 
Initials__________
 

F. Use Cancellation or Rescheduling 
Redmond UMC reserves the right to reschedule or cancel any event should an unexpected 
circumstance arise that impacts the availability or safety of the facilities. This includes but is not 
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limited to inclement weather, natural disasters, or building emergencies. These circumstances are 
rare. Redmond UMC will provide the Tenant’s authorized representative as much notice as 
possible and attempt to move the event to another location within the church, if feasible, before 
rescheduling or canceling. Redmond UMC reserves the right to cancel this Facility Use Agreement at 
any time. 

 

Initials ______________ 

 

G. Facility Use Guidelines 

Trustees have adopted the following guidelines for users of Redmond UMC facilities: 

1. All events should conform to values and standards consistent with the use of church property. 
All users agree to comply with all laws, ordinances, and rules of Redmond UMC, the City of 
Redmond, King County, the State of Washington, and the United States of America. 

2. Redmond UMC expects the conduct of all persons attending programs and events at the church 
to  be respectful of God’s house. 

3. Use of facilities is subject to the Redmond UMC priority uses (see Section A). 
4. Redmond UMC reserves the right to deny use of facilities to any group or individuals. 
5. Alcoholic beverages, illegal substances, marijuana, and smoking are prohibited on all property 

of Redmond UMC. No one under the influence of alcohol or illegal substances will be allowed to 
participate in programs or events. It is the responsibility of the group or individual using the 
facility to see that all persons participating in the event are informed of this. 

6. Redmond UMC prohibits carrying weapons of any type on all property of Redmond 
UMC with the exception of those carried by law enforcement officers. 

7. Users are responsible and assume liability for any personal injuries, personal property or 
damage to the facility and/or equipment. When damage and/or accidents requiring cleanup 
occurs, prompt reporting to the church office is expected. Replacement or repair will be at the 
discretion of the church. 

8. Redmond UMC assumes no liability or responsibility for personal property brought onto the 
church property. 

9. The authorized representative on the Facility Use Agreement will be held responsible 
for damages. 

10. An authorized representative of the Designated Ministry must be present whenever facilities are 
used by any outside group, unless otherwise agreed upon by the Redmond UMC Board of 
Trustees. Prior arrangements must be made for doors to be opened at any times other than the 
approved event times for a group. 

11. Facility users must abide by the Redmond UMC Key Use Policy (Appendix D). Keys may be 
authorized and issued by the Office Coordinator. 

12. Groups must vacate the church facilities by 10 p.m. unless approved by the Redmond UMC 
Board of Trustees. 

13. At the conclusion of an event held by the Designated Ministry, groups must remove any 
decorations, place garbage in appropriate containers and return any furniture to its 
proper place. A dumpster is located next to the visitor parking, outside of the Education 
building. If lids of the dumpsters cannot close, please place garbage next to dumpster.  
Follow signs on outside of dumpster. 

14. The Redmond UMC sound system may be used by the Designated Ministry only when a 
church authorized audio person is present. Extra fees may apply per Board of Trustees 
approval.  

15. All Facility users shall abide by Redmond UMC Safe Church policy (Appendix E). Redmond 
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UMC want to ensure that no physical, emotional, or sexual abuse occurs at church facilities 
and that abuse issues with any participating child, youth or vulnerable adults are addressed.  

16. Parent or adults in charge of an event should have children under control. All activities involving 
children are expected to be monitored by the organizers of the event and by an appropriate 
number of responsible adults. 

17. Notices, signs or other displays may not be used in the facilities without prior approval by the 
Redmond UMC Board of Trustees. Groups may not tape anything to walls or boards. Groups 
may not use penetrating objects except on surfaces designed for such use. 

18. No items or decorations are to be placed on the piano. 
19. Animals must be under control by owner at all times. Owner is responsible to have pet on leash 

or in appropriate cage. 
20. No flammable liquids, fire-producing chemicals, pyrotechnic devices, smoke generators and/or 

open flames in any form (with the exception of candles used in a worship setting) may be used 
on the church property without the approval of the Redmond UMC Board of Trustees. 

21. Tables, chairs and equipment shall not be removed from the church property. 
22. There may be more than one group using Redmond UMC facilities at any one time. Groups must 

stay within their designated use area. Parking will be on a first come, first served basis. Groups 
are expected to be respectful of others. Some Designated Ministries may have priority parking 
spaces. 

23. Any notice or advertisement of the event to take place at Redmond UMC must have prior 
approval of the Redmond UMC Board of Trustees. 

24. Members of the Redmond church staff are not allowed to sign for outside event deliveries 
without prior arrangements.  

 
Initials _______________ 
 
H. Kitchen Use Guidelines 

1. Tenant must remove or dispose of everything they brought in. No food or other items 
should be left in the kitchen unless authorized by the Board of Trustees. 

2. If items are brought in prior to an event under an agreed upon arrangement with 
Redmond UMC, those items must be clearly labeled with the group name, event, and 
date.  

3. Caterers or other commercial food preparation companies should be a licensed vendor 
and compliant with Washington State laws concerning food handling and safety.  

4. Use of the stove, oven and dishwasher will only be permitted if a training has taken place or 
a member familiar with the stove, oven and dishwasher will be present at the event.  

5. Redmond UMC provides utensils, appliances, serving pieces, etc. Groups will need to provide 
paper goods, coffee and coffee filters and other items as needed. 

6. All countertops, sinks and stovetops shall be cleaned upon event completion. All utensils 
cleaned and put away. 

 
 
Initials _________________ 
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Redmond United Methodist Church 
I. Appendix A – Facility Use Agreement for Designated Ministries 

 
Contact Person (Event Organizer):__________________________________________________________ 

Address:________________________________________________________________________________
_______________________________________________________________________________________ 

Phone (home)_________________     (business) ________________ (cell) _________________________ 

Email Address:__________________________________________________________________________ 

 

Organization/Group Name:_________________________________________________________________ 

Address:_______________________________________________________________________________ 

______________________________________________________________________________________ 

501 (c) (3) :____________________________  Insurance Coverage:_______________________________ 

Description of Activity:
 ________________________________________________________________________________ 

 
 ________________________________________________________________________________
  

Date and Time of Event___________________________________________________________________ 

If recurring:  Days of week: ____________   Month __________     Date(s) __________________________      

Time:  from ____________ to ____________      

Special dates needed during year___________________________________________________________  

Number of persons expected: _________________  Facility area requested _________________________ 

Number of Children or Youth Present   ________________ 

Redmond UMC Contact person_____________________________________________________________ 

Number of Keys needed?_________________________________________________________________ 

Type of refreshments to be served?________________________________________________________ 

Is Kitchen use needed? __________________________________________________________________  

Name of Group or private caterer providing food?____________________________________________  

Will the sound system be needed?_________________________________________________________ 

Will deliveries be required, if so when?_____________________________________________________  

 

I,_____________________________________________, have read Redmond UMC’s Facility Use Policy for 
Non-Church Sponsored Events, Key Use Policy (Appendix D) and Safe Church Policy (Appendix E), and 
reviewed the Fee Use Schedule if applicable and agree to abide by their terms and conditions.  I have 
signed Redmond UMC’s Indemnity and Hold Harmless Agreement (Appendix B). 
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*Fees to be Determined:  Dependent on Type of Group, Room Usage, and Added Amenities.   

For Church Use Only 

 

Date Approved: ______________________________________________ 

Trustee Signature: _____________________________________________ 

Number of Keys needed: _____________________Key Deposit $25.00 (one time) ___/___/____ 

General Liability Certificate on file:_  Yes   No   N/A  Note: 

Facility Fee received    Yes   No    N/A  Amount: 

Reservation Fee received  Yes   No    N/A  Amount: 

Custodial Fee received Yes   No    N/A   

Damage Deposit received Yes   No    N/A  Amount: 

Kitchen use:  Yes    No      Training: 

Contract received  Yes    No   N/A 

Non-profit status  Yes    No   N/A 

Redmond UMC Contact: _____________________________________________________ 

 

Notes: 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

 

If any questions, please call the church office at 425-883-7553                                                            
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Redmond United Methodist Church 
J. Appendix B – Indemnity and Hold Harmless Agreement 
As users of Redmond UMC facilities described in the Facility Use Agreement for Designated 
Ministries (Appendix A) we agree to protect, indemnify, and hold harmless Redmond United 
Methodist Church (Redmond UMC) from all loss, cost, damage, or expense arising out of or 
from any accident or other occurrence on or about these premises causing injury to any person 
or property. We will protect, indemnify and hold harmless Redmond United Methodist Church 
from any and all claims, cost or expense arising from or through our use of the facilities or 
premises. 

This indemnification obligation shall not be limited in any way by the amount or type of 
insurance coverage required of user under this contract, nor in the event of a claim by an 
employee or invitee of user against this indemnity, nor shall this obligation be limited in any 
way by the amount and type of damages, compensation benefits payable by or from the user 
under any applicable workers compensation acts or any other federal or state legislation for 
employee benefits. 

User specifically and expressly waives any immunity that may be granted it under the    
Washington State Industrial Act, Title 51 RCW or Similar Law. Further the indemnification 
obligation under this contract shall not be limited in any way by any limitation on the amount 
or type of damages, compensation or benefits payable to or for any third party under workers’ 
compensation acts, disability benefit acts, or other employee benefit acts; provided user’s 
waiver of immunity by the provisions of this paragraph extends only to claims against user by 
UMC and conference, and does not include, or extend to any claims by user’s 
employees/volunteers directly against user. 

 
 
 

   
 
 
 

   
 
 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Designated Ministry 
Name 

Authorized 
Representative 
(printed) 

Signature 

Date 
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K. Appendix C – Facility Fee Schedule  
 
 
 

 
 

1 to 6 hours  

  
Member  

Non- 
member  

Main Building   (Fee per hour) 

Sanctuary  25 75  

Kitchen  15  50 

Fellowship Hall  15  75  

Classroom (each)  10  30  

Sound System /Operator 50 50  

Education Building  (Fee per hour) 

Chapel  15 40  

Other Charges  

Damage Deposit  50  200  

Custodial  150 Flat fee 
  
  

• Reservation fee equal to 50% of total estimated rental fee is due at time of event confirmation.  
• Includes the use of both furniture and equipment excluding sound  
• 25% cancellation fee applies to all reservations  
• The Board of Trustees reserves the right to reduce or waive any and all fees at their discretion, including 

damage deposit 
• Usage over 6 hours can be negotiated 
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Revised April 11, 2016  
  
Guidelines for people issued keys on behalf of an organization or group:  

1. All organizations or groups issued a key(s) must have a current Facility Use Agreement approved by 
the Board of Trustees.  

2. Approved persons receiving a key(s) must present a state- or Federal-issued identification and sign 
for all keys.  

3. The approved person will maintain a list of all persons including addresses and telephone numbers to 
whom keys will be issued. RUMC may elect to verify this information before issuing keys.  

4. Keys will not be duplicated, loaned, or made available to others.  
5. All organizations or groups issued a key(s) will be charged a one time non-refundable $25.00 key 

deposit.  
6. Lost or stolen keys must be reported immediately to the church office 425-883-7553.  
7. Approved persons issued a key(s) must notify the church office when any person to whom a key is 

issued leaves the organization or group. The key must be returned to the church office.  
8. The holder of a key to any portion of the facility assumes responsibility for the safekeeping of the key 

and its use. When leaving the building, ensure that all doors and windows are secured.  
9. Broken keys must be returned to the church office before a replacement will be issued.  
10. RUMC reserves the right to perform a full or partial key inventory at its sole discretion at any time.  
11. Upon termination of the relationship between the organization or group and RUMC, all keys must be 

returned to the church office.  
  
  
Procedure for organizations, groups, or individuals using facilities to obtain keys:  

1. The organizational representative/individual calls the office during regular business hours (M-F, 9:00 
am – 1:00 pm) to arrange a time to pick up the keys. It is always advisable to call ahead to verify 
desired keys are available for pick up.  

2. Read the policy governing issuing of keys to “Building Use” organizations (RUMC Key Policy, Section 
IV) and turn in list of persons to whom keys will be issued.  

3. Receive the keys from the Office Administrator, complete applicable sections of the Key Control Log 
and sign for the received key(s).  
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M. Appendix E – Safe Church Policy 
See attached document  
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