
All Saints’ Church Policy for Use of Building and Facilities 

1. Purpose. The purpose of this document is to establish policy guidelines with respect to the use of All 
Saints’ Church's (ASC) building and facilities by individuals or organizations. 

2. General Guiding Principles. 

a. All Saints’ Church is blessed with a wonderful facility to carry out the vision of the church to be 
“Overflowing with God’s Love and Healing Power” and the All Saints’ Church mission to “Love, 
Grow, Serve, and Go to live out His Great Commandment and to fulfill His Great Commission.” 
The physical facilities exist for the glory of God and as a witness to Jesus Christ in the world. 

b. The facilities of ASC (herein after referred to as “Church”) have been constructed to the Glory of 
God. All Church property and facilities (including furniture, fixtures, and equipment) are holy and 
set apart to worship God, regardless of the location of the facility.  (Colossians 3:17).  Church 
facilities are consecrated to our religious ministry and mission because they are a provision from 
God. Use of Church property shall be for the propagation of the Christian faith, for fellowship, 
witnessing, religious teaching, and charity. 

c. All activities on church property must cohere with the religious purpose of the Church and further 
its Christian mission, whether the activity has an overt liturgical religious purpose (preaching, 
worship services, Bible instruction, communion, baptism) or a non-liturgical religious purpose 
(social service, community service, mentorship, benevolence, charity, schools).  The Church 
conducts all activities in order to advance or express its Christian mission, message and 
viewpoint.  Church facility use shall be exclusively conditioned on whether the use promotes the 
Church’s vision, mission, message and viewpoint, as all facility usage is an opportunity to glorify 
God.  In addition, church property is exclusively reserved for persons and organizations who 
agree to abide by the Church’s written organizational policies, governing documents, handbooks, 
or procedures, including things like employment policies, Standards of Morals and Conduct, 
discipline, Statements of Faith, religious beliefs, Purpose Statement, and Mission Statement (the 
“Written Statements of Faith”), which are incorporated herein by reference, as if fully set forth 
herein. Likewise, Church facilities are not generally open to the public and may not be used by 
persons or groups holding, advancing, or advocating beliefs that conflict with the Church’s faith or 
moral teachings – including but not limited to Church Written Statements of Faith, which are 
incorporated herein by reference. 

d. Any facilities that are made available to approved non-members for usage are meant to further 
the Church’s calling to minister to others, in the vein of charity and witnessing to our faith.  For 
this reason, Church property cannot be used for purposes that contradict the church’s beliefs, 
which would constitute a grave violation of the church’s faith and religious practice as well as 
degrade the Church’s religious integrity.  (II Corinthians 6:3; and 14; I Thessalonians 5:22.). 

e. Facilities are not available for fund raising or for profit-making activities. Organizations engaged in 
partisan political campaigns are not eligible to use church facilities for their programs. 
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f. It is the responsibility of the governing body of All Saints’ Church (ASC), the Vestry, to ensure that 
the facilities are used properly. The Vestry reserves the right to approve or deny requests for use 
of church facilities and to cancel or modify established agreements in the church’s best interests 
regarding property management, requirements for use of the facilities for activities, and church 
compliance with governmental regulations. Church ministry activities shall always have priority 
over other groups.  

3. Sanctuary. In General, the Sanctuary is not available for use unless coordinated directly with the 
Rector and Wardens (Senior and Junior). If permission to use the Sanctuary is obtained, the following 
guidelines apply: 

a. The Sanctuary of the church is a holy place, consecrated to the worship of Almighty God. The 
Sanctuary must be respected at all times and for all uses. Consider the authority and the 
reverence of the worship area.  

b. We prohibit the use of all tobacco products (cigarettes, chewing tobacco, etc.) in the building. 
Drinks are not allowed in the Sanctuary, except for Sacramental Elements (i.e. wine). 

   

c. None of the Sanctuary furnishings may be moved, covered or altered in any way from their 
intended purposes without permission of the Rector.  The altar table is not to be used as an 
ordinary table. 

4. Who May Use The Church. The priority of use shall be as follows: 

a. Church Ministry activities under the authority of the Rector and Wardens, including funeral 
services and wedding ceremonies for members of ASC.  

b. Diocese of the Mid-Atlantic activities. 

c. ASC church groups or church members using the facilities as part of the ministries of the church. 
This would include those lay led ministries supported by and through the church, Sunday school 
classes, Children’s programs, adult education, ASC committees as well as use of the facilities by 
the Anglican Church in North America (ACNA) e.g. annual synod. No charge. 

d. Other Groups: Christian outreach ministries with active participation by ASC members (such as 
Common Recovery, Kairos, etc.); Adult communicants of ASC in good standing wishing to use 
church facilities for showers, receptions and / or other social functions. [Adult Communicants in 
good standing are defined in the ASC Bylaws, Section 11, Church Members, 11.1.1.] 
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e. A group that comes as an invited guest of ASC, by invitation of the Rector and Wardens, to use 
church facilities on a one time basis, in line with the guidance in this policy. Intent is to be able to 
extend an invitation to use our facilities where a need has been determined; for example, an 
invitation could be extended to a group, such as the Prince William Ministerial Association, to use 
our facilities on a one time basis for the purpose of conducting a meeting.  

f. Service, charitable and government organizations (Carenet, Blood Banks, Election Board, etc.) 
will be considered for use without charge for short-term use only as determined on a case by 
case basis.  

g. Outside social, civic, educational, and non-service groups, or individuals using ASC facilities for 
activities may be charged a facilities usage fee, custodial services fee and a host/hostess fee. 
(See Enclosure 1 Fees & Charges Enclosure attached.) Fees for non-member groups may be 
reduced or waived at the discretion of the Vestry. 

5. Who May Not Use the Church. The following groups may not use the church: 

a. Partisan political groups. 

b. Groups operating for commercial gain or profit. 

c. Organizations whose activities are in conflict with the mission and doctrines and teaching of the 
Church. 

6. Additional Provisos. 

a. Use of the church facilities by a non-profit community organization not directly under the authority 
of the Rector and Wardens of ASC should not be construed as an endorsement or an affiliation 
with this group. Furthermore, All Saints’ Church’s name shall not be used in any way, written or 
oral, that indicates or implies that All Saints’ Church endorses or sanctions such group or 
organization or its event. The name, All Saints’ Church, may only be used to indicate the location 
of the event. 

b. All who reserve Church property or facilities for use agree to release, protect, defend, indemnify 
and hold harmless ASC and its trustees, officers, employees, members and other representatives 
from and against any and all claims, liabilities, losses, damages, actions, costs and expenses 
(including, without limitation, reasonable attorney’s fees and other legal costs) directly or indirectly 
arising out of their use of any Church facilities. 

c. Permission to use church facilities shall not include liability on the part of the church for damage 
or injury resulting from user group activities. Organizations may be required to furnish proof of 
insurance coverage, specifically exempting ASC from any and all claims for damages of any kind 
from this organization's use of its facilities. Groups will be responsible for any and all expenses 
associated with the replacement or repair of any damaged, lost or stolen items. 
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d. Building Access: If an event occurs during non-business hours, a Building Supervisor is required 
for your event. 

e. Restrictions: The following restrictions apply: 

• Alcohol is not allowed on the premises (includes wedding receptions). 

• The use of any tobacco products is not allowed in the building. 

• Eating or drinking is not allowed in the Sanctuary. 

• Decorations may not be affixed to the facility in such a way that they leave holes, marks, or 
adhesive/tape residue (doors, windows, walls, ceiling, light fixtures, etc.)  

• Use of candles or open flames is prohibited unless approved by Office Administrator. 

• ASC has no storage space available for supplies or equipment except on a limited basis up to 
24 hours prior to the event. 

f. The Presence of Children. In accordance with ASC Protecting God’s Children policy, when 
children are present in our building they must:  

• Remain in the company and supervision of their parent or other designated responsible adult at 
all times and are not permitted to roam freely on church property. This applies to all events. 

OR 

• Be supervised at all times by at least two staff or volunteers in each room. These staff or 
volunteers must have taken the Protecting God’s Children workshop, submitted all necessary 
paperwork, and have a clear understanding of building use and childcare policies. This applies to 
group events for children like scouts or homeschool groups when all of the parents are not with 
the children all of the time. 

g. Nursery Care. For ASC sponsored events or activities  (be they church sponsored ministry 
activities, church group activities, or member activities such as weddings or funerals – see para 
4a and c above) requiring nursery-aged childcare, the event sponsor must submit a request to the 
Nursery Director at least two weeks in advance.  If nursery staff is unavailable, at least two 
church members who have taken Protecting God’s Children, completed necessary paperwork, 
and have a clear understanding of ASC nursery use and childcare policies may provide 
supervision. Nursery care will not be provided in our building by those not associated with ASC.  

h. Designated Event Supervisor. An event supervisor will be designated for each non-ASC 
sponsored event. The event supervisor acting as custodian, is required to uphold the integrity of 
this church by overseeing the event from opening to closing.  The event supervisor will be 
responsible for: opening the church, set up, clean up, and for the lock up and securing of the 
church at the conclusion of the event.  Each event supervisor will be responsible for upholding the 
guidelines contained in this policy. 

i. Cancellations.  

• It is expected that if your event is cancelled that you will alert ASC as soon as the cancellation 
is known. 

• Groups or individuals using the church building on a weekly basis understand that 
occasionally there will be Diocesan, Regional or ASC events that will call for full use of the 
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building. Should such an event occur that would require your event to be postponed, ASC will 
provide notice as soon as the change is known. 

• Church leadership may cancel or modify established agreements to use church facilities at 
any time. 

• If notice of cancellation is given less than 24 hours prior to the start of the event, then the user 
will lose 25% of the deposit.  

j. The use of ASC sound equipment must be coordinated ahead of time; this equipment may only 
be operated by ASC trained personnel. Should sound equipment be required for an event then 
trained personnel should be on hand to operate the equipment.   

k. Fees and Charges. See Enclosure 1 

l. Approval / Disapproval Authority. The ASC Vestry has responsibility for the buildings and grounds 
of ASC. Signature authority for approval or disapproval of Building /Room Request Forms 
(Enclosure 2) is delegated to the Senior Warden and Junior Warden.   
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Enclosure 1 (Fees & Charges) to All Saints’ Church Policy for Use of Building and Facilities. 

1. General. Fees and Charges for the use of ASC facilities and rooms are outlined below. 

a. Suggested fees donations for building use by “Other Groups” as defined on this page are as 
follows:  

Group Size:                               
Less than 50  $100     
50 - 99   $200 
100 - 149   $300     
150 - 200   $400     
More than 200  $500 
Damages that occur during your event are your responsibility to fix and/or clean in a timely 
manner. Any expense that exceeds your deposit is the requestor’s responsibility to pay. 

b. Coffee and Tea Supplies: (Available for ASC groups only) 

• Coffee and tea supplies are available at the cost of $1.00 per person for each break. 

• These supplies are to be requested on the Room Request Form. 

c. Event Supervisor. An event supervisor will be designated for each non-ASC sponsored event. 
The event supervisor acting as a custodian, is required to uphold the integrity of this church by 
overseeing the event from opening to closing.  The event supervisor will be responsible for: 
opening the church, helping to set up, and clean up, and for the lock up and securing of the 
church at the conclusion of the event.  Each event supervisor will be responsible for upholding the 
guidelines contained in this policy. Event Supervisors will be paid an hourly rate of $15.00. 

d. Music. Musicians and sound technicians may be requested, but we confirm their availability once 
the event form is received. 

• Lead Musician        $300 
• Accompanist           $100 
• Soundboard Tech   $50 
• Projectionist            $50  
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Enclosure 2 (Procedures for Reserving and Use of Church Facilities) to All Saints’ Church Policy 
for Use of Building and Facilities. 

1.  Space will be reserved using the enclosed Building Room Request Form.  The form will be filled out 
and submitted to the Church Administrator by email to office@allsaintswoodbridge.org or in person, who 
will register the request and coordinate with the Rector and Vestry for approval or disapproval.   For 
requests for weddings or funerals only, the Rector and Wardens, without the remainder of the Vestry, 
may approve or disapprove the request. The required form should be submitted at least two weeks prior 
to the event; upon submission, the Church Administrator will deconflict the submission with the ASC 
calendar and then provide appropriate notification to the requestor. [Exceptions to the two week 
requirement may be made for an emergency request and will be determined on a case by case basis.] 

2.   Reserve space (room or facility) using the specified form. Reserve the other equipment you need at 
the same time. If your meeting requires the use of other equipment, including A/V equipment, or the 
kitchen (kitchen users must have taken All Saints’ Protecting God’s Kitchen training), make arrangements 
for it at the same time that you reserve your space. A refundable deposit may be required to cover 
cleanup costs.  

3.  When you reserve the space, allow time for set up. ASC staff is not responsible for setting up the 
meeting spaces.   

4.  Plan to clean up your space immediately after your meeting is over – see Enclosure 3 General Clean-
Up. Many people use the building. It is extremely important that you clean up your space after you have 
finished.  This means: 

• Restoring the space to its original configuration as well as taking down all tables and chairs and 
storing them in the proper area. 

• Washing, drying, and putting the dishes away.  

• Removing all leftover food and trash from the facility. There is a dumpster outside the Staff 
Entrance. 

• Returning all special equipment to the place where you found it. 

• Vacuuming or sweeping the floors as necessary. It is not the responsibility of the custodian to 
clean up after meetings and events. 

• Any groups using ASC space are expected to pay for any damages or cleaning costs incurred by 
their building use. A refundable deposit may be required to cover costs for cleanup and or 
damage in the event that an applicant or group is remiss.  
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5.  When nursery-aged care is needed: Submit a request to the Nursery Director at least two weeks in 
advance for ASC sponsored events by emailing the Nursery Director. The Church Administrator will 
provide the appropriate email point of contact. 

  

6. Cancellations: It is expected that if your event is cancelled that you will alert ASC as soon as the 
cancellation is known. 

7. Groups with ongoing meetings must resubmit a Building Room Request Form for approval, prior to 
start of a new calendar year in order to reserve meeting space for the new calendar year. 

8. Applicant Signature: the signatory signing for an organization will be someone authorized by the 
organization to commit to the responsibility to pay for damages, etc.  

Acknowledgement: I will comply with all requirements in the All Saints’ Church Policy for Use of 
Building and Facilities”. 

Signature of Applicant_______________________________________   Date_________________ 

Building Room Request Form 

Event: ________________________________________   Event Date: __________________ 

        Room(s) being requested: 
        Please check all that apply to your event: 

  
  

Admin. Conference Room Church Grounds

Atrium Kitchen

Bishops Conference Room Multipurpose Room

Children’s Wing - Creation MP Classroom 12

Children’s Wing  - God’s Wild about U MP Classroom 13

Children’s Wing  - Heaven Sanctuary

Children’s Wing - Treasure Toddler Nursery

Choir Room Vesting Room
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(These items may be requested for ASC events only) 

(These items may be requested for ASC events only) 

(These items may be requested for ASC events only) 

Name of Person Trained for All Saints’ kitchen use:    
Equipment Requested (Please √ item and indicate desired number) 

Setup Time Event Start Time Event Ending Time 
(include cleanup time)

Number 
Expected

  Drinks Total Utensils/Napkins Total   Plates Total   Cups Total

Coffee Forks Dinner Coffee - paper

Tea Knives Lunch Water - plastic

Lemonade Spoons Dessert Coffee – 
ceramic

Water Napkins Water – glass

Setup Time Event Start Time Event Ending Time 
(include cleanup time)

Number 
Expected

  Drinks Total Utensils and Napkins Total   Plates Total   Cups Total

Coffee Forks Dinner Coffee - paper

Tea Knives Lunch Water - plastic

Lemonade Spoons Dessert Coffee – 
ceramic

Water Napkins Water – glass

Setup Time Event Start Time Event Ending Time 
(include cleanup time)

Number 
Expected

  Drinks Total Utensils and Napkins Total   Plates Total   Cups Total

Coffee Forks Dinner Coffee - paper

Tea Knives Lunch Water - plastic

Lemonade Spoons Dessert Coffee – 
ceramic

Water Napkins Water – glass
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Will Children be Present? ____________ If Yes: Number _______ Ages   
 

Children will remain in the company and supervision of their parent or other designated 
responsible adult at all times.  

OR 
Children will be supervised by those trained and vetted in Protecting God’s Children 
requirements: 

   

Names of those trained:  1. _____________________________ 2.   

** All Saints’ Church does not provide childcare for non-ASC events ** 

Applicant’s Name __________________________________ Phone Number   

E-Mail Address_________________________________ Cell Phone   
Return to Office Administrator 

√ Item Number √ Item Number

Television on cart Podium

DVD Player Sanctuary Projection System

Microphone – Wired Sanctuary Sound Board

Microphone - Wireless Clip-On Chairs

Microphone -  Wireless Hand 
Held

Tables – Rectangular

Microphone -  Wireless Head Set Tables - Round

Microphone Stand Other:

Total Due Musicians

Building 
Use Fee

Building 
Superviso

r Fee

Sound 
Technician / 
Projectionis

t

Coffee 
and Tea

Date 
Received

Lead 
Musician Accompanist

For Office Use Only:  

Date Received: __________________________________________ 
Approved By: ___________________________________________ 

 Disapproved By: _________________________________________    
                          Scheduled By: __________________________________________
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Please attach the check here and return this page the Bookkeepers mailbox: 

For Accounting Purposes

Account Number Account Name Total Amount

$

$

$

$

$
                                                             TOTAL DEPOSIT $
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Enclosure 3 (General Clean-Up) to All Saints’ Church Policy for Use of Building and Facilities. 

1. When the kitchen will be used for actual cooking (more than just serving) the kitchen must be cleaned.  
Dishes and utensils will be cleaned and placed back into their storage areas. Food shall never be left at the 
church after use. 

2. Table tops should be cleaned with a wet cloth and dried. Folding tables should be folded and returned to 
their designated storage area. 

3. Tablecloths used by the group shall be removed, and placed in the designated bin.    

4. Beverage areas (Coffee and water pots and associated area) should be cleaned and wiped. 

5. Folding chairs should be wiped clean if dirty, folded and then placed back into their respective storage 
carriers. 

6. Pick up and remove all trash. 

7. All garbage cans/bins shall be emptied and new plastic garbage bags placed back in the containers. 
Plastic bags with garbage shall be taken and placed in the dumpster located adjacent to the parking area. 
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