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WELCOME TO ST. JAMES 
Thank you for your interest in using our facilities.  St. James is committed to serving Christ and our 

community.  This includes sharing the blessings of our facilities with others and being good stewards of 

these facilities.   

Our Board of Trustees has determined that members, individuals, United Methodist affiliated groups, 

and other non-profits may make use of our facilities.  Due to IRS regulations and our non-profit status, 

we do not allow partisan political campaigns, for-profit organizations, and for-profit companies to use 

our facilities.   

This booklet is designed to assist you in determining if your request for space usage meets our 

guidelines, the appropriate space for your event, and the cost associated with using the St. James space. 

We urge you to read the building use guidelines carefully as well as documents relating to the usage of 

St. James Facilities. 

For additional information, check availability of space, or to reserve a space, please contact the 

Administrative Assistant to the Pastors at 501-217-6711. 

Family Events and Non-Profit Organization Events may require fees based on time of day, personnel 

labor costs, and usage requirements.  The St. James Youth or Children’s Ministries may collect fees for 

hosting overnight guests (such as traveling mission teams from other churches, known as Crash and 

Serve) in their assigned ministry areas. 

 

Family Events 

When space is available, members of St. James may use church facilities for family events during normal 

operating hours, upon approval of the Senior Pastor, a senior staff member, or the Chair of the Board of 

Trustees.  St. James charges a Building Fee for family events such as birthday and anniversary 

celebrations that take place on campus after normal office hours.  This fee is designed to cover the costs 

that are incurred for church employees who must work in order for an event to meet the policies of St. 

James.  The fee varies depending on the building being used.  The Wedding Fee Schedule is different 

from the Building Fee Schedule.  Please refer to the appropriate Fee Schedule when planning an event. 

 

Non-Profit Organization Usage 

When hosting non-St. James sponsored events, the fees shown in the Church Room Usage Fees will be 

applied. A reduced facility (and equipment, if any) usage fee may be charged to Non-Profit groups or 

organizations in which St. James members may have membership, and set-up and custodial fees may 

also be required. All fees must be paid prior to the event. All non-profit organizations requesting to use 

St. James facilities will need to provide a certificate of insurance stating that St. James United Methodist 

Church is additional insured on the non-profit’s general liability insurance coverage.  A sample of the 

requested document is attached at the end of this document.  For information regarding liability 

insurance requests, contact the Church Administrator. 
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SCHEDULING AN EVENT OR GROUP -St. James does schedule activities and events concurrently on 

campus. St. James reserves the right to move a scheduled event to a different room on campus, or 

cancel or postpone an event if a church related conflict arises.   

 

1. Contact the Executive Administrative Assistant for a copy of this booklet, determine if space is 

available on your desired dates. 

2. All events must have at least one adult (group leader or event coordinator) who is in charge of 

the entire reservation and be present during the event. 

3. Read carefully the Facilities Use Policy.  Complete the Event Reservation form and sign the 

Facilities Usage Agreement.  Other forms may be required depending on services requested. 

4. If food services, table linens, or kitchen is to be utilized, then your group leader or event 

coordinator must meet with the St. James Director of Hospitality. 

5. At the time of completing paperwork, deposits may be required and must be received by St. 

James 30 days prior to the event. 

6. Communicate in writing (or email) the exact technology needs of your group.  One of the AV 

Specialists will confirm these needs with you prior to the event. 

7. The adult in charge of the reservation is responsible for set-up and clean-up of the event’s 
paraphernalia immediately after the event has ended. 

8. St. James facilities will be unlocked 30 minutes prior to an event unless otherwise scheduled on 

the Event/Activity Work Order and locked 30 minutes following the ending time listed on the 

Event/Activity Work Order. 
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MAIN CAMPUS 
The areas available for use by outside groups on the main campus are: 

Children’s Mountain Top 
Classrooms – Children 
Classrooms – Adult 
Great Hall 
Jones Hall 
Jones Hall Kitchen 
Music Rehearsal Rooms 
Sanctuary 
Welcome Center/Missions Cafe 
Worship Center 
 

Children’s Mountain Top 
Recently remodeled, this space is designed 
specifically for children in grades 3-5.  The space 
can be used adults as well.  There is large open 
space that can sit up to 100-125 people in chairs 
or sit 80 people at 10 round tables.  There are five 
classrooms that sit 25-30 each.  A small 
kitchenette is available for use. A stove, 
refrigerator, sink, and small ice maker are in the 
kitchenette.  Wi-Fi, Microphones, and A/V 
equipment are available in this area.  Use of the 
A/V equipment does require the assistance of the 
Director of Children Ministries a member of the St. 
James A/V Staff.  This area is on the second floor 

and accessible by elevator or stairs. Best entrance to use for easy access is entrance 3. 
 
The Children’s Mountain Top area is available for groups to use overnight.  There are restrooms in this 
area that have shower facilities.  Please see the Crash & Service and Fee Schedule sections for more 
information. 
 

Classrooms – Children’s Elementary Hallway 
These classrooms were renovated in 2015.  There is a total of five classrooms available that can be 
opened to be two very large rooms.  The rooms are designed with furniture suitable for Kindergarten – 
2nd grade age children.  Each room has a large screen TV.  Some rooms may also have a piano available.  
Each individual classroom is designed to sit 20 children.  The rooms combined can sit up to 60-80 
children. Best entrance to use for access is either entrance 3 or 4. 
 

Classrooms – Adults (Peck Building) 
There are wide variety of classrooms available.  In the Peck Building (entrance 6), there are eight 
classrooms of various sizes.  Please note that Wi-Fi is not available in the Peck Building. 

 P100 – sits 30 people comfortably and has a large screen TV/DVD player.  This room is equipped 
with padded chairs. 
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 P101/103 – is a combine classroom that seats 50 comfortably in chairs or 30 with lecture style 
tables.  There is an older model television in the room with a DVD player.  This room is equipped 
with folding chairs. 

 P102 – is a very small room.  This room is used as a classroom on Sunday mornings, but during 
the week is used a place of prayer.  

 P104 – This rooms will sit 25 people.  The shape of the room does allow for tables to be used 
easily.  A small TV and DVD are available in the room.   

 P105-109 is a series of classrooms that can be made into individual classrooms or the dividers 
may be closed to create five individual classrooms.  Televisions with DVD players are available in 
two of the room.  When all the classrooms are open, a group of 75-100 can be accommodated 
with lecture seating.  Individual classrooms can sit 20 each comfortably. 

 P001 (Cottey Parlor) is located on the lower level of the Peck Building.  Access is available via 
elevator or stairway from entrance 6.  The parlor has several couches and few straight back 
chairs.  The room is usually set up with 30 chairs for adults in lecture format.  The room comes 
with a portable PA system and is connected to a small kitchenette that provides a stove, 
microwave, and refrigerator.   

 P002 (Hamra Library) offers a conference table that sits twelve easily.  The room is equipped 
with 30 folding chairs that are usually arranged in a circle to accommodate a Sunday morning 
class. 

 

Classrooms – Adults (Upper Miles) 
The Upper Miles building offers nine possible meeting locations.  All of these rooms are equipped with 
large flat screen TV’s and DVD players or projection system.  Wi-Fi is available in this section of the 
building.   Access to these classrooms can be gained by entering entrance 1 or 2 and taking the stairs up.  
Handicap access is available by entering through entrance 3, taking the elevator, and going through the 
Children’s Mountaintop area. 

 Perkins Conference Room – offers a large conference room table that sits 18 comfortably.  The 
room comes with a sound system, projection system, and satellite reception.   

 Pastors’ Conference Room (A207) – is small conference room designed for six to eight people.   

 M210 is also a medium sized classroom that accommodates up to 40 adults comfortably. 

  M211 is a medium sized classroom that accommodates up to 35 adults comfortably.  

 M212 is largest classroom in the Upper Miles building.  It can accommodate up to 100 people in 
lecture style seating.   

 M214 is a medium sized classroom.  It is set with chairs for 25.  If tables are used in the room, 
then it will sit about 12 people comfortably.  

 M215 is approximately the same size as M216.  When the two classrooms are opened together 
60 adults can sit comfortably in chairs or 25 people with tables and chairs. 

 M216 is an individual classroom that seats 20-25 people depending on chair arrangement.  The 
room shares a divider with M215 which can be opened to provide a much larger space. 

 M217 is larger classroom that sits up to 50 people comfortably in chairs.  If tables are used in 
the room, then the recommended occupancy is 25 people. 
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Great Hall and Labyrinth  
This is the main fellowship hall of the church.  The room is used for a variety of 
functions (lectures, luncheons, prayer walking, and more).  It can accommodate up 
to 300 people with chairs arranged in lecture format.  For sit-down functions the 
room can accommodate up to 25 round tables that sit eight people to a table (max 
200).  Amplification and podiums are available.  Projection or Audio Visual 
equipment can be brought in through the use of roll-in pedestal flat screens, but 
requires advance scheduling notice and the use of a St. James AV Specialist (see 
page insert). The Great Hall also has a piano.  Please note if your event involves any 
food services or use of linen tablecloths, then the Director of Hospitality must 
approve the request to use the space. 
 
The Great Hall Prayer Labyrinth is available Monday-Thursday 5:30-8:00 PM and on 
Sunday mornings from 8:00 AM to Noon.  To have a member of the staff assist you or your group with a 
labyrinth experience, please contact the Executive Director of Ministries.   
 

Jones Hall and Jones Hall Kitchen  
 
Jones Hall is a secondary fellowship area within the 
church.  The room can accommodate up to 200 people 
in chairs or 120 people at round tables for eight.  Jones 
Hall is equipped with three large screen TV, Wi-Fi, 
podium, and a sound system.  Use of the A/V 
equipment will require the services of a St. James Staff 
person.  The room is adjacent to the Jones Hall Kitchen 
(commercial grade).  Use of the kitchen must be with 
the approval of the Director of Hospitality.   
 
 

 

Sanctuary 
St. James Worship facilities are for honoring and bringing glory to our Lord Jesus Christ.  The Sanctuary is 
not considered a meeting room.  Usage for funerals, memorial services, prayer meetings, approved 
music rehearsals, and classes are considered appropriate usages of these facilities and will be approved.  
Other usage of these facilities may be approved by the Senior Pastor, Senior Staff or Director of 
Worship, Music and the Arts after consideration of building security, purpose of use, and staffing.  Usage 
of these facilities for weddings is addressed in the Wedding Guidelines Handbook.  The Sanctuary seats 
approximately 600 individuals. 
 
Rearrangement in the Chancel Area must have the approval of the Director of Music, Worship and the 
Arts.  Nails, tacks, staples, pins, tape or anything which can mar the woodwork or walls must not be 
used. 
 
No food or drinks (other than water) is allowed in the Sanctuary. 
 
All music, liturgy, and videos must be appropriate for Christian worship. 
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The use of the sound system in the Sanctuary requires the use of a St. James AV Specialist. 
 

Worship Center 
The use of technology in the Worship Center may require the use of multiple St. James AV Specialists.  
Please discuss your technology needs in depth at the time of reserving the space. 
 
No food or drinks (other than water) is allowed in the Worship Center. 
 
Rearrangement of the Worship Center stage must have the approval of the Pastor of Contemporary 
Worship or the Worship Center Technical Director.  
 
 
 
 

Welcome Center/Missions Café 
The Welcome Center and Missions Café is a great place for 

casual, informal gatherings.  There is section with very 

comfortable couches and chairs.  This area can seat up to 

twelve people.  If your gathering requires the furniture be 

rearranged, please notify the Executive Administrative 

Assistant at the time of making the reservations. 

The Missions Café is equipped with three round tables that 

easily sit four people.  Additional chairs and benches can 

be provided to allow up to 30 people to sit comfortably.  The Café has a commercial coffee maker, two 

Keurig coffee makers, a refrigerator with bottled water and soft drinks, ice maker and microwave.  

Depending on the day of the week, refreshments may be available as well.  All of these items are for 

purchase and prices are available in the café.  Proceeds from the sale of items in the Missions Café goes 

to help us serve others locally and internationally. 

 

Christian Life Center 
The St. James Christian Life Center (CLC) is located at 

320 Pleasant Valley Drive, directly across the street 

from the main campus.  This facility has classrooms, a 

commercial kitchen, basketball gym, and youth 

ministry areas which are known as The Big Room and 

The Commons. The CLC is also home to Kids LIFE, our 

afterschool and summer care program for children in 

Kindergarten through 5th grade.  As with the main 

campus, these facilities are available to members, UM 

related organizations, and not-for-profit 

organizations.  The CLC is equipped to house groups 

who need a place to stay overnight.  There are restrooms with shower facilities for men and women.  Use 
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of the Big Room or Commons for outside events must be approved by a member of the Youth Ministry 

Staff. 

Classrooms 
There are eight classrooms of various sizes in this facility.  Classrooms can sit groups of 10-40.  Some of 

the classrooms do contain furniture and equipment for our Kids LIFE program.  It is suggested that you 

discuss your needs with either the Youth Ministry Staff or the Executive Administrative Assistant when 

seeking to use classrooms.  They can assist you in determining the best rooms to fit your needs. 

Gym – Basketball Court 
The Gym is available for usage.  It can be used for social events or for sporting events.  We have hosted 

dinners for 500 in this area as well as basketball, volleyball, archery, and soccer practices.  Please note 

that use of the gym for large social gatherings does require the approval of the Director of Hospitality.  

Additional fees for set-up and janitorial fees may apply.  These will be determined by the Director of 

Hospitality. 

If the Gym is to be used for sporting event, the individual or group is expected to provide their own 

equipment.  Use of St. James equipment must be approved by the Director of Youth Ministries. 

The Commons (Café Area)  
The Commons was built in 2015 and is a part of our new 

youth ministries area.  The Common’s features a full 

kitchen, ice maker, sound system, three large flat screen 

TV’s and can sit up 75 people.  The furniture in The 

Commons can be rearranged but do ask that it not be 

removed from the room.  Use of the sound system and 

televisions does require the assistance of a Youth 

Ministry A/V Specialist.   

 

 

The Big Room 
The Big room is just that – a big room—with multiple uses.  This room will sit up to 200 people in folding 

chairs.  It will sit up to 120 people at round tables with 

eight people to a table.  There is a movable stage, 

programmable lighting, sound, and projection system.  

Any use of the sound or projection can only be operated 

by a Youth Ministry AV Specialist.  Also in the big room is a 

game area.  Ping Pong, Pool, Shuffle Board, Air Hockey, 

and Foosball are provided.   
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Playground 
The Playground was completed in the fall of 2014.  It was built to enhance the ministry of the Kids LIFE 

program.  The playground is designed for children in Kindergarten through 5th grade.  Use of the 

playground for social events must be approved by a member of the Child Enrichment Ministries 

Management Team. Children under the age of 5 or over the age of 11 are not allowed to use the 

playground.   

 

CLC Commercial Kitchen 
The Commercial Kitchen is available for use, but only with the approval of the Director of Hospitality.  This 

kitchen is used daily by numerous ministries of the church.  The kitchen includes convection oven, 

commercial dishwasher, large capacity ice maker, freezers, refrigerators, warming oven, commercial 

grade gas stove, and prep tables.  This kitchen was completed in 2015 and we are still stocking the space 

with equipment and utensils.   

 

Use of Sound, Projection, or Musical Instruments 
Groups desiring to use any of this equipment must use the services of a St. James AV Specialist or a 

member of the   Additional fees may apply for this service. 

Most of our AV equipment allows for the hook up of digital devices.  The standard for all of our TV 

monitors is HDMI.  The Perkins Conference room and our cart-mobile projectors require VGA for video 

and 3.5mm headphone jack if you require sound.  
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Crash and Serve 
St. James Youth is pleased to offer the Christian Life Center and more specifically the youth areas for 

groups who need a place to stay while they are traveling to a destination or doing mission work Central 

Arkansas.  This service is for provided for United Methodist related Organizations or other not-for-profit 

groups involving children and/or youth.   

If the CLC is not available or the group is smaller in size, we also allow groups to stay overnight in the 

Children’s Mountain Top area.   

General Information for Crash & Serve Groups 
Each group must designate a representative who will coordinate with the St. James UMC Youth 

Staff or their designee in advance of the stay and be responsible for: 

 Custody of a key, unlocking, relocking doors, and setting alarms in the area of the event. 

 General clean-up and ensuring space is in the same condition as it was upon arrival. 

 Accounting for any damages to the facility. 

 Any request or situations not specifically expressed within this policy will be subject to 

the approval of the St. James UMC Staff. 

Restrictions/Limitations for Crash & Serve Groups 
Because our campus represents our Lord Jesus Christ, no foul language, inappropriate dress, 

inappropriate activity, tobacco, alcohol, or illegal drugs will be allowed on St. James campus.  No 

fireworks, firearms, or combustibles of any kind are permitted on the campus for any reason.  

Local authorities may be contacted to remove violators from the campus. 

Parking for Crash & Serve Groups 
Groups are to consult with their assigned host/hostess for parking arrangement. 

Kitchen Usage for Crash & Serve Groups 
 Request for Kitchen and/or Food Service, including use of dishes, utensils, etc. are to be 

submitted under the “Kitchen Usage’ section of the Building Use Request Form.  

Requests are subject to the approval of the Director of Hospitality. 

 Food/Beverage service is restricted to designated areas which include the gym and 

dining area (The Commons). 

 Group may use the kitchen facilities for cooking, beverage service, food storage, 

refrigerators and microwaves. 

 Kitchen users must follow all posted instructions for use of the kitchen.   

 Food placed in the refrigerators/freezers must be labeled with group’s name and 

disposed of at time of departure. 

 The kitchen is used by multiple groups at St. James.  Groups are encouraged to make 

note of the posted kitchen usage schedule. 

Supervision of Minors for Crash & Serve Groups 
Minors are to be in the agreed upon designated areas and are not to roam free in the 

buildings or on the grounds and are not allowed on the playground. 
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All supervision must be consistent with the St. James UMC Safe Sanctuary Policy (available upon 

request) and best practices.  Please contact a St. James Youth Staff member in advance to 

ensure compliance with St. James child protection standards.  Any organization or group that 

includes youth or children must comply with the St. James Safe Sanctuary Policy by one of the 

following methods:   

1.  All volunteers of the outside organization or group must comply with the policy (other than 

the membership requirements), including Background Checks at group expense. 

 2.  The  outside  organization  or  group  must  provide  a  copy  of  their  own  child protection 

policy, agree in writing that such policy, not St James’ Safe Sanctuary Policy, will govern while 

the organization or group is utilizing Church facilities; and demonstrate compliance with its 

policy; or  

3.  Arrange  for  either  St James Employees  or  Safe-Sanctuary-certified Leaders  to  be  in  

attendance  during  the  time period  the  outside  organization  or  group  is  on  Church  

property  to  assure compliance with this policy. 

Depending on the circumstances, the group may be asked to provide additional information, 

such as written permission from parents/guardians, medical and insurance information, etc. 

Use of Sound, Projection, or Musical Instruments for Crash & Serve Groups 
The use of any audio visual, amplification, or musical equipment is prohibited without the 

express approval of the Director of Youth Ministries.  Groups desiring to use any of this 

equipment must use the services of a St. James Technical Assistant.  Additional fees may apply 

for this service. 

Most of our AV equipment allows for the hook up of digital devices.  The standard for all of our 

TV monitors is HDMI 1.  The Perkins Conference room and our cart-mobile projectors require 

VGA for video and 3.5mm headphone jack if you require sound. 

Post Event Procedures for Crash & Serve Groups 
After a Crash & Serve event, the rooms must be returned to pre-event conditions to be ready for 

the next scheduled event. 

General clean up (including food, dishes, and trash) is the responsibility of the user.  Trash is to 

be taken to the dumpster at the east side of the building, through the main kitchen. 

Return furnishings to original positions. 

Keys must be returned promptly to the church office following the event (or last day of use). 

The reserving group is responsible for damage done to any church property, equipment, 

furnishings, etc.  The damage and cleanup deposit will be used to repair or replace damaged 

items.  In the event of that damages exceed $100, an itemized bill will be presented for payment 

of damages. 
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FACILITIES USAGE POLICY 
St. James United Methodist Church – United Methodist, an Arkansas not-for-profit corporation (St. 

James) makes their facilities available to groups or organizations for meetings or other events, whenever 

possible.  For those meetings or events, that are not part of the ministry of St. James, certain fees have 

been established.  Even if sponsored or endorsed by a ministry area of St. James, St. James’s Senior Staff 

may deem it necessary to charge certain usage fees. 

 

Priorities 
St. James reserves the right to move a scheduled event to a different room on campus, or cancel or 

postpone an event if a church related conflict arises. Scheduling facility use shall be based upon the 

following prioritization: 

1. St. James UMC Program Ministries and Activities 
2. St. James Child Enrichment Ministries 
3. Activities for groups sponsored by St. James, such as chartered scout troops 
4. Activities for other official United Methodist organizations  
5. Family events hosted by members of St. James, such as birthday and anniversary celebrations.  

Building Fees are usually required. 
6. Non-profit organizations may use our facilities if they fit within the mission and vision of the church.  

This is done as a community outreach.   Building Fees are usually required. 
 

 

General Facilities Usage Policy 
1. You must complete the Facility Use Contract and return it to the Facilities Coordinator for 

availability confirmation.  Any special needs, such as the use of the kitchen or AV media support 
should be noted on the form and you must obtain specific approval through those departments 
in order to utilize their services. Please review all decorations/setups with the coordinator to be 
sure any special items brought in are approved.  You will be notified if there are additional fees 
for usage, clean up/set up or for special needs or for unauthorized use of the kitchen.   

2. Building hours are 7:00 a.m. – 8:30p.m.  All activities should be over and the participants out of 
the building by 8:00 p.m. unless specifically approved otherwise.  Your group will be charged 
additional fees if you are not out of the room by 8:00 p.m. at a minimum rate of $100 per hour.  

3. Because our campus represents our Lord Jesus Christ, no foul language, inappropriate dress, 
inappropriate activity, tobacco, alcohol, or illegal drugs will be allowed on St. James campus, 
with the exception of tobacco use in designated smoking areas with appropriate receptacles.  
No fireworks, firearms, or combustibles of any kind are permitted on the campus for any reason. 

4. Guest pastors may officiate only at the invitation of the Senior Pastor for worship services, 
weddings, funerals and special programs.  Guest musicians must be approved by the Director or 
Associate Director of Music. 

5. Do not attach anything on the inside or outside walls, door or glass.  This includes using any 
type of tape, nails or tacks.  Easels will be provided upon request to display signage. Signage on 
the outside grounds of any type is not allowed.     Non-compliance with this may result in 
additional fees for repairs.  Additionally, all signage must be a printed professional looking sign.  
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Hand-made signs may be discarded if not deemed appropriate by the staff. Do NOT take other 
signage in the building and replace with your own on easels in the hallway.   

6. Safe Sanctuary Policy will be followed at all times. Parents or other adults in charge are expected 
to ensure that children/youth are supervised appropriately for their age and maturity.  Adult 
chaperones are required for youth and children’s meetings and activities. 

7. Never leave or prop exterior doors open.  As you leave, be sure the door closes behind you. 
8. No animals are allowed inside the building without express permission from the Facility 

Coordinator, Manager or Director 
9. Red beverages may not be served in the building.   
10. Dispose of any trash in the receptacles provided.  If additional containers are needed, please 

notify a custodian. 
11. Marker boards are available in many adult classrooms.  Please use the appropriate markers 

made for these boards and clean boards when your group is finished. 
12. Security personnel may be required for some events as determined by the Church 

Administrator. The fees for security will be in addition to standard usage fees. 
13. Be sure that you notify your group never to leave any valuables visible in their vehicles and to 

lock their vehicles at all times.  This also applies to any valuables inside of the facility, do not 
leave unattended.  We cannot be responsible for any valuable stolen or left after your event 
ends.   

14. Physical property may not be removed from the church campus without advance approval by 
the Church Administrator.  This includes all equipment, computers, tables, chairs, etc.  St. James 
may make tables available for members or other churches for garage sales or other similar uses 
if suitable older equipment is available.   

15. Report any damage to the building prior to using the room so there will be no question of 
liability.  If any damage occurs during your activity, please make a report of that. Additional fees 
may be charged for repairs if damage to the facility is done.   

16. ST. JAMES shall not be responsible for any loss or damage to personal property placed in or 
about the venue belonging to servants, agents, guests, patrons, or invitees, and ST. JAMES will 
be held harmless from all claims arising out of loss or damage to such property. 

17. By entering this contract you agree to indemnify ST. JAMES for any and all liability or loss arising 
in any way out of the performance of this contract. Furthermore, you agree to protect, 
maintain, save and hold harmless ST. JAMES and its officers, agents, servants, and employees 
from and against any and all claims, demands, expense and liabilities arising out of injury or 
death to any person, or the damage, loss or destruction of any property which may occur in or 
about the venue (including any portion thereof which you have not been given permission to 
occupy or use pursuant to the terms of this Agreement) or which may arise or in any way grow 
out of any at or omission of your agents, servants, employees, invitees, and patrons’ use and 
occupancy of the venue. 

18. Noncompliance on any of the guidelines cited above may result in additional fees and non-
refundable cancellation of events.   
 
 
 
 
 
 
 
 



St. James United Methodist Church                 Guidelines & Fees for Non-Ministry Groups 

 

Page 15 of 23  Approved May 18, 2016 

 

If you are an organization utilizing our facilities please complete the following:   
 
Non Profit 501C3 _____Y______  N  
(If yes please complete the following required insurance information.) 

Insurance Information/Certificate of Insurance & Additional Insured Requirement:  
_________________________________________________________(Name of Organization)  
shall name ST. JAMES UNITED METHODIST CHURCH as an additional insured on their General 
Liability Policy (and automobile liability policy if applicable which shall include hired and non-
owned auto.)   

__________________shall provide a Certificate of Insurance as evidence of coverage in full 
force and effect during the time of the event reflecting that the church has been added as an 
additional insured.  **Note:  Insurance requirements are subject to change according to the 
nature of the scheduled event.   
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Fees 
General Information regarding usage fees 
Church sponsored ministries have priority on the use of all facilities and equipment. When space is 

available, community meetings, community events designed to raise funds and community events 

charging a participation fee may be allowed to use our facilities upon approval of a Senior Staff Member, 

and shall pay a building and/or equipment usage fee, set-up and janitorial fee.  

 St. James reserves the rights to amend the fees associated with any event.  Fees may be adjusted by the 

Director of the Ministry impacted by the facility use or by a member of Senior Staff. 

All reservation fees must be paid prior to the event.  

 
Additional charges and/or unplanned expenses which have been incurred in providing the event (e.g. 

unexpected clean up, additional food not included in the plans, extra supplies being used, etc.) may be 

billed following the event.  

St. James has a two tier fee structure.  The first tier is for members’ personal use (family events and 

sports practices).   

 The second tier of fees is non-members and not-for-profit groups.   
 

Definition of Fees 
Deposit – some rooms/events do require a refundable deposit.  Whether a deposit is required or not is 

noted on the fee sheet.  For unusual events or large events, a deposit may be required even though it is 

not listed on the fee schedule.  Deposits must be received 30 (thirty) days in advance of the event.  

Deposits (minus in funds withheld for damages) will be returned to the individual or organization within 

two weeks of the end of the event. 

Hourly Usage Fees –Most of the facilities can be rented by the hour.  If the room/location requested is 

available by the hour, then it is reflected on the fee schedule. 

4 Hour Usage Fee – due to the activities and needs of the ministries of St. James.  Most locations will 

only be allowed a maximum of 4 hours for an event.  This includes set-up and clean-up time.  If an event 

goes over the 4 hour time limit, then the hourly rate will be charged for each additional hour thereafter.  

The exception to the four-hour rule is for groups who are staying overnight in our facilities.  This is a 

separate fee schedule. 

St. James Tech Services Fees – Much of the technology equipment that St. James has requires the 

services of someone trained to use the equipment.  The fee will depend on the place of your event is 

held and the type of services requests.  If the space is the Worship Center, Sanctuary, then a St. James 

Tech Services Staff member will be required.  Fees for these individuals are not in this document and will 

be discussed with you at the time of reserving the space.  For equipment in the Children’s Mountain 

Top, Christian Life Center, Great Hall, or Jones Hall, a Youth Ministry Tech Team member will be able to 

assist you.  These are the fees indicated on pages 16 and 17.   
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Youth Ministry Tech Team Set-Up Fee - This fee provides the user with one-on-one meeting with the AV 

Specialist.  Set-up, explanations of how to operate, and on-call questions are provided.  This is a one-

time fee for up to 2 hours of assistance.   If the event is to be held in the Big Room of the CLC or services 

are such that more than set-up is required, then the hourly rate will be applied. 

Janitorial Services – if an event is to exceed the four-time period or go past the normal operating hours 

of the church, then a $25 per hour janitorial fee will be charged.  If an event has been approved by 

Senior Staff for a holiday or Sunday then per hour janitorial fee will be charged. 

Food/Beverage Service – If requesting food/beverage service, the requesting individual/organization 

must meet with the Director of Hospitality who will supply those fees. 

Table Linen Usage – individuals or groups wishing to use Table Linens will meet with the Director of 

Hospitality to discuss those fees. 

Crash & Serve Fees are not covered in this document.  Please contact the Director of Youth Ministries 

for details.  
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Fees for Members  
 

Main Campus Facilities     

Room 
Deposit 
Required 

Amount 
of 
Deposit 

Cost 
per 
hour 

Cost 
per 4 
hour 
use 

After Hours 
Fee/Janitorial 

Children's Mountain 
Top yes $100  $30  $100  $25 per hour 

Children's 
Classrooms no   $10  $30  $25 per hour 

Adult Classrooms no   $10  $30  $25 per hour 

Jones Hall yes $75  $25  $75  $25 per hour 

Jones Hall & Kitchen no   $35  $100  $25 per hour 

Jones Hall Kitchen 
Only no   $24  $75  $25 per hour 

Great Hall yes $75  $50  $150  $25 per hour 

Welcome Center/ 
Missions no   $15  $45  $25 per hour 

Sanctuary yes $100  N/A $200  $25 per hour 

Worship Center Yes $100 N/A $200 $25 per hour 

      

Christian Life Center     

Room 
Deposit 
Required 

Amount 
of 
Deposit 

Cost 
per 
hour 

Cost 
per 4 
hour 
use 

After Hours 
Fee/Janitorial 

The Commons yes $100  $30  $100  $25 per hour 

The Big Room yes $100  $50  $200  $25 per hour 

Classrooms no   $15  $30  $25 per hour 

Gym & Kitchen 
(social event) yes $100  $50  $125  $25 per hour 

Gym (sporting) no   $15  $50  $25 per hour 

Entire facility yes $200  $75  $250  $25 per hour 

Playground No  

$3 
per 

child N/A N/A 
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Fees for Non-Members and Not-For-Profit Organizations 
Main Campus Facilities       

Room 
Deposit 
Required 

Amount 
of 
Deposit 

Cost 
per 
hour 

Cost per 
4 hour 
use 

Tech 
Set Up 
Fee 

Per hour 
Tech 
Services 

After Hours 
Fee/Janitorial 

Children's Mountain 
Top yes $100  $60  $150  $50  $25  $25 per hour 

Children's 
Classrooms no   $20  $80  $50  $25  $25 per hour 

Adult Classrooms no   $20  $80  $50  $25  $25 per hour 

Jones Hall yes $100  $50  $125  $50  $25  $25 per hour 

Jones Hall & Kitchen yes 100 $70  $175  $50  $25  $25 per hour 

Jones Hall Kitchen 
Only no   $50  $150  N/A N/A $25 per hour 

Great Hall yes $100  $75  $300  $50  $25  $25 per hour 

Welcome Center/ 
Missions no   $35  $75  N/A N/A $25 per hour 

Sanctuary yes $150  N/A $300  $50 $25.00  $25 per hour 

Worship Center Yes $150 N/A $300 $50 $25.00 $25 per hour 

        

Christian Life Center       

Room 
Deposit 
Required 

Amount 
of 
Deposit 

Cost 
per 
hour 

Cost per 
4 hour 
use 

Tech 
Set Up 
Fee 

Per hour 
Tech 
Services 

After Hours 
Fee/Janitorial 

The Commons yes $200  $60  $200  $50  $25  $25 per hour 

The Big Room yes $200  $100  $400  N/A $25  $25 per hour 

Classrooms no   $45  $150  $50  $25  $25 per hour 

Gym & Kitchen 
(social event) yes $200  $100  $500  $50  $25  $25 per hour 

Gym (sporting) no   $45  $100  $50  $25  $25 per hour 

Entire facility yes $300  $125  $500  N/A $25  $25 per hour 

Playground No  

$5 
per 

child N/A N/A N/A N/A 
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For More Information Contact: 
 

General Information, scheduling, documentation 
Teresa Bodie, Executive Administrative Assistant 
501-214-6711 
teresa@stjames-umc.org 
 
Children’s Ministry Area 
Sean Dunbar, Director of Children’s Ministries 
501-214-6740 
sean@stjames-umc.org 
 
Christian Life Center – 
Brandon Bates, Director of Youth Ministries 
501-214-6729 
brandon@stjames-umc.org 
 
Kitchen Facilities & Food Service 
Susie Branon, Director of Hospitality 
501-217-6752 
 
Great Hall Prayer Labyrinth 
Kim Anderson, Executive Director of Ministries 
217-6708 
kim@stjames-umc.org 
 
CLC Playground 
Amy Morledge, Director of Child Enrichment Ministries 
217-6740 
amyp@stjames-umc.org 
 
Technical Services 
Kyle Howard, Technical Services Administrator 
217-6718 
kyle@stjames-umc.org 
 
 
 
 
 
 
 
 
 
 
 

mailto:teresa@stjames-umc.org
mailto:sean@stjames-umc.org
mailto:brandon@stjames-umc.org
mailto:kim@stjames-umc.org
mailto:amyp@stjames-umc.org
mailto:kyle@stjames-umc.org
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OUTSIDE GROUPS SCHEDULING CHECKLIST 

Name of Group: _______________________________________________________________________ 

Contact Person: _______________________________________________________________________ 

Contact Person phone number: __________________________________________________________ 

Person/Organization address: ____________________________________________________________ 

How facilities will be used: ______________________________________________________________ 

Beginning Date & Time: _________________________ Ending Date & Time: __________________ 

Number of participants: _______________________    

Will there be participants under the age of 18?  ________ yes     ______ No 

If yes, please provide proof of Safe Sanctuary Policy or how group will follow SJUMC policy. 

Space Requested (Please list all areas that group will be using, including grounds & parking lot): 

________________________________________________________________________________ 

________________________________________________________________________________ 

_________________________________________________________________________________ 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

Office Use Only: 

Date Received: _____________________ Date Approved: ______________________ 

Date Calendared: ___________________ Approved/Calendared by: _______________________ 

 

Total Deposit Received: _____________  Date Received:___________ By: _____________________ 

Total Amount Due: __________________ Date Received: __________ By: ____________________ 

Refund of Deposit approved by: ______________  Amount to refunded: _____________________ 

Date of Refund: ___________________________ 

Rooms Requested Amount of Deposit Total Rental Amt. A/V Charges Other Rental Charges
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GUIDELINES FOR SCHEDULING CHURCH USAGE BY OUTSIDE GROUPS 
 

General Information: 
All scheduling of outside groups must be approved by Teresa Bodie.  If it involves a specific area of the 
church that is used for specific ministries (Worship Center, Sanctuary, Mountaintop, Youth Area, etc.), 
then the Director of that ministry area must also approve the usage of the space. 
 
All guidelines as set forth in the Facilities Usage: Guidelines for Outside Ministry Groups shall be 
followed.   
 
All outside groups using church facilities must be placed on the church calendar through Resource 
Calendar.    
 
Usage fees will be directed to the annual fund with account approved by the Church Administrator 
unless noted below.   
 
Usage fees from use of the CLC Playground are to be directed the KL Playground Fund (300-337-45000) 
 
Technical services fees shall be directed to 300-xxx-xxxxx. 
 
Crash and Serve in the CLC is directed to youth account 300-370-47500. 
 
Crash and Serve in the Mountaintop is directed to children’s ministry account 300-312-47500. 
 
A Senior Staff Member may adjust the fee schedule on a case-by-case basis for members and UM 
Affiliated Groups. 
 
Family Events and Non-Profit Organization Events may require additional fees based on time of day, 

personnel labor costs, and usage requirements.   
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Sample Certificate of Liability 

 


