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FACILITY USE POLICY 

St. Matthew Lutheran Church 
700 NE Chipman Road 

Lee’s Summit, MO  64081 
 

St. Matthew Lutheran Church (hereinafter sometimes, “the Church” or “the congregation”), is a 
religious organization established and maintained to conduct divine worship service, to spread 
the Kingdom of God, and to foster Christian fellowship and love by preaching the Word of God, 
by the administration of the Sacraments, and by religious instruction of youth and adults, 
according to the confessional standard of the Lutheran Church Missouri Synod.  Its building and 
equipment have been dedicated to God for the purpose of worship, evangelism, missions, 
Christian teaching and training, service and fellowship.  This use policy is intended to give 
emphasis to that mission and define, more specifically, the uses of the church that are deemed 
to be consistent with that purpose. 
 

DEFINITIONS: 
 

1. CHURCH GROUP:  Any group or organization which is formally sponsored or is an affiliate 
activity of St. Matthew Lutheran Church, the Lutheran Church - Missouri Synod, its 
congregations, circuits, and districts, or organizations designated as Recognized Service 
Organizations (“RSO” or RSO’s) under the bylaws of the Lutheran Church – Missouri 
Synod or is convened by a Called staff member of St. Matthew Lutheran Church. 
 

2. FACILITY USE COMMITTEE: The Facility Use Committee is designated by Board of 
Directors of St. Matthew Lutheran Church and charged with reviewing and approving 
requests for use of the facility that are determined to not violate this Building and 
Equipment Use Policy.  Requests will be approved based on the unanimous agreement 
of the Facility Use Committee.  Requests will be referred to the St. Matthew Board of 
Directors when unanimous agreement of the Committee cannot be reached.  
 

3. MEMBER:  Any communicant member of the Church over the age of 18 years.   
 

4. NON-MEMBER GROUP:  Any organization other than a Church Group whose goals are 
consistent with Christian principles and/or community betterment as outlined in the 
General policy below.   

 
USE OF CHURCH FACILITIES 
 

1.  General Policy 
 
The Church believes that its property and facilities are to be used for the fellowship of the 
Body of Christ and to bring glory to God. Although as set out below, St. Matthew Lutheran 
Church may make its facilities available to persons or entities not a affiliated with St. 
Matthew Lutheran Church; the Lutheran Church - Missouri Synod, its congregations, 
circuits, and districts, or organizations designated as Recognized Service Organizations 
(“RSO” or RSO’s) under the bylaws of the Lutheran Church – Missouri Synod; its facility 
use will not be permitted by persons or groups holding, advancing, or advocating beliefs 
or practices that conflict with the church’s faith or moral teachings, which are summarized 
in, among other places, the church’s constitution and bylaws, and in various places on its 
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website, www.gracefaithlove.org, and on the website of The Lutheran Church—Missouri 
Synod: lcms.org.  
 
This policy applies to all church facilities, regardless of whether the facilities are connected 
to the church’s sanctuary, because the church understands all of its property as a gift from 
God to be received with thanksgiving and to be set apart and used to the honor of Jesus’ 
name in ways that are consistent with our faith in Him (Col. 3:17). 
 

2.  Authorized Uses 
 
CHURCH GROUP USE.  Church groups may use the facility by scheduling with the 
Church office. 
 
PERSONAL USE OF MEMBERS.  Members may request use of the facility for personal 
use.  Personal use shall be limited to family gatherings of no more than 75 persons or 
family related groups (such as a child’s sports team gathering or child’s birthday party) not 
to exceed 25 persons.  Personal use of the church facilities involving larger numbers of 
participants may be approved by the Facility Use Committee so long as such use does 
not open the facility to the general public or otherwise convey an impression that the facility 
is generally accessible by the public. 
 
USE BY GOVERNMENTAL ENTITIES.   The Church has historically made its facility 
available to the Jackson County, Missouri, Board of Elections as a polling place and 
believes that such use of the facility makes a valuable contribution to the civic life of the 
community which is believed to be consistent with its general mission and ministry.  
Accordingly, it will entertain requests from governmental agencies for use of the facility for 
functions that do not conflict with the general policy set out above.   
 
USE BY NON-MEMBER GROUPS. Members of St. Matthew Lutheran Church may 
request use of St. Matthew Lutheran Church facilities for use by organizations and groups 
to which members belong or are otherwise directly affiliated, subject to the conditions 
outlined in article 3 below.  Such uses may be granted by the Facility Use Committee upon 
its determination that the proposed use does not conflict with the general policy or does 
not pose any significant risk of damage to the facility or safety of persons on the property.  
 
Non-member groups to which Members belong or are otherwise directly affiliated (i.e. 
child’s soccer league meeting) are eligible to request use of the facility; however, a 
communicant member of St. Matthew (over 18) must be a member of the group and act 
as the Sponsoring Member when requesting the facility.  This Sponsoring Member must 
be in attendance during the event and be responsible for the setup, clean up and setting 
the room for the next day’s use, if any.    
  
USE OF THE SANCTUARY.  Use of the sanctuary is generally restricted to divine worship 
in accordance with the doctrine and practice of the Church as defined by its Constitution 
and Bylaws.  Use of the sanctuary shall only be authorized by a member of the called staff 
of the congregation who shall have general discretion to determine its appropriate use in 
accordance with any rules and guidelines that may be established by the church’s Board 
of Elders. 
 

ALL GROUPS USING THE CHURCH FACILITIES ARE RESPONSIBLE FOR ALL EVENT 
SETUP, CLEANUP AND SETTING THE ROOM FOR THE NEXT DAY’S USE, UNLESS 
OTHERWISE ADVISED UPON EVENT APPROVAL. 
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3.  Procedure for requesting use of church facilities other than the sanctuary. 
 
Requests for use of the church facilities shall be made in writing on the St. Matthew Facility 
Request Form attached to this policy.  Completed requests for use shall be submitted to 
the Facility Use Committee at least thirty (30) days prior to the proposed use.  Requests 
for use of the facility shall include any requests for use of equipment owned by the church.   
 

4. Exceptions and waivers 
 
The Board of Directors shall have authority to make exceptions to foregoing rules or 
waivers of any other element of this policy upon a determination by the Board that an 
exception or waiver would directly support the mission and ministry of the church.  
 

5. Scheduling and Priorities 
 

In the event of a conflict in desired use of church facilities, users shall have priority based 
on advanced scheduling and ministry necessity.  Further, the Board of Directors reserves 
the right to reschedule, cancel, or reassign the event space reserved, due to unforeseen 
circumstances. 
 

RULES FOR USE AND CARE OF FACILITIES: 
 

 Displaying/hanging or taping of banners, pictures, posters, etc. is not permitted without 
prior approval by the Facility Use Committee and any such request must be stated on 
the request form.   
 

 Any organization or group using the facilities shall be responsible for leaving them as they 
were found or the next day’s use as designated on the request approval.  Facilities left in 
an untidy condition or where additional custodial work and/or maintenance is required, 
may jeopardize future use of the facilities.  If damages are incurred, the user will be billed 
for all costs necessary to restore the facility. 

 
 When classrooms or other rooms are used, supplies, worship items or other equipment 

should not be disturbed and the room should be left as it was found.    
 

 Lights should be turned off when leaving and, if applicable, thermostats returned to the 
setting that they were found. 
 

 Building should be locked and secured. 

 
FELLOWSHIP CENTER: 
 
Any activities that occur in the Fellowship Center should be conducted in a respectful manner.  
It is to be used primarily for the support of the Church ministries, organizations and activities.  
These will take precedence over any non-church events.  Groups or individuals using the 
Fellowship Center must be instructed prior to use as to the proper setup and use of any or all 
equipment (tables, chairs, athletic equipment, etc.).  Keyboards or other church-owned musical 
equipment may only be operated by qualified individuals as determined by the Church.  
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All events must be appropriate and consistent with the prescribed use of the area being 
requested, both in size (# of people) and scope of the event.  In no event shall Church facilities 
be used for the sale of products or services by “for profit organizations” to the general public. 

 

KITCHEN: 
 
Paper goods in the kitchen are for the use of the Church ministry functions only.  If deliveries of 
supplies will be made prior to the event, advise the Church office.  Renters must be present to 
receive such supplies.  Remove all leftovers when activities are over. Repair or replacement of 
any damaged equipment will be the responsibility of the renter. 

  
 Kitchen Cleanup: 

1) Counters will be wiped with disinfectant and left uncluttered. 
2) Floors will be wet mopped or swept as needed. 
3) Sinks will be cleaned, dried and left empty. 
4) Dishwasher, if used will be left empty. 
5) Utensils will be cleaned, dried and put away. 
6) All appliances, chairs, tables and equipment will be wiped clean. 
7) Refrigerator and freezer doors are to be checked to ensure they are closed 

tightly. 
8) Ovens, lights, fans, and water shall be turned off when leaving. 
9) All trash and garbage shall be bagged, tied and carried to designated trash area 

outside the church. 

 Kitchen Safety: 
1) Individuals using any kitchen equipment must receive instructions prior to use 

from a designated Church representative. 
2) Follow all safety precautions when working with any appliance in the kitchen. 
3) No smoking. 
4) Children should generally not be in the kitchen. 
5) Ensure proper use of electrical outlets.  Do not use extension cords with 

appliances. 

 Kitchen Guidelines: 
The following are included in rental of kitchen facility: 
Ice machine 
Coffeemakers/filters 
Dishwasher 
Refrigerators, freezers 
Pots and Pans 
Serving utensils and trays 
Towels (User to launder and return to church) 
Mop and bucket 
Mixer 
Not provided: 
Paper products, tablecloths, coffee, tea, plates, bowls, cups, glasses, silverware. 

 
 
Restrictions While Using Facilities: 
 
Always keep in mind, this is a House of God: 
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1) Any act that is deemed inappropriate by the Called staff is prohibited. 
2) Illegal drugs are not allowed on any part of the Church property. 
3) Smoking is not permitted anywhere inside the building, in the parking lot or any part 

of the Church property. 
4) Vulgar or profane language is prohibited. 
5) Alcoholic beverages are prohibited. 
6) No retail sales to walk-in general public. 

 
Prohibited activities include: 

1) Roller skates/roller blades, bicycles, scooters and other such equipment that could 
damage the floors. 

2) Other athletic activities that could damage any part of the facility. 
3) Rolling carts with metal wheels. 
4) Moving any equipment without prior authorization. 
5) Using any materials that would permanently stain or damage any part of the facility. 
6) Hanging on basketball rims or standards or volley ball nets or standards. 
7) Climbing on any fixture. 

 

VIOLATION OF THESE POLICIES MAY PROHIBIT FUTURE 
USE OF THE CHURCH FACILITIES. 

APPLICANT(S) agree to the following terms of use of the facility: 

1) This building is God’s House, and we agree that proper respect and behavior 
be exhibited at all times. 

2) All areas used by applicant will be returned to the base setup as before the 
activity or the next day’s activity as indicated upon approval.  Some reset may 
require help/supervision by Church personnel and fees may apply.  

3) No selling of food or beverages in foyer, halls, entrances, Fellowship Center 
(FC) or other areas on premises (for profit organizations) is permitted. 

4) Group will be responsible for their own setup/take down, except as specified 
by Church requirements, i.e. chairs/tables in FC, etc. 

5) A representative of Church will conduct an inspection of the facility 
concluding each event. 

6)   Responsible individual will return all necessary facility request forms at least   
one week prior to the event. 

7)   User agrees to contact the Church if any property or equipment damage is in 
question prior to the event.   

8)   Any violation of Church policies could result in immediate termination of 
facility use as determined by Called Staff or Facility Use Committee.   
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FACILITY USAGE REQUEST FORM 

St. Matthew Lutheran Church 
700 NE Chipman Road, 64063-2571 

Lee’s Summit, MO 64081 
816-524-7068  

Please complete form and email to facilities@gracefaithlove.org 

Today’s Date: _______________________ 

Applicant/Responsible 
Individual:____________________________________________________________ 

Organization: __________________________________________________________ 

Address:_____________________________________________________________ 

City: __________________________State: _____Zip: ________ 

Phone:______________________ Alt. Phone:_____________________ 

Email Address______________________________________________ 

Sponsoring Member (Required for Member and/or Non-Member Group, not affiliated with the 
Church)  

________________________________ (Sponsoring Member is required to be in attendance at the event, and 

must understand Chair/Table Storage & set-ups, Clean-up, Trash Pick-up, Lighting, Operation of BB Goals and 
Locking of Facility) 

Occasion/Event:___________________________________________________________________ 

________________________________________________________________________ 

Date(s) desired: ________________________________     # in group____________ 

Time desired (include setup/cleanup time):  ________________________________   

Room or venue requested: ___________________________   

 Fellowship Center:   1) Maximum Capacity for meal – 180 persons 
   2) Maximum Capacity all other events – 320 persons 

 
 Meeting Rooms: 60 person maximum seating capacity 
 

Requirements:  (Check each applicable item) 
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____ Tables & chairs Arrangement (Church personnel required to supervise set up/take 
down).  Fees may be charged if the Church is required to setup and take down tables 
and chairs.  
 

# Tables: _________   # of Chairs:_________  

 ____ Podium 

____ A/V equipment (Church personnel required to operate—fee will be charged.  Renter 
shall provide their own computer with VGA or HDMI output). Responsible person or 
Sponsoring Member shall coordinate any required hook-ups for the Projector, Screen or 
Sound system within the A/V Sound room, with the Properties Board or designee. 

 ____ VCR/DVD/TV 

____Keyboards/Organ/any other musical equipment (require Church approved, qualified 
operator/or Church personnel). 

 Kitchen (Describe needs/plans): 

________________________________________________________________ 

 ________________________________________________________________ 

 Fellowship Center (Describe needs/plans): 

________________________________________________________________ 

 ________________________________________________________________ 

 Volleyball equipment (Fee applies): _________________________________________ 

Other (Describe) 
________________________________________________________________   

 ________________________________________________________________ 

By signing this agreement Applicant/Organization) agrees to follow the requirements listed 
above and in the attached Facility Use Policy and agrees to pay a fee for additional help or 
custodial work that may be required before, during or after event(s) occurrence and to pay for 
any property damage or destruction that result from use of any Church facilities or equipment.  

 
Applicant/Responsible individual signature: __________________________________________ 
 
Phone # ___________________________ Email ________________________________________ 
 
Date signed: __________________ 
 
Sponsor Member Signature (if different than applicant): 
______________________________________  
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Date: ________________________ 
 
Approved by: ___________________________________  Date: _________________ 
 
 

 

 
Facility Use Fee Schedule 

           
Fellowship Center 
 
 Members: $0 
 
 Non-members:    Hourly Use            $60 
 

1. If setup is requested, there is an additional fee of $150 due 30 days in advance.  
2. If takedown is requested, there is an additional fee of $150 due 30 days in advance. 
3. If event requires the assistance of an A/V operator, there will be an additional charge of 

$50 payable to the operator, issued as a check directly to the operator.  Maximum time 
limit of operator’s assistance is 2 hours.  $25/hour will be due to the operator for any 
time above the 2 hour limit.  The operator will be responsible for set up and take down of 
the AV equipment. 

4. There will be a $40 fee for volleyball set up/take down.   
 

 
Fellowship Center/Kitchen/Classrooms       By Members  Non-Member Groups* 
 
Hourly Use         $0                                $60 
                                                           
Sanctuary 
Wedding    (LCMS only)       $100        $500 
Recital/Performance    $100                  $200 
 

*For Non-Member Groups, the Sponsoring Member must be in attendance during the 
event and is responsible for security, setup, clean up and setting the room up for the 
next day’s use. 
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Church use only 

ROOM USE FEE CHECKLIST 

                Rental  Paid  Waived 

Fellowship Center/Classroom/ 
Meeting Room____               ______ ______ ______ 
  
Sanctuary ____               ______ ______ ______  
  
Shelter House ____      ______ ______ ______ 
  
Equipment_____    ______ ______ ______ 
 
Volleyball_____     ______  ______ ______ 
                     
Setup Required ($150 Charge):   ______  ______ ______ 
  
Takedown Required ($150 Charge): ______  ______ ______  


