
  

Saint Barnabas’s  
Facility Use Application / Agreement 

 
 

 ____________________________________ 
date of event 

 
from:  ___________ to: _____________ 

 

Facility Use Agreement – Revised 7.2021 

 

ORGANIZATION INFORMATION 

 

Name of User/Organization:  ________________________________________________________________________________________ 
 

Please check one:      Business / For Profit     Private     Church Member    Charity:  Attach Federal ID # 

  

RENTING ORGANIZATION DESIGNATED REPRESENTATIVE(S): 

 

Contact Name(s):  _______________________________________________________________________________________ 

 

Phone Number:    Home: __________________________________    Cell: ________________________________________ 

 

e-mail address:  __________________________________________________________________________________________ 

 
EVENT 

 
 

Event Name & Description:    ______________________________________________________________________________ 

 

Date(s) of Event:__________________________________________________________________________________________ 

 

Recurring Event:      Yes    No   If so, give details: 

__________________________________________________________________

__________________________________________________________________ 
 

Purpose of Event:    Fundraiser / Charity Event       Meeting       Private Function      Member Event 

 

                                  Other: _________________________________________________ 

 

Number of People expected:  _________________    Children? _______     Youth? ________     Adults? _________ 

 

Facility to be Used:  ______________________________________________________________________________________   

 

Arrival Time (includes set-up):  _____________________   Leave Time (includes clean-up): ______________________ 
 
 

 

 

EQUIPMENT / SET-UP 

 

Equipment needed:  If you need to use any specific equipment that we may have available, please indicate 

here: 

___________________________________________________________________________

___________________________________________________________________________ 
 

  I agree that my event is responsible for clean-up, disposing of trash, cleaning the property and returning all 

furniture to pre-rental configuration; and if needed, there will be an additional clean-up charge. 

 

NOTE:  If you are planning on serving alcohol, you must review and sign the Alcohol Policy (Appendix C).  Careful 

attention needs to be given to all and any restrictions involved including monitoring, and a one-day permit for serving 

alcohol from the Town. 
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Saint Barnabas’s  

Facility Usage Fees 
 

FACILITIES 

 

Great Hall:    1 large room with large kitchen.   Maximum occupancy is 375. 

Parish House:   1 great room and smaller kitchen.  Maximum occupancy is 50. 

Chapel:   Maximum occupancy: 90 

Church:  Maximum occupancy: 300 

Tent:  40’x80’ available Memorial Day through Labor Day 

RENTAL USAGE FEES 

 

At Saint Barnabas’s, our buildings, and the people who carry out ministry through them, are 

a gift from God. Because we believe that God cares about all people, in keeping with our 

ministry of outreach to the community, we invite local organizations to use our facilities. We 

do not wish to exclude access or cause concern to anyone.  At the same time, we choose 

to set responsible standards so as to assure their upkeep and our ongoing mission. 

 

The following usage fees are based on per hour with a 2-hour minimum.  
 

LOCATION BUSINESS / FOR PROFIT CHARITIES 

Great Hall $200 $150 

Great Hall Kitchen $100 $50  

Parish House & Kitchen $200 $150 

Church $200 $100 

Chapel $200 $100 

Grounds $100 $100 

Tent (Memorial Day-Labor Day) $200 $150 

Sexton* Set-Up/Clean-Up $75 $75 

Reception Fee** $300 per event $300 per event 
       

*The sexton fee is per hour with a 2-hour minimum. If additional time is needed, the fee will be billed 

following the event. 

**The reception fee includes; table flowers, linens, coffee/tea service, setup and clean up and is 

supported by a StB volunteer.  
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THE RENTAL AGREEMENT REGULATIONS below must be agreed to and signed by the Designated 

Representative(s) of the renting organization Appendix A is ‘Indemnification Agreement.’ It must be signed by 

the Designated Representative(s) and returned with the Application/Agreement.  Appendix B is ‘Rules and 

Instructions of Use of the Kitchen.’ to be brought with you for reference on day of event. 

 

R E N T A L   A G R E E M E N T   R E G U L A T I O N S 
 

 

1. Designated Representative(s) – The renting group’s Designated Representative(s) shall be held responsible 

for the rental and must be present in the facility at the time the rental activity or event takes place.  The 

Designated Representative(s) may be required to submit written proof that he/she has the authority to 

represent the organization in rental transactions with the church. 

 

2. Church Sexton/Custodian Set-up – If requested, our church sexton/custodian will set-up the facility 

beforehand and if a diagram is received by the church one week prior to the event.  The diagram must 

clearly show the desired placement, number and type of tables and chairs.  Our sexton is the church’s 

designated representative for set-ups.  

 

a. Failure to submit set-up requests to the church office at least one week before the rental 

event, or requesting, in the church’s opinion, substantial changes made to the request on the 

day of rental may entail and additional charge for our Sexton services. 

b. Requests for tables and chairs should be submitted in diagram form and clearly marked. 

c. Any activity or event taking place outside the normal working hours of our sexton and 

involving participation of the general public (such as lectures, concerts or other 

entertainments), will be required to have a sexton present.  The renting group will be required 

to pay for the services of that sexton at the rate of $25 per hour with a minimum of four hours 

required.  The sexton will be procured by the church and will act as the church’s official 

representative. 

 

3. Clean-up – The renting organization must leave the facility in a clean, picked-up condition.  All trash and 

garbage must be placed in the supplied plastic bags and disposed of in the dumpster located in the 

church parking lot.  The renting organization should then replace the used bags with clean bags which 

are provided.  Failure to execute the clean-up properly, in the opinion of the church’s sexton/custodian, 

may result in an additional charge of cleaning at the actual cost for such services. 

 

4. Alcohol Policy -- Except in the Rectory and Creighton House, alcoholic beverages of beer and wine only 

can be served and consumed on Saint Barnabas’s premises only under the following conditions: 

a. Permission of the rector shall be obtained by completing and submitting the Alcohol 

Policy Form (Appendix C) to him/her at least one month prior to the event; 

b. The form shall provide the name of the designated responsible person and the date 

and times of the event; 

c. The event should have a short time frame (maximum of 4-6 hours); 

d. Under no circumstances shall alcoholic beverages be consumed before or after the 

stated times of the event; 

e. With permission from the rector, alcoholic beverages can be served and consumed at 

events that include—wedding receptions, funeral collations, pot-luck suppers, and 

special events 

f. With permission from the rector, persons under 21 and children may be present when 

alcoholic beverages are served and consumed; but under no circumstances shall they 

be served or allowed to consume alcoholic beverages. Parents are expected to be 

responsible for their minor children;   

g. At permitted events the alcoholic beverages shall be under the control of a 

designated responsible person who shall oversee that the alcoholic beverages are not 

consumed by minors and are consumed responsibly by attending adults; 
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h. Alcoholic beverages shall be provided by the hosts of the event and not by the guests 

(no B.Y.O.B. for consumption at the event); 

i. Rector authorized cash bar and/or ticket sales events require a one-day liquor license 

from the Town of Falmouth. When such a license is obtained the event must have a 

TIPS certified bartender and provide a certificate of insurance from the alcohol vendor 

naming Saint Barnabas’s as ’Additional Insured’ and clearly identifying that they have 

liquor liability coverage; and, 

j. All rector authorized events not hosted by a member(s) of Saint Barnabas’s must obtain 

a one-day liquor license from the Town of Falmouth, must have a TIPS certified 

bartender and must provide a certificate of insurance from the alcohol vendor naming 

Saint Barnabas’s as ‘Additional Insured’ and clearly identifying that they have liquor 

liability coverage. 

 

5. Smoking Not Allowed – Absolutely no smoking is allowed inside any church building or on the 

premises. 

 

6. Lighted Candles Not Allowed – No open flamed lighted candles shall be used in windows, on 

tables, or anywhere else inside any church building without written permission. 

 

7. Damage, Breakage or Loss – Organizations renting our facility are responsible for damage, 

breakage to, and the loss of kitchen utensils, and equipment, appliances, and damage to or 

defacement of chairs, tables, walls, cabinets, counters, windows, and floors.  All breakage or 

damage must be reported to the sexton. 

 

8. Failure to Secure Facility – Organizations renting our facility shall be held responsible for any 

loss or damage to our facilities and/or their contents due to their failure to lock and otherwise 

secure the building properly upon leaving.  All lights, including those in restrooms, must be 

turned off.  Stoves and ovens must also be turned off upon vacating the building. 

 

9. Disclaimer of Church Liability –  Saint Barnabas’s Episcopal Church in Falmouth in the Diocese 

of Massachusetts assumes no liability for any lost, damaged, or stolen property belonging to 

organizations who rent our facility.  Such organizations renting our facilities shall hold the 

church free and harmless of any liability whatsoever, whether an incident 

 

10. Rental Group's Liability Insurance -- The Church’s Vestry and/or the Church’s Designated 

Representative may, at their discretion, require that organizations renting facilities of the 

church shall, at the time of their rental application, provide proof that they possess liability 

insurance in amounts acceptable to the Vestry. 

 

11. No-Smoking - To protect the health, safety, and comfort of parishioners, employees, and 

visitors of Saint Barnabas’s Episcopal Church recognizes the hazards caused by tobacco use 

and exposure to secondhand tobacco smoke. Smoking of any tobacco product, including 

smokeless tobacco products and electronic cigarettes (regardless of tobacco content) is 

prohibited on the property and applies to parishioners, employees and non-employee visitors 

of Saint Barnabas’s Episcopal Church. “Property” means the buildings, including offices, 

grounds, parking lots. 

 

12. Contract Signing -- By signing this agreement, the organization’s Designated Representative(s) 

accepts and understands the restrictions and/or regulations within the rental agreement. A 

rental date is on hold but not secured until the rental agreement has been signed by both 

parties and 50% of the fees are paid in advance.  

 

13. Payment – A 50% payment will be due on signing of the agreement and the full payment must 

be made by the first date the of the event, by having previously signed the Rental Agreement, 
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to use the facility. Organizations or individuals renting our facilities for more than one month 

shall be required to pay one month’s fee in advance. 

 

14. Refundable Security Deposit -- A deposit may be required upon signing the Rental Agreement. 

The deposit is $100 if the kitchen is not used or $200 if the kitchen is used. A separate check for 

the deposit is required. The facility will be inspected within 24 hours of the conclusion of the 

activity or event by the Church’s Designated Representative. The deposit will then be returned 

to the renting organization or individual upon the Church’s Designated Representative’s 

approval of the condition of the facility. 

 

15. Lost or Compromised Keys – Keys issued to the renting organization’s Designated 

Representative(s) must be returned to the church office within two days after conclusion of 

the rental activity or event. The renting organization will be required to pay the actual cost for 

re-keying any locks compromised by loss or failure to return any keys issued. Keys must not be 

duplicated. Keys must not be used by any person other than the Designated Representative(s) 

to whom they were issued. 

 

16. Cancellation of Rental -- Failure of the renting organization to provide notification of 

cancellation will require the payment of all fees, unless waived at the discretion of the Vestry 

of the church. Fees will not be refunded unless the notice of cancellation is received in our 

church office within the following time limits: Rental space on a one-time basis shall require at 

least a 14-day notice of cancellation. Space that is rented on a regular basis shall require a 

three-day notice of cancellation for a single activity or event. 

 

17. Right to Decline Applications – Saint Barnabas’s Episcopal Church in Falmouth in the Diocese 

of Massachusetts reserves the right to decline any request for the rental of its facilities. 

 

18. Misuse of Facility – If, in the event of any misuse of the building as determined by the church’s 

Designated Representative(s), the renting organization’s Designated Representative(s) may 

be contacted with a warning that any further misuse will result in the immediate cancellation 

of their organization's rental agreement and require that they permanently vacate the church 

facility. 

 

19. Modification and Cancellation of Rental Agreements – Saint Barnabas’s Episcopal Church in 

Falmouth in the Diocese of Massachusetts, as represented by its Vestry and its Designated 

Representative, reserves the right to modify or cancel any rental agreement at any time for 

cause. Among the causes which could lead to such cancellation (to give just three examples) 

are: failure to lock and otherwise secure the building upon leaving, improper and/or 

unauthorized use of the facility, and the unauthorized duplication or improper use of church 

keys. 

 

20. Additional Charges -- The Vestry and/or its Designated Representative shall decide, based on 

these regulations and restrictions, if an organization renting church facilities is liable for any 

additional charges beyond the basic rental fee. If there are such additional charges, the 

rental organization must pay them within 14 days of notification. 

 

21. Indemnification - See Appendix A. This agreement must be completed, signed, and returned 

with the initial application. 

 

22. COVID 19 – See Appendix B. This Addendum to the Agreement must be read, signed and 

returned with the initial application. 
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STATEMENT OF COMPLIANCE FOR NON CHURCH-AFFILIATED ORGANIZATIONS USING CHURCH FACILITIES 

REGARDING GUIDELINES FOR CHILDREN & YOUTH 

 

Non church-affiliated groups using the church agree that: “two (2) adults, in close proximity, must be present when 

children are in attendance at the non-church affiliated event.” I acknowledge that I have read, understand and 

agree that our organization will comply with the condition as set forth in the statement above in our activities at  

Barnabas’s Episcopal Church. 

 
Signature ______________________________________________________________________ Date _______________________ 

 

 
 

SIGNING OF THE RENTAL AGREEMENT: 

 

In my(our) capacity as the Designated Representative(s) of ____________________________________, I(we) 

accept and understand the regulations and stipulations in this rental application and agreement, and agree 

to rent the facilities of Saint Barnabas’s Episcopal Church of Falmouth in the Diocese of Massachusetts as 

stipulated, and for the cost specified in this rental application. I(we) have also read and signed Appendix A: 

Indemnification Agreement and Appendix B: Addendum to the Agreement Regarding COVID 19. If we are 

serving Alcohol, we have also read, understand, and agree to abide by the ‘Alcohol Policy’ presented as 

Appendix C. 

 

 

By signing this application form, I state that I have read the attached ‘Covenant for Building Use at Saint  

Barnabas’s, and agree to abide by the covenant. 

 
Signature: _____________________________________________________________  Date:  ___________________________ 

 

Printed Name (s):  ________________________________________________________________________________________ 

 

 

Saint Barnabas’s Representative: 

 

Signature: _____________________________________________________________  Date:  ___________________________ 

 

Printed Name:  __________________________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

FOR OFFICE USE: 

 

Approved: ________________________________________________________________  Date:  ______________________________ 

 

Total Hours: ___________ x Total Days: ____________ x Rate: ____________ = Total Rental: _________________________________ 
                      
 

TOTAL COST  DEPOSIT     BALANCE  
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APPENDIX A 

 

I N D E M N I F I C A T I O N   A G R E E M E N T 

 

 

 

______________________________________ (Name of Group) shall indemnify, defend and hold harmless 

Saint Barnabas’s Episcopal Church (also known as Saint  Barnabas’s Memorial Episcopal Church) 

and the Episcopal Diocese of Massachusetts and their respective officers, directors, employees, 

agents, and representatives harmless from and against any and all claims, demands, causes of 

action, losses, liabilities, damages and expenses (including reasonable attorney’s fees and costs) 

arising out of or in connection with any allegations brought against Saint Barnabas’s Episcopal 

Church and the Episcopal Diocese of Massachusetts and their respective officers, directors, 

employees, agents and representatives from and against any cost and expense (including 

reasonable attorney’s fees and costs) arising out of the use of the premises or property of Saint  

Barnabas’s Episcopal Church by the undersigned. 

 

 

 

Designated Representative(s)  

 

Signature(s) ______________________________________________________________ 

 

Print name(s) __________________________________________________________________________________________ 

 

Date:  _______________________________________________ 
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APPENDIX B 

ADDENDUM TO AGREEMENT REGARDING COVID-19 

 

This Addendum to the Agreement provides detailed guidelines and precautions to mitigate the 

risk of contagion of COVID-19 in the wake of the pandemic. Saint Barnabas’s follows the guidelines 

that are in place at the time of the event, by the Governor of Massachusetts and the Diocese of 

Massachusetts.  

Guidelines for All 

● Symptoms: All persons who are experiencing symptoms of COVID-19 should not enter the 

building. Those who are in a high-risk category for contracting the disease are encouraged to 

not enter the building. 

● Physical Distancing: All persons must maintain 6 feet minimum physical distance at all times 

(excluding incidental passing of others). 

● Masks: All persons are required to wear a mask over their nose and mouth at all times. 

o Medical reasons are exempted, though the User should make persons claiming medical 

exemption aware of potential risk. 

o The User is required to provide masks for anyone who comes to an event without a mask. 

● Occupancy Limits for Each Space 

o The Maximum Occupancy for each space is limited to a certain number of units based 

on the Church’s Resuming Team’s Guidelines (informed by municipal and state 

guidelines). A “unit” is defined as 1-4 people within a non-socially distanced household. 

These Guidelines will be communicated to the User and are posted clearly in each the 

Sanctuary, the Chapel, the Parish Hall, the Parish House, the Music Room, and the 

Sunday School wing. Changes to those guidelines will be communicated in a timely 

manner. Emergency changes to maximum occupancy may be made at the discretion 

of the Church based on municipal, state, federal, and other guidelines. 

● Contact Tracing: The User is required to record the name and contact information of each 

person attending their event. The User is required to keep and maintain a record of this info for 

one month and to make such records available to the church immediately after each event. 

o Individuals who enter the Main Sacristy or the Office are required to log into their 

respective contact tracing logs. 

● Reporting: If an attendee displays symptoms within two weeks of the event at the Church and 

notifies the User of testing positive for COVID-19, the User is required to notify the Parish 

Administrator at office@stBfalmouth.org immediately, in addition to the other attendees. 

● Cleaning and Disinfecting 

o Frequently touched surfaces (including door handles, restroom furnishings, pew rails, etc.) 

must be disinfected routinely, including before and after the User’s scheduled time. 

o Saint Barnabas’s Church provides the Sanctuary, the Chapel, the Parish Hall, the Parish 

House, the Music Room, Sunday School Rooms, and the office with supplies (disinfectant 

spray and paper towels) for each group’s use. 

o Sanitizing of hands by use of hand sanitizer and/or washing with antibacterial/antiviral 

soap for twenty seconds is recommended for all persons. 

mailto:office@stBfalmouth.org
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● Food & Drink: Personal food and beverage must be consumed while seated. 

● Ventilation: Use of fans in open windows blowing into the room or semi-permanent AC units is 

recommended in all rooms (except the Sanctuary and Chapel) in order to introduce fresh air 

and aid in ventilation. Doors and windows should be left open when using a space, if possible. 

Exception for 12-Step Groups: 

● Saint Barnabas’s Church understands that contact tracing and reporting are not possible to 

require in 12-step meetings. 

o If an attendee displays symptoms within two weeks of the event and notifies the User of 

testing positive for COVID-19, please notify the Parish Administrator at 

office@stbfalmouth.org immediately. Wherever possible, recommend testing to other 

attendees. 

Exceptions to these Guidelines afforded by the State and Municipal guidelines are granted in 

consultation with the Parish Administrator. office@stbfalmouth.org. 

Addendum Agreement: 

This addendum supplements and supersedes all conflicting provisions in the original Agreement. 

BY SIGNING BELOW, YOU AGREE TO ABIDE BY ALL OF THE TERMS AND CONDITIONS DESCRIBED IN 

THIS ADDENDUM. 

 

By:________________________________________________ Date:______________________________ 

For User 

 

 

 

 

  

mailto:office@stbfalmouth.org
mailto:office@stbfalmouth.org
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APPENDIX C 

 

A Policy for the Use of Alcoholic Beverages at 

Saint Barnabas’s Memorial Episcopal Church, Falmouth, MA 

Endorsed by Diocesan Council on October 24, 2018 

 

 

Saint Barnabas’s Memorial Episcopal Church seeks to welcome and serve all God's people. In order to do 

so, we must purposefully regulate alcohol use at all church functions. Responsible alcohol use or abstinence 

is required at all church events. 

 

Clergy shall consecrate an appropriate amount of wine when celebrating the Eucharist and perform 

ablutions in a way that does not foster or model misuse. 

 

The consumption of non-sacramental alcohol at any church event, whether held on Saint Barnabas’s 

Memorial Episcopal Church property or elsewhere, is permitted only when all of the following conditions are 

met: 

 

1. All laws regarding alcohol are complied with, including those related to the sharing of alcoholic 

beverages and the prohibition of serving alcohol to minors (those under 21 years of age) or allowing 

minors to drink. 

2. No business or open discussion of the church's governance or financial affairs may be conducted during 

or after the serving or sharing of alcohol. This includes vestry meetings, search committees, all church 

committees, and all church school and youth group leadership groups. 

3. Parishioners volunteering to do work on the church grounds must not be alcohol impaired or use alcohol 

while working on behalf of the parish (this includes but is not limited to lawn mowing, using heavy 

machinery or equipment, painting, or clean-up crews). 

4. Whenever alcohol is served, appealing non-alcoholic alternatives must always be offered with equal 

prominence and accessibility. 

5. Food must be served when alcohol is present. 

6. Any food served at the church, cooked or cold, that contains alcohol, must be clearly labeled as such. 

This includes all food brought to potluck occasions. 

7. The sharing of alcohol is not advertised or promoted in any way and shall not be the primary purpose of 

any event. Alcohol may never be used as an enticement for any event or function (e.g. wine tasting, 

wine and cheese, BYOB dinner, etc.). 

8. No alcohol may be served or consumed at any event sponsored by or put on for the children and youth 

of the parish (e.g. a dinner put on by the youth group). 

9. No alcohol may be consumed by any adults accompanying children or youth on church-related 

outings (e.g. youth mission trip). 

10. Beer and wine may be served at a public parish event (any event that is open to and advertised to the 

public e.g. the Christmas Bazaar) only if permission has been obtained from the rector and vestry [if 

applicable: and a special license has been obtained from the Town/City of Falmouth. The parish 

organizer of the event must comply with all terms of the license and must hire a certified bartender. 

11. Beer and wine may be served at a parish fellowship event (any event held by the entire church or a 

group of church members that is not open or advertised to the public e.g. Fall dinner, choir party) as long 
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as all the conditions of the Saint Barnabas’s Memorial Episcopal Church alcohol policy are met and an 

adult appointed by the rector oversees the serving of the alcohol.  That adult must not drink alcoholic 

beverages during the time of executing his or her responsibilities. If minors are present, alcohol must be 

served at a separate station that is monitored at all times to prevent underage drinking. 

12. Moderation must be observed in the consumption of alcoholic beverages at such parish public and 

fellowship events. Following the event, all alcohol will be removed from church premises by a responsible 

adult. 

Should any vestry member or the rector or the designated server become aware of the use of alcohol 

at a parish-sponsored fellowship event in a manner contrary to this policy, the use of alcohol will be 

immediately stopped at that event. 

13. No alcohol may be served or sold by persons or groups holding any private events on Saint Barnabas’s 

Memorial Episcopal Church property unless permission in writing has been received from the rector, and 

if applicable: a special license has been obtained from the Town/City of Falmouth and the sponsor of 

the event has submitted to the Church proof of the liquor license, liquor liability insurance for a minimum 

of $1,000,000 and [if applicable: a list of designated drivers as required by the town license]. The 

Indemnification Agreement signed by persons or groups using the buildings or property of Saint 

Barnabas’s Memorial Episcopal Church will reference the Parish Alcohol Policy. 

 

BY SIGNING BELOW, YOU AGREE TO ABIDE BY ALL OF THE TERMS AND CONDITIONS DESCRIBED IN 

THIS POLICY FOR THE USE OF ALCOHOLIC BEVERAGES. 

 

 

By:________________________________________________ Date:______________________________ 

For User 

 

 

 

 


