St. John’s Episcopal Church

Facility Use and Space Rental
Qur Mission

St. John's Episcopal Church is a community of faith made from God, we worship and serve God, welcome all who seek
to know and love Jesus Christ, and share Christ’s love by serving others. We warmly invite and welcome new members
and visitors to our Church.

About Our Facility

St. John’s Episcopal Church provides space for our congregation to meet and worship. St. John’s also has a number of
spaces available for commercial or non-profit rental.

Classrooms

A classroom space set-up with a large boardroom table. May accommodate up to 25 persons depending on the type of
usage required.

Buckenroth Room

A living room type set-up that may accommodate up to twenty persons.
Hansen Hall

Includes a kitchen and may accommodate 100-125 people depending on the use.

Sanctuary

Our Sanctuary is a Sacred Space. This is a wonderful area for contemplation, worship, and celebration of the Spirit.
Concerts may be held in the Sanctuary, provided a detailed request of the proposed use is submitted and approved a
month prior to the scheduled date of the event. Those using the Sanctuary must agree to the following to ensure the
space is respected and honored:

e The P.A. System may only be used if a St. John’s staff member is present to run the equipment

e Use of the organ or piano is approved by St. John’s Music Director

e Under no circumstance should Sanctuary fixtures, furniture, or piano be moved unless approved in writing by a
St. John’s staff member.

e Sacred spaces shall be respected and not decorated.

e Abuse of any of the above by a non-profit organization will result in the organization losing its reduced rate
status with St. John’s.

Scheduling

Space is rented on a first come basis. To balance the use of our facilities with our internal needs and the needs of the
community, spaces are not available on Saturdays or Sundays. Party-type events are not allowed in any space.
Scheduling for all of our public rental spaces is managed by the St. John’s Church Staff in the Administrative Office and
scheduled or projected Church activities take precedence over outside groups desiring to use the facility.



Equipment

St. John’s has a PA system available for audio needs of renters.

Rental Rates and Fee Structure

Description of Space or Fee Commercial or Business Rate Non-profit Rate
Classrooms
Hourly | S30 $25
4 Hours or Less | $105 $90
Full Day | $185 $155
Hansen Hall
Hourly | $60 $50
4 Hours or Less | $210 $175
Full Day | $370 $310
Kitchen Use | $100 $100
Sanctuary
Hourly | TBD
4 Hours or Less
Full Day
PA System Rental $125 $100
Kitchen Use $100 $100

*Note: Please include set-up and take-down time
Payment
Payment is due in full upon submission of reservation and all required documentation must be provided at that time.

Set-up and take-down

St. John’s Staff is responsible for set-up and take-down of all equipment. Set-up is based on set-up sketch provided at
the initial reservation. Renters are responsible for clean-up of all materials and refuse.

Non-Profit Rental Rate

To qualify for the non-profit rental rate the organization need to possess a current 501-c-3 tax exemption certificate.
Parishioners of St. John’s Church may qualify for the Non-Profit Rental Rate of facilities if those requesting the non-
profit rate are a pledging and contributing member of St. John's for the preceding and current year. Non-attending
children of those members are eligible until the age of 25 and after this age must also be a member in good standing.
There are no exceptions.

Non-St. John’s affiliated organizations may not use any space for fundraising activities.

Co-Sponsorship



Non-profit rates may be waived if the organization names St. John’s as a co-sponsor of the event and includes St. John’s
in any and all pre-event advertising. Co-sponsorship of events must be pre-approved by St. John’s administration.

Please us the following when sending Press Releases or other information:
“Special thanks to St. John’s Episcopal Church for donating the meeting space for this event.”
Childcare

St. John's takes great pride in protecting any child who is on the Church campus. Any renter using St. John’s facilities
and providing childcare services in conjunction with the rental event will agree to three policies included in the
application form. The policies outline the renter’s agreement to utilize childcare persons who have been trained in the
“Safeguarding God’s Children Program.” St. John'’s also has a list available of trained professional child care providers.
If a person desires to become trained in the “Safeguarding God’s Children Program”, we offer training twice a year and
welcome anyone interested.

There are no exceptions to our childcare policies and renters include all groups and organizations housed on the St.
John’s Campus.

Insurance

Renters of St. John’s Episcopal Church facilities may be asked to furnish, prior to the use of the facility, and event
liability waiver on insurance in the amount not less than $500,000 for each person injured or deceased and property
damage insurance not less than $500,000 for each occurrence and/or reasonable bond or cash deposit.



Rental Agreement

Please complete this document,
Date

Organization

O Business or Commercial
O Non-profit

Contact Name

Address

Phone

E-mail

Dates of Program or Event

Arrival Time: Departure Time:

Number of Persons

Please describe your program or event:

Rental Rates and Fee Structure

Description of Space or Fee Commercial or Business Rate Non-profit Rate
Classrooms
Hourly | $30 $25
4 Hours or Less | $105 $S90
Full Day | $185 $155




Hansen Hall
Hourly | $60 $50
4 Hours or Less | $210 $175
Full Day | $370 $310
Kitchen Use | $100 $100
Sanctuary
Hourly | TBD
4 Hours or Less
Full Day
PA System Rental $125 $100
Kitchen Use $100 $100
*Note: Please include set-up and take-down time
Rental Facility Requested Equipment and Set-up Requests
O Classroom $ O P.A.System §$
O Buchenroth Room S O Piano/organ$
O Hansen Hall $ O Kitchen$
0O Sanctuary $
TOTAL FEE DUE $
Other
O This event will be using a childcare provider approved by St. John’s, if checked please agree to the following:
0 Renter agrees that at all times they will indemnify and hold The Episcopal Church in Jackson Hole and
its offices and employees harmless and free and clear of all liabilities arising from any act of omission or
commission with respect to his/her/their use of the facilities of the church pursuant to this agreement
and any of the terms thereof (initials)
0 This contract is for the use of the specified facility only, and does not include portions of the facility not
contracted for. (initials)
0 Lessee agrees that if chaperones or childcare providers are needed while using the facilities, they shall
so indicate at the time of the signing this agreement and either hire one or more of the individuals on
St. John’s approved list or in the alternative provide suitable evidence that the person or persons
proposed to be used have undergone training and been certified by the “Safeguarding God’s Children
Program.” (initials)
O This contract is for the use of the specified facility only and does not include portions of the facility not
contracted for.
O | have provided a simple sketch of the room set-up for St. John’s Staff to review.

E-mail sketch to: joni@sjecjh.org OR fax t0307-734-1371 attention: Joni.

Renter Initial:

Renter agrees to reimburse St. John’s for any damages incurred to property of St. John’s.

| have attached a copy of our liability insurance.



St. John’s is'an event co-sponsor and will be represented in all literature and event promotion .

Signature Date

| have read the above information and agree to the terms and conditions of the use of St. John’s facility use.

Date Payment Received

Admin Notes:

O Application Approved as is
O Application Approved with following modifications:
O Application Denied



