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Policy on Personal Use of Equipment
Zion Lutheran Church
Belleville, Illinois

1. Purpose

The purpose of this policy is to establish criteria for personal use of Zion-owned tables, chairs, and other miscellaneous equipment.

2. Scope

This policy shall apply to all pastors, called and contracted staff, parishioners, groups, and individuals who use or desire to use Zion-owned property and equipment.

3. Policy Statement

The property or equipment owned by Zion Lutheran Church and School have been provided through God’s benevolence and sacrificial generosity of Zion members. Zion desires its property and equipment be used in ways that are consistent with and support the mission of the congregation for the fellowship of the Body of Christ to bring glory to God. Although primary use is intended for Zion Lutheran Church and School activities, property and equipment is available to members when requested through the church or school office at least two weeks in advance. The request for use will be approved or denied based upon pre-existing commitments.

a. All functions directly related to the mission of the congregation (congregational and school events scheduled by senior staff or congregational ministries) shall have priority for use.

b. At all times, the Senior Pastor, in consultation with the Senior Staff and church leadership, has the right to modify or cancel all usage agreements.

c. Sensitivity regarding funerals, which often are scheduled on short notice, is expected from all facility users.

d. Use of property or equipment by businesses or other for-profit groups is discouraged.

e. Equipment and property will be returned clean and ready for use.

4. Scheduling

Requests should be submitted two weeks in advance.

Scheduling availability will be coordinated through the church or school office.

All pick up and return will occur during normal business hours.

Scheduling for pick up and return will be coordinated through the church or school office. 

5. Approval

A member of the Senior Staff will review all property requests.

Please initial each line to show you have read and understand it. 

___ 1. I understand I am responsible for borrowing:

____ white 8’ tables


____ white 6’ tables


____ metal folding chairs

___ 2. I understand the equipment I am borrowing has been provided by the benevolence of the Zion congregation and I will treat it with care.
___ 3. I understand Zion church and school sponsored events take precedence over personal requests for equipment.  

___ 4. I will return the items listed above clean and ready for use.

___ 5. I will return items listed above to the location I borrowed them from.

___ 6. I understand I could be responsible for the cost of replacing items borrowed if they are damaged while in my care.

___ 7. I understand I could be responsible for the cost of replacing items borrowed if they are not returned in a timely manner which prevents smooth execution of Zion events.
___ 8. I understand approval for personal use of Zion-owned tables, chairs, or equipment could be changed for last minute needs for church or school activities. 
Requested dates and times of use: ____________________________________

_________________________

_______________________
_____


(printed name)



(signature)


(date)

Administrative Staff Received: ________________________________________

Senior Staff Approval: _______________________________________________

Custodial Staff: ____________________________________________________

Date Checked Out: ______________________   Condition: _________________

Date Returned: _________________________   Condition: _________________
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