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Mission Statement:
 

God has called Custer Road United Methodist Church  
into being to make disciples of Jesus Christ. 

 
Custer Road seeks to fulfill its calling by helping  

any and all people grow in their experience and commitment to Jesus Christ through providing 
opportunities for worship, nurture, fellowship, and service. 

 
 
 

 
 
 

 
This policy manual has been compiled to aid staff, program council chair and all committees 
to work more efficiently within the guidelines of the church, its policies and its programs.  If 
you have questions, contact the staff person responsible for your area. 
 
1/15/2009 
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Office Open:   Monday - Thursday 9 a.m. - 4:30 p.m.; Friday 9 a.m. - noon 

 
STAFF 

Rev. Dr. Ron Henderson Senior Minister            ext. 222 
Rev. John Baldwin Associate Minister-Student Ministries/Evangelism      ext. 227 
Rev. Mike Baughman Associate Minister-Evangelism/Student Ministries      ext. 228 
Rev. Jack Gibson Associate Minister-Pastoral Care           ext. 240 
Rev. Leslie Herrscher Associate Minister-Discipleship            ext. 273 
Rev. Tim Morrison Music Minister            ext. 229 
Rev. John Richardson Associate Minister-Pastoral Care           ext. 250 
  
Judy Blaisdell Wedding Director  ext. 231 
Nancy Bryan Creative Director  ext. 259 
Amanda Bumgarner Communications Assistant  ext. 281 
Sarah Burkett Coordinator of Adult Studies  ext. 226 
Jim Carter Director of A/V & Computer Services ext. 246 
 
Elise Castellanos Asst. Director-Christian Day School ext. 264 
Gary Center Facilities Staff  ext. 237 
Virginia Compton Membership & Media Ministry  ext. 265 
Judy Cravens Librarian  ext. 244 
Lori Dusek Director of Child Care/Preschool Ministries ext. 238 
 
Karen Eastburn Handbell Coordinator  ext. 245 
Joy Ferguson Vocal Music Coordinator  ext. 266 
Karen Fordyce Evangelism Assistant  ext. 255 
Jane Fore Instrumental Music Coordinator  ext. 263 
Cathy Fowler Worship Coordinator  ext. 262 
 
Colleen Gardner Communications Assistant  ext. 278 
Linda George Director of Prayer Ministry  ext. 267 
Marcus George Director of Middle School Ministries ext. 252 
Marc Graham Head Custodian  ext. 237 
Melissa Hatch College/Young Adult/Singles Ministries ext. 223 
 
Rick Holland Director of Administration/Finance  ext. 251 
Marilene Hruska Editor  ext. 261 
Judith Jolly Director of Special Needs/Friday NITE Friends  ext. 247 
Taci Kistler Director of Congregational Care  ext. 242 
Pat Lewis Director – Christian Day School  ext. 256 
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Alice Metters Finance Manager-Receivables  ext. 257 
Stephanie Mills Office Manager/Volunteer Coordinator ext. 224 
Lynda Morrison Children’s Music Ministry Coordinator ext. 272 
Anne Neeley Business Administrator, UMW  ext. 236 
Nate Northern Director of Facilities  ext. 225 
 
Debbie Pomponio Director of Children's Ministries  ext. 235 
Kyla Prestwood Coordinator of Adult Sunday School ext. 248 
Lea Renfro Director of Membership Assimilation ext. 230 
Kelley Rowland Coordinator of Care Ministry 
Kay Sendrey  Organist  ext. 233 
 
Lynn Thomas Finance Assistant  ext. 280 
Scottie Tisdel  AA to Sr. Minister; Worship Support ext. 249 
Kendra Trautman Finance Manager-Payables  ext. 254 
Janessa Wilkins Coordinator of Elementary Ministries ext. 253 
 
 
 Director of Missions  ext. 239 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4 

 
 
 
 
 

TABLE OF CONTENTS 
  

Program Council Page 6 
Scheduling an Event 
Modifying/Canceling an Event 

 
Room Set-up Page 7 
Room Clean-up 
Publicity – Newspaper 
Publicity – Bulletin Insert Announcements 
 
 
Publicity – Website Page 8 
Publicity – e-Connections Electronic Newsletter  
 
Publicity - Hallway Monitors Page 9 
 
Publicity - Welcome Slide Show Page 10  
Printed Materials 
 
Welcome Center(s) Page 11 
Building and Property Policies  
Security Guard  
Opening & Closing the Building (Keys)  
East Parking Assistance 
Heating and Air Conditioning 
Care of Interior Walls 
 
Furniture & Fixtures  Page 12 
Bulletin Boards  
Care of Grounds 
Controlled Substances 
Use of Rooms 
 Kitchen 
 
Use of Rooms (cont'd) Page 13 
 Fellowship Hall, Narthex and Room 130 
 Sanctuary, Chapel and Upper Room  
 



5 

Weddings Page 14 
Office Procedures   
Computers - Offices, Library, Journey Computing    
 "The Word" Room 
 
Copy Machines Page 15 
 
Clerical Page 16  
Mailing Procedures - Postage 
Mailing Procedures – Daily Mail  
Mailing Procedures - Bulk Mail   
Name Tags 
 
Membership Lists Page 17  
Church Equipment - Audio/Visual 
Fixtures, Tables & Chairs   
Safe Sanctuary 
 
Child Care Policies Page 18  
  
Preschool and Elementary Policies – Sunday Morning Page 19 
 
Preschool and Elementary Policies – Other Page 20 

 Adult Policies  
 Adult Sunday School Task Force  

Adult Sunday School Class Organization and Leadership 
 

 Adult Sunday School Teachers and Curriculum Page 21 
 
Adult Sunday School Special Programs and Retreats Page 22 
Adult Sunday School Fellowship Events 
Adult Sunday School Class Room Assignments   
Bible Studies  
 
Bible Studies –Curriculum Policy Page 23 
Expenditures 
 
Deposits Page 24 
Fund-Raising Policy 
Scheduling Money Making Events 
State Sales Tax  
Credit Card Fees 
 
Facility Use Policy Page 25 



6 

 
 

 
P
 The Program Council is made up of the staff of Custer Road, a lay chairperson and any lay 
representatives nominated to chair programs of the church.  Examples of programs: Education, 
Missions, Scouts, Singles, Music, etc. 

rogram Council 

 All programs, fundraisers, functions or activities of the church must have a staff sponsor 
before they can be brought to the Program Council meeting.  The program must be approved 
through the quarterly Program Council meeting before it can be added to the existing programs of 
the church.  (If the program/event/activity approved is a fundraiser, it will next be brought to the 
Finance Committee for approval.) 
 The Program Council (staff only) meets quarterly to make sure all programs or fundraisers 
are sponsored by a staff person, to make sure all programs or fundraisers are appropriate for the 
church and its mission statement and to make sure there is not a programming conflict.  The 
sponsoring staff person brings new ideas, programs, fundraisers and meeting dates before the 
Program Council.  Discussion may ensue, followed by a vote of approval.  Occasionally, 
guidelines for the use of the facilities are discussed as well.  
 The Program Council also shares ideas of how to improve different programs in the church 
or to help one area work with another area.  The staff stays in communication with the Program 
Council chairs of their individual area(s) to let them know what happened at the staff-only 
meeting.  Minutes are also sent to all staff and chairs. 
 
Scheduling an Event 
1. The church building is available for meetings only to groups that are programs of the 

church, are church-sponsored and/or have been approved through Program Council.  
(See attached Facility Use Policy, to be used by "outside" non-profit organizations.) 

2. All events, whether a meeting, an all-church event, worship service, wedding, funeral, 
or an off-site event, must be added to the church calendar by your staff person using 
the EventU Reservations System. 

3. By using EventU, we will be able to insure the availability of a room and include the 
event in the Calendar of Events on the back of the Sunday morning worship bulletin. 
All areas of the church are considered a room (Kitchen, Fellowship Hall, Narthex). 

4. Information must be submitted to your staff person 10 days prior to an event but can 
be made for any future event if date, time and location are correct and firm.  Your 
staff person will double-check dates in EventU, then direct the request to the Director 
of Facilities and the Director of Child Care if child care is being requested. 

5. If there is a conflict with your event reservation, your staff person will try to find 
another room for you to use. 

 
Modifying/Canceling an Event 
Let your staff person know of any cancellations/changes as soon as possible.  Child care 
must also be cancelled/changed (if previously requested) through the Director of Child 
Care. 
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Room Set-up 
1. If you need the room you have reserved set up in a particular layout, let your staff person 

know as soon as possible.  Your staff person will see that the layout is requested through the 
EventU system, or by leaving a drawing that you provide (with name and phone number 
legibly printed on it) with them. 

2. Only church-sponsored activities will be facilitated. 
3. Rooms may be set up for you any day of the week. 
4. A 10-day lead-time is required; less than 10-day lead time may result in room set-up 

being done by the person(s) using the room. 
 
Room Clean-up 
All areas are set up with Sunday morning in mind.  Do not use a room that you have not requested 
and change the room set-up; this will cause a problem for the people scheduled to use the room on 
Sunday morning.   

 
Publicity - Newspaper 
1. Lay persons must submit articles for publication in the paper to the appropriate staff person by 

9 a.m. Monday, twelve days prior to the Friday publication date.  
2. Articles will be edited for content and appropriateness by the staff person responsible for that 

area and placed into the church's computer system. 
3. Information must be saved in the computer by your staff person by 10 a.m. Wednesday, nine 

days prior to the Friday publication date, for final editing and layout. 
4. All articles accepted for publication in the church newspaper must relate directly to church-

sponsored activities. 
5. Fund-raiser information accepted for publication in the church newspaper must have prior 

approval of the Finance Committee and the Program Council. 
6. Articles must be submitted in legible writing.  NO ARTICLES WILL BE TAKEN OVER 

THE PHONE.   
7. Please note on the article the publication date the article should run (which is always a Friday), 

and an information phone number. 
8. The newspaper will be sent to all active adult members of Custer Road United Methodist 

Church. 
9. The newspaper will be sent to requesting visitors.  An annual subscription to the newspaper is 

$20. 
 

Publicity - Bulletin Insert Announcements 
1. Lay persons must submit articles for publication in the bulletin insert to the appropriate staff 

person by 9 a.m. Monday, thirteen days prior to the Sunday publication date. 
2. Information will be edited for content and appropriateness by the staff person responsible for 

that area and placed into the church's computer system. 
3. The editor reserves the right to final editing of the announcement.  Information must be 

submitted to the editor by 10 a.m. Wednesday, eleven days prior to the Sunday publication 
date, for final editing and layout. 

4. Space allowance for a bulletin insert announcement is 4 lines (approximately 40-45 words) 
unless the editor approves additional space.  Other announcements will be printed according to 
the date of the event if there is a problem for space. 
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5. Bulletin insert announcements must be submitted in legible writing.  NO 
ANNOUNCEMENTS WILL BE TAKEN OVER THE PHONE. 

6. All announcements must point to Fellowship Hall for complete information, sign-ups and 
money collections, if needed. 

7. Bulletin inserts (separate sheets) will not be allowed unless approved by the Worship 
Committee. 

8. No social events for Sunday school classes will be publicized in the bulletin insert.  All 
articles accepted for publication in the bulletin insert must relate directly to church-sponsored 
activities. 

9. Fund-raiser information accepted for publication in the bulletin insert must have prior 
approval of the Finance Committee and the Program Council. 

10. Any once-a-month ongoing event* may be publicized one week before the event if space 
allows.  Any area with several ongoing groups meeting each week may refer to the “Calendar 
of Events” printed on the bulletin each Sunday for information on times and places. 

11. No announcement for hiring for positions other than church positions may be put in the 
bulletin insert. 

12. Fund-raisers can be included if previously approved through the Finance Committee and the 
Program Council. 

13. An announcement will have three (3) weeks* to run in the bulletin insert for a new event, prior 
to the event, if space is available. 

*   Exceptions to this rule will be announcements occurring every Sunday in the bulletin:  communion in the Chapel, 
the Singles gathering, joining Custer Road, Sunday school for all ages, etc.  These will be inserted in the bulletin 
as space allows and will change according to input from the Worship Committee. 
 
 

Publicity - Website 
1. Information for publication on the website must be submitted to your staff person.  
2. Information must be submitted to the staff person in legible writing.  NO INFORMATION 

WILL BE TAKEN OVER THE PHONE. 
3. Information will be edited for content and appropriateness by the staff person responsible for 

that area and placed into the church’s computer system. 
4. Information must be saved in the computer by your staff person for final editing and layout by 

the Webmaster. 
5. All information accepted for publication on the church website must relate directly to church-

sponsored activities. 
6. Fund-raiser information accepted for publication on the church website must have prior 

approval of the Finance Committee and the Program Council. 
7. Please note the publication date that the information should be posted to the web, and an 

information phone number. 
8. The church will not provide links from the church website to websites created by other 

individuals or businesses. Some links may be approved, by the Program Council, to 
appropriate websites and/or servers in order to accomplish internal business such as 
background checks or other like business. 
 

Publicity – e-Connections Electronic Newsletter 
1. Information for publication in e-Connections weekly electronic newsletter must be submitted 

to your staff person.  
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2. Information must be submitted to the staff person in legible writing.  NO INFORMATION 
WILL BE TAKEN OVER THE PHONE. 

3. Information will be edited for content and appropriateness by the staff person responsible for 
that area and placed into the church’s computer system. 

4. Information must be saved in the computer by your staff person for final editing and layout by 
the Webmaster. 

5. All information accepted for publication in the electronic newsletter must relate directly to 
church-sponsored activities. 

6. Fund-raiser information accepted for publication in the electronic newsletter must have prior 
approval of the Finance Committee and the Program Council. 

7. Please note the publication date that the information should be posted in the electronic 
newsletter, and an information phone number. 

8. The church may provide links from the e-Connections electronic newsletter to websites 
created by other individuals or businesses only when applicable to supporting the 
missions and objectives of Custer Road UMC. 

 
Publicity – Hallway Monitors 
1. Information for display on the hallway monitors will consist of the following:  daily church 

schedule (will reflect what is in the church scheduling software ONLY), generic 
announcements (worship service times, special church-wide events), pictures of church 
activities.   

2. Information for display on the hallway monitors must be submitted to your staff person. 
3. Information must be saved in the computer by your staff person by 10 a.m. Wednesday, for 

the following Sunday through Saturday displays.  
4. Information will be edited for content and appropriateness by the staff person responsible for 

that area and placed into the church's computer system in the standard display format.  Any 
information that is not in the standard display format will not be used until it is corrected by 
your staff person. 

5. All information accepted for display on the hallway monitors must relate directly to church-
sponsored activities. 

6. Fund-raiser information accepted for publication on the hallway monitors must have prior 
approval of the Finance Committee and the Program Council. 

7. Information must be submitted in legible writing.  NO INFORMATION WILL BE TAKEN 
OVER THE PHONE. 

8. Final approval for all information will rest with the staff person responsible for the hallway 
monitors.  Any information deemed inappropriate or not in the proper format will not be used. 

9. No social events for Sunday school classes will be publicized on the hallway monitors.   
10. All information accepted for display on the hallway monitor must relate directly to church-

sponsored activities. 
11. No announcement for hiring of any kind may be displayed on the hallway monitors. 
12. Fund-raisers can be included if previously approved through the Finance Committee and the 

Program Council. 
13. An announcement will have three (3) weeks to be displayed on the hallway monitors for a new 

event, prior to the event, if space is available. 
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Publicity – Welcome Slide Show 
1. Information for display in the welcome slide show will consist of the following:  generic 

announcements (worship service times, special church-wide events), pictures of church 
activities, event and program information and recruitment.   

2. Information for display on the hallway monitors must be submitted to your staff person. 
3. Information must be saved in the computer by your staff person by 10 a.m. Wednesday, eleven 

days prior to the Sunday publication date.  
4. Information will be edited for content and appropriateness by the staff person responsible for 

that area and placed into the church's computer system in the standard display format.  Any 
information that is not in the standard display format will not be used until it is corrected by 
your staff person. 

5. All information accepted for display in the welcome slide show must relate directly to church-
sponsored activities. 

6. Fund-raiser information accepted for publication on the welcome slide show must have prior 
approval of the Finance Committee and the Program Council. 

7. NO INFORMATION WILL BE TAKEN OVER THE PHONE. 
8. Final approval for all information will rest with the staff person responsible for the welcome 

slide show.  Any information deemed inappropriate or not in the proper format will not be 
used. 

9. No social events for Sunday school classes will be publicized in the welcome slide show.   
10. All information accepted for display in the welcome slide show must relate directly to church-

sponsored activities. 
11. No announcement for hiring of any kind may be displayed in the welcome slide show. 
12. Fund-raisers can be included if previously approved through the Finance Committee and the 

Program Council. 
13. An announcement will have three (3) weeks to be displayed in the welcome slide show for a 

new event, prior to the event, if space is available. 
14. All announcements must point to Fellowship Hall or the breezeway for information. 
15. The staff person responsible for that area must the contact on the slides 
16. Special event slide shows (e.g. Confirmation) should be coordinated with the Welcome Slide 

Show editor at least two (2) weeks prior to the Sunday publication date. 
 
Printed Materials 
1. All printed materials representing CRUMC must be approved by the Creative Director in 

order to maintain and protect CRUMC’s visual image. 
2. The CRUMC preferred logo must be used at all times, unless color and/or printing methods 

dictate otherwise. 
3. If the preferred logo cannot be used, approval for secondary logos must be approved by the 

Creative Director. 
4. The CRUMC logo, address, phone and fax numbers and web site must be included on all 

printed materials. 
5. The Creative Director must have a minimum of six hours and a maximum of twenty-four 

hours to review and approve printed materials. 
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Welcome Center(s) 
1. There are several welcome centers throughout the first floor of the building. Each welcome 

center has a staff person who owns it. 
2. All items placed on or around any welcome center must be assigned by the staff owner of that 

specific welcome center. 
3. All welcome centers must be manned by a staff person or pre-approved volunteer during our 

three Sunday worship services. 
4. All welcome center collateral needs to be kept up to date. 
 
Building and Property Policies 
 The church property and grounds are the responsibility of the Board of Trustees.  All areas of 
the church are multi-purpose rooms and are used by many groups in the church.  No group “owns” 
a room and decisions to move groups to other appropriate areas are made using relevant criteria. 
 
Security Guard 
1. There is a Security Guard on duty every day of the week from 4:30 p.m. until the last group 

leaves, or 10 p.m. 
2. For events when the church office is closed, the chairperson of each program should work 

with their staff person about un-locking and re-locking the building for any meeting or 
function. 

 
Opening & Closing the Building (Keys) 
1. Building security is the staff person’s responsibility. 
2. Chairpersons will be given outside door keys if needed for events, programs or meetings.  

Upon completion of a term as the chair, the key must be returned to your staff person. 
3. Staff is responsible for recovering a building key when a lay person rotates out of a position 

and either passing it on to the new work area chair or returning it to the Director of Facilities. 
 

East Parking Assistance 
1. Police Officers shall be on duty directing automobile and pedestrian traffic Sunday mornings 

to maintain safety.   
2. Officers shall work from 8 a.m. to 12:30 p.m. 

 
Heating & Air Conditioning 
 Our energy management system requires that information be entered into EventU for any 
activity using the facilities. This will provide heat/air conditioning for your meeting in the 
building.  Likewise, EventU must be used for activities being changed or cancelled. 
 
Care Of Interior Walls 
1. The suitability of any item to be attached to an interior wall must be approved by the Board of 

Trustees or the Director of Facilities, and must be installed under supervision.  The content of 
what is on the wall is determined by various committees/groups.   

2. In order to preserve the paint and condition of the interior walls, extreme care must be taken in 
attaching materials to walls.  It is requested that nothing be tacked, pinned, taped, stapled, etc. 
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to hallway walls or to walls in Fellowship Hall.  Large bulletin boards are provided in 
hallways for this purpose. 

3. No room or wall shall be painted, upholstered, etc. without prior approval of the 
Board of Trustees. 

 
Furniture & Fixtures 
1. The Trustees will have responsibility for approving any furniture and fixtures to be used in the 

Church’s building. Notify the Director of Facilities of any needed repairs to the Church 
buildings or fixtures. 

2. No equipment or furnishings (tables, chairs, audio/visual equipment, etc.) may leave the 
church premises. 

 
Bulletin Boards 
1. Many large bulletin boards line our hallways and are in classrooms.  All of these are 

maintained by certain groups of the church. Ask your staff person for permission to use a 
bulletin board.       

2. To use the bulletin board in the loggia or the divider in Fellowship Hall, contact your staff 
person; they will see if either is available. 

3. Another group may not move the divider in Fellowship Hall or fold it up without checking 
with their staff person.  Moving or folding may destroy the design on the divider. 

4. All information posted on bulletin boards must relate directly to church-sponsored activities. 
5. Flyers, bulletins, etc. may not be tacked to bulletin boards without permission of the group 

who maintains the board.  Please be aware of the appropriateness of the information on the 
board.  Any flyers or information tacked to the boards without permission will be removed. 

6. Bulletin boards need to be kept up to date. 
 

Care Of Grounds 
 Many hours are put in to make our grounds functional and attractive.  Damage to any of 
the grounds will not be tolerated and fees will be charged to the area or person responsible for 
damage.  Contact the Director of Facilities with any questions. 

 
Controlled Substances 
 No alcoholic beverages or drugs considered controlled substances shall be brought onto or 
consumed on Church property.  This includes parking lots. 
 
Use of Rooms 
Kitchen 
1. The kitchen is treated as any other room.  To use the kitchen, you must ask your staff person 

to reserve it through the EventU system.   
2. Do not leave items on the counters. Label all personal items (name & phone number) so that 

they may be identified. Encourage persons in your group to retrieve marked items within one 
week. After that time, they will become church property or be discarded. 

3. Cups, paper plates, sugar, coffee, etc. must be provided by your group. There is no “general 
supply” of disposable items in the kitchen. 
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4. Do not leave leftover food items in the refrigerator or the kitchen.  Take them with you or 
dispose of them in the dumpster.  Any unlabeled item left in the refrigerator more than one 
week will be thrown away. 

5. Dish towels, dishcloths and potholders are not provided. 
6. Put all trash items from your activity in the dumpster outside as soon as your activity is 

finished. 
7. All dishes, pans, etc. must be washed, dried, and put away by your group.  The Director of 

Facilities and/or other maintenance personnel are not responsible for kitchen clean up. 
 
Fellowship Hall (FH & FHA/B), Narthex, and Room 130 
1. Set-up for Fellowship Hall is designed to accommodate Sunday morning fellowship.  Use of 

this room during the week must be on the church calendar (through the EventU system). 
2. Fellowship Hall is used on Sunday mornings for coffee and doughnuts, conversation, 

obtaining information and sign-ups for different events.  Doughnuts and coffee are sometimes 
moved to the kitchen area on Sunday mornings when numerous sign-ups are scheduled in 
Fellowship Hall. 

3. Groups may not schedule the use of the Fellowship Hall (including FH A/B), the Narthex and 
Room 130 prior to 12:30 p.m. on Sundays. 

4. The Welcome Centers in Fellowship Hall, in the Narthex (area outside the Sanctuary), and at 
the bus doors (near the Chapel) store information about current programs of the church.  Only 
Custer Road related items are allowed in these areas.  A staff person or a volunteer at one of 
the Welcome Centers will help visitors or members find out about the programs that Custer 
Road has to offer. 

5. To use a table to present information or take sign-ups for an event on Sunday mornings, ask 
your staff person to reserve a table in Fellowship Hall for the dates you need; information 
and/or sign-ups may have a table for not more than three (3) consecutive Sundays.  Only a 
limited number of tables are available, so reservations are on a first-come, first-served basis.  
All information on this table must be current and a sign up sheet available, if needed.  Do not 
take a table that is not reserved for you or set one up on Sunday mornings without checking 
with your staff person. 

6. Someone from your area must be behind the table to take reservations, sign-ups, etc. from 8 to 
8:30 a.m. and after all three Worship Services.  A collection of items does not require 
someone to be at a table. (ex: Food Drive, Clothing Drive, etc.) 

7. All exchange of money will take place in Fellowship Hall. 
8. Signs or banners to promote your area may be taped to the tables or set on easels.  No banners 

or signs may be taped, pinned or stapled to the walls without the permission of the Trustees. 
9. No advertisement or publicity for a "product" for sale from a profit-making organization can 

be attached to or set on tables.   
10. Special requests will be submitted at the Program Council Meeting when the program is 

approved.  Between meetings, call your staff person with special requests. 
   
Worship Space (Sanctuary, Chapel and Upper Room)   
1. All requests for use of worship space must be made to the Worship Coordinator.  Use of this 

room during the week must be on the church calendar (through the EventU system). 
2. Requests are subject to suitability of the event and the availability of the Sanctuary, Chapel 

and/or Upper Room. 
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3. Groups may not schedule the use of any worship space prior to 12:30 p.m. on Sundays.  The 
Upper Room is not available for use on Sundays, except for Student Ministries programming. 

4. No programming may take place adjacent to worship space during worship-related services. 
5. There will be a custodial fee charged to the user group. 
6. The Worship Coordinator will determine if there is a need to submit proposed requests to the 

entire Worship Committee for approval.  Requests submitted to the entire committee are to be 
in written form, including the purpose and text of the program. 

7. After approval of the Worship Committee, it is the responsibility of the requesting ministry or 
group to make sure the event is scheduled on the church calendar using the EventU system. 

8. Sunday morning worship service takes priority over all other church activities regarding the 
Sanctuary. 

9. Student Ministry activities take priority over all other church activities regarding the Upper 
Room Celebration Hall. 

10. Worship area vestments must not be substituted. 
11. All A/V systems will be operated only by trained A/V personnel. 
12. There shall be no food or drink of any kind in the Sanctuary or the Chapel, including the Choir 

Loft, by anyone at any time other than bottles for babies (Holy Communion excepted). 
 
Weddings 
1. The bride, groom, or their immediate family member must be a member of CRUMC. 
2. Persons wishing to use the Sanctuary for a wedding must be members of six (6) months or 

more.  The Chapel is available for weddings by members of less than six (6) months. 
3. Weddings are scheduled by speaking with the Wedding Director and as the church calendar 

allows. 
4. No secular or recorded music will be used. 
5. No alcohol or controlled substances will be allowed on Church premises before, during or 

after a wedding. 
6. The church is a non-smoking facility; receptacles for outdoor smoking are provided. 

 
Office Procedures 
 During the week the church is a place of business with many people in and out of the 
offices.  Many staff people, as well as many volunteers, are on-site producing material used for 
programs during the week and on Sunday morning. 
 Contact your staff person or the Office Manager to make sure there is room that day or that 
hour to accomplish what you need to do for your area.  Many of our copy machines and 
computers are used by staff, or volunteers working for staff, and are available only at certain 
times. 
 Office equipment (telephones, copiers, computers, fax machines, postage machines, etc.) 
are intended for church use only. 
 
Computers - Offices, Library, Journey Computing "The Word" Room  
1. The computers in all office areas or library can be used by staff persons only. Volunteers who 

have been trained and/or approved by staff can use computers when available. 
2. Volunteers will need to work around staff schedules for computer time and arrange, in 

advance, with their staff person, a convenient time for them to do computer work. 
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3. The staff person will then need to check with other staff in their office as to when the 
computers are available to make sure there are no conflicting times. 

4. If used by a volunteer, the appropriate staff person must be available to supervise.  Any 
computer work must be church-related. 

5. No youth or children are allowed on computers. 
6. Computer usage shall also be governed by the following guidelines:  

a. Copyright:  All users are expected to follow existing copyright laws.  The Church takes 
seriously the commandment “You will not steal.” 

b. Attempting to log on or logging on to a computer or email system by using another's 
password is prohibited.  Assisting others in violating this rule by sharing information 
or passwords is unacceptable.  

c. Improper use of any computer or the network is prohibited. This includes (but is not 
limited to) the following:  
• Submitting, publishing or displaying any defamatory, inaccurate, racially offensive, 

abusive, obscene, profane, sexually oriented, or threatening materials or messages 
either public or private  

• Using the network for financial gain, political or commercial activity  
• Attempting to or harming equipment, materials or data  
• Attempting to or sending anonymous messages of any kind (this includes “chat 

rooms”)  
• Using the network to access inappropriate material  
• Knowingly placing a computer virus on a computer or the network  
• Using the network to provide addresses or other personal information that others 

may use inappropriately  
• Accessing of information resources, files and documents of another user without 

authorization 
7. Individuals who are found using computers and/or the Internet for any other purpose will be 

banned from Church computer use and Internet access at the church building. 
 
Copy Machines 
1. There is one copy machine in the Administrative Office, one in the second floor Staff 

workroom and one on the second floor of the Education Wing.  They are available for the use 
of church-related work.   

2. Staff will be glad to help church members with their copying, but availability of the machines 
may be limited on certain days.  Call the church office to see when time is available and 
schedule an appointment. 

3. If used by a volunteer, the appropriate staff person must be available to supervise.  Any copies 
must be church-related. 

4. The machine in the Administrative Office cannot be interrupted when copying the church 
bulletin, church bulletin insert(s), or other large projects. 

5. On Sunday mornings, the copy machine on the second floor of the Education Wing is 
available for use by teachers. 

6. The copy machine in the Administrative Office is available on Sunday mornings with staff 
supervision only. 
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Clerical  
1. Volunteers will type or perform other clerical tasks if enough lead-time is given.  It is 

necessary to allow two weeks for the work to be finished. 
2. All work needs to be given to the Office Manager.  Please indicate the person and phone 

number to call when the work is completed. 
3. A typewriter is often available for use by Adult Sunday school class members who need to 

type for their classes.  Please call ahead to arrange a time with the Office Manager. 
 
Mailing Procedures - Postage 
1. Postage for large mailings and for daily use is purchased by the Office Manager and used by 

all the work areas. 
2. All usage of postage stamps must be posted in the blue notebook in the Office Manager's 

office.  Please note the date, number and the denomination of stamps, total charge, and work 
area to be charged.  Posting should be done when the stamps are received from the Office 
Manager. 

3. A staff person may charge a full roll of stamps to their work area for later use. 
4. Metered mail must have an account code.  All metered mail is dated and must be mailed the 

same day.  If mail has already been picked up and you use the meter, it must be taken by you 
to the Wildcat Station at Independence and Parker Road. 
 

Mailing Procedures - Daily Mail 
Outgoing mail is placed in the post office bucket at the reception desk in the Administrative 
Office.  Check to see if there is sufficient postage on the heavier pieces.  Generally, one envelope 
and four sheets of paper are the limit for one stamp. 
1. Do not send mail without zip codes or without apartment numbers, as they will be returned.   
2. Mail must have a return address. 
3. Mail is picked up daily.  Our service comes from the Wildcat Station, Parker & Independence. 
 
Mailing Procedures - Bulk Mail 
Mailings that consist of more than 200 pieces and that are not personalized in any way will be sent 
bulk, unless specifically requested to be sent first class. 
1. The Office Manager has complete instructions on preparing bulk mailings, and will be glad to 

give them to you. 
2. The form needed to mail the bulk mailing can be obtained from the Office Manager.  A receipt 

must be returned to the Office Manager, certified by the Post Office, so your area will be 
charged the correct amount for the mailing. 

3. You must take all bulk mailings to the Bulk Mail Center at the Main Post Office at 14th and 
Jupiter. 

  
Name Tags 
Name tags are made for new adult members when they join Custer Road. The tags will be made 
once a week and put on the name tag board. Name tags may be purchased by Sunday School 
classes for their regular membership roster, but should be stored in their respective classrooms and 
not on the main name tag board. 
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Membership Lists 
1. In order to protect our members’ privacy, membership lists will not be given out. 
2. If you are working on a project as a volunteer and need members’ addresses and/or phone 

numbers, see your staff person. 
  
Church Equipment - Audio/Visual 
1. Equipment is to be used on church property and for church activities only.  Equipment will not 

be allowed off the church property. 
2. Contact the staff person for your area to reserve use of A/V equipment. (example:  Requests 

for Adult Sunday school classes will go to the staff person for Adult Sunday School.  Requests 
for Singles will go to the Director of Singles Ministries.) That staff person will see if the AV 
equipment is available. 

3. Requests for equipment will not be taken after 12 noon on Thursdays for the following 
Sunday. 

4. The staff person for each area is responsible for set-up of equipment and for returning 
equipment to the locked storage area. 

5. A ten (10) day lead time is needed to ensure the equipment is available on a first-come, first-
served basis.   

6. Only persons familiar with its proper use should use equipment. 
7. Notice of repair of any A/V equipment should be made immediately to the A/V Support 

person.  Repair cost will be deducted from the responsible work area budget, if necessary. 
 

Fixtures, Tables & Chairs 
1. Trustees will have responsibility for approving any furniture and fixtures to be used in the 

Church’s buildings.  Notify the Director of Facilities of any needed repairs to the Church 
buildings or fixtures. 

2. No equipment or furnishings (tables, chairs, audio/visual equipment, etc.) may leave the 
church premises. 

 
Safe Sanctuary 
The congregation of Custer Road United Methodist Church is committed to providing a safe and 
secure environment for all persons who participate in ministries and activities sponsored by the 
church. The following policy statements reflect our congregation’s commitment to preserving this 
church as a holy place of safety and protection for all who would enter and as a place in which all 
people can experience the love of God through relationships with others. No adult who has been 
convicted of child abuse (either sexual abuse, physical abuse, or emotional abuse) should 
volunteer to work with children or youth in any church-sponsored activity. For a complete 
volunteer packet, which includes a Volunteer Application, Consent Form, and online MinistrySafe 
Training course, see Business Administrator.   

 
I commit myself to:  
 respecting and protecting the inherent human dignity of each of the people with whom I have 

the privilege to work.  I will strive to treat all with respect due children of God. 
 serving as a positive role model of a mature United Methodist Christian witness by my speech 

and actions as well as by the presentation I give to the Christian faith by maintaining an 
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attitude of respect, loyalty, patience, courtesy, and maturity to act and react with Christian love 
and understanding in all situations. 

 interaction, which is affirming of the goodness of all people and adds to their positive self 
image and which enables mutual acceptance among themselves. 

 affirming CRUMC’s positive teaching on the role of human sexuality and the grace of human 
relationships. 

 the building up of this community as a sign of God’s presence and God’s Kingdom in which 
all may feel secure and valued. 

 maintaining a positive ongoing personal and working relationship with all people of CRUMC. 
 
Child Care Policies 
1. Child care arrangements must be made through the Director of Child Care. 
2. Child care will be available for children of CRUMC staff members when they are working 

onsite during regular child care hours. Child care will only be available for staff children when 
the staff member is offsite on church or work-related business. The Director of Child Care 
must be notified in advance that the staff member will be offsite, and a current medical release 
form for the child must be on file. Staff members will be required to leave a minimum of two 
contact names and phone numbers with the Director of Child Care while offsite. All 
reservations and cancellations for staff child care must be made with advance notice to the 
Director of Child Care. 

3. Child care requests must be made through the EventU system ten (10) days prior to the 
beginning of classes, Bible studies or any other event. 

4. Reservations for child care MUST be turned in to the Director of Child Care four (4) days 
prior to the event.  Reservations for child care MUST be taken by someone within the 
sponsoring group.  Child care providers will be scheduled based on the number of children 
who have a reservation. 

5. Child care will be available if there are a minimum of three families represented. 
6. Child care providers will be given a list of children with reservations prior to the event.  In the 

event the adult-to-child ratio becomes unsafe (due to sick child care providers and/or too many 
children WITHOUT reservations), parents will be asked to stay in the rooms or children will 
be turned away. 

7. Child care is not available for Sunday School class parties or outings, weddings, funerals, or 
other “non-meeting” type events. 

8. In order to ensure privacy for our child care providers, no names and/or phone numbers of said 
providers will be released by our staff or volunteers. 

9. Parents utilizing the child care facilities while at an off-site location must have an up-to-date, 
notarized Medical Form on file with the Director of Child Care prior to the off-site event.  
Forms may be obtained in the front office and a notary is usually on hand from 9 a.m. to 4:30 
p.m. Monday - Thursday. 

10. Only parents/guardians may sign a child in and out - not brothers or sisters.  This is for the 
child's protection. 

11. Child care providers will be paid for 1 hour if a group “no shows.” 
12. Nursery and/or preschool rooms will not be utilized without notification and approval of the 

Director of Child Care and will be staffed by the same. Preschool rooms will be used only for 
preschool activities. 

13. Two or more child care providers will be required at all times during scheduled child care. 
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14. Child care is for children ages ten (10) years and under.  The Director of Child Care must 
review all exceptions (i.e. children between the ages of 10 and 13). 

15. Children in child care may not use Fellowship Hall. 
16. Child care is available in rooms 113 through 128.  These are the only rooms available and they 

will be used on a first-come, first-served basis. Other rooms are NOT to be opened or other 
equipment used for child care purposes. Journey Sunday school rooms may be used on Friday 
nights as well as during the summer. 

 
Preschool and Elementary Policies – Sunday Morning 
1. Children participating in our Sunday school program must have a parent or other responsible 

adult on site. 
2. To ensure a safe student/teacher ratio, we ask that all children be placed in their assigned 

classroom.  The Director of Elementary Ministries or the Director of Preschool Ministries 
must review all exceptions. 

3. All preschool children must be signed into and out of their assigned classroom by a parent or 
responsible adult. 

4. All children in kindergarten through second grade must be picked up at the end of their 
Sunday school hour by a parent or responsible party.  Any exceptions must be communicated 
to the teacher by the parent or guardian. 

5. Children in the nursery and preschool may stay as long as care is needed, or noon, whichever 
comes first.  Children in kindergarten through fifth grade may only attend one hour of Sunday 
school. 

6. The 8:30 a.m. children's Sunday school hour will end by 9:20 a.m.  The 9:45 a.m. children’s 
Sunday school hour will end by 10:35 a.m.  Children should be picked up promptly. 

7. From time to time a child's behavior can disrupt the Sunday school lesson.  At such times, both 
preschool and elementary children may first be given a verbal warning by the teacher. If the 
behavior does not change, immediate action may be taken to have one teacher supervise a 
time-out for the child apart from the group. An elementary child may be asked by the teacher 
to sit outside the classroom within view of the teacher until he/she can correct the behavior.  If 
the behavior continues in subsequent weeks, the teacher will consult with a staff member and 
the parent will be called.  If the behavior continues after the parent is contacted, the parent will 
be asked to stay in the room with the child during the Sunday school hour. 

8. Rooms for the Journey Sunday school program (# 211, 212, 214, 216, 217, 218, 219, 220, 221, 
223, 224, 225, 226, 227, 228, 229, 230, 231, 232 and 233) and for the Special Needs Sunday 
school program (#210 and 213) are designed specifically for those groups and are not 
available for other types of meetings or usage.  Questions about these rooms and their intended 
use should be directed to the Director of Children's Ministries. 

9. Equipment in the Journey and Special Needs classrooms is to remain in the room it belongs in.  
Only persons trained in the proper use will be allowed to use said equipment, including, but 
not limited to the popcorn machine, A/V equipment, computers, etc.  Training in operation of 
this equipment must be provided by a Children's Ministry team member, or the Director of 
Facilities. 

10. There shall be NO food or drink other than popcorn brought into the Journey Cinema on the 
Mount room.  There shall be NO food or drink brought into the Journey Computing "The 
Word" room.  
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11. Computer usage in the Journey Computing "The Word" room shall be governed by the 
guidelines found under Computers - Offices, Library, Journey Computing "The Word" 
Room on page 14. In addition, the following shall apply:  
• Supervision and permission:  Student use of the computers and computer network is only 

allowed when supervised by at least 2 adults with one adult 21 years or older.  
 

Preschool and Elementary Policies – Other 
Parents leaving children for non-Sunday school events should complete the appropriate 

registration and/or medical release forms. 
Sunday morning Journey classes and Special Needs classes take priority over all other church 

activities regarding the above-referenced rooms. 
General rules of use (cleanliness, supervision, etc.) apply to the Journey and Special Needs 

classrooms.  Abuse of these rooms will result in a billing for cleaning or repairing, or a refusal of 
future use of the area. 
 
Adult Policies 
Mission Statement:   Our mission is to reach out and nurture Christian disciples through 
encouraging and promoting participation in the Adult Sunday School program which we seek to 
make available to as many people as possible. The foundations of the program are education, 
care giving (fellowship), missions (outreach), evangelism and stewardship.  Each adult Sunday 
School class may choose a different emphasis among these foundations. We affirm this diversity 
and encourage each class to develop its own identity.  All classes are encouraged to exist not just 
for themselves, but to reach out and care for others outside their group. 
 
Adult  Sunday School Task Force 

The  Adult Sunday School Task Force is comprised of the Coordinator of Adult Sunday 
School, the Director of College/Young Adult/Singles Ministries, the Director of Children's 
Ministries, one minister, and one representative from each adult Sunday School class.  The task 
force will meet at least once a year to review policies and programmatic concerns related to adult 
classes and to determine space assignments for all classes based on current and projected needs.  
The Coordinator of Adult Sunday School, who has final responsibility regarding space 
assignments, will serve as chair of the task force. (Policy changes are only effective following 
approval by the Program Council which meets quarterly.) 
 
Adult Sunday School Class Organization and Leadership   
1. Each class is responsible for its organization, including leadership, teacher/s and teaching style 

in consultation with the Coordinator of Adult Sunday School or, for single adult classes, the 
Director of College/Young Adult/Singles Ministries. 

2. The recommended minimum leadership consists of the offices of president, membership, 
curriculum, fellowship, and mission.  Committees should include curriculum (program/study) 
and greeters.  

3. Officers should be selected in November of each year to serve a one-year term beginning 
January 1 and should have a strong commitment to serve. 

4. The class leaders are expected to attend leadership trainings focused on strengthening and 
growing the Adult Sunday School program. 
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5. Each class develops its own mission project and is responsible for the financial and human 
resources support for the project/s. It cannot be assumed that other classes or groups within 
the church will support the project. 

6. Every class is expected to meet each Sunday in the assigned room and is responsible for 
providing drinks and food as decided upon by members. 

7. Adult Sunday Sunday school classes are encouraged to use the following practices: 
• Use Legacy Texas Bank which is the church's banking institution;  
• Split collected funds 50/50 with the class and the church; 
• For those classes opting to have checking accounts, two class members should have 

signing privileges; 
• Checking accounts should have address information as follows: 

CRUMC- class name 
6601 Custer Road 
Plano, Texas 75023 

• Classes will be asked to submit year-end reports that will summarize their financial 
activity to the Coordinator of Adult Sunday School no later than January 15 of the 
following year. 

 
Adult Sunday School Teachers and Curriculum 
1. Each class is responsible for maintaining teachers.  The class may choose to “self teach” using 

class members or may recruit a trained teacher.  Anyone teaching a class longer than two 
weeks must be a member of Custer Road and approved through the office of the Coordinator 
of Adult Sunday School or, for single adult classes, the Director of College/Young 
Adult/Singles Ministries. Guest speakers who are not members of CRUMC must be pre-
approved through the office of the Coordinator of Adult Sunday School or for single adult 
classes, the Director of College/YoungAdult/Singles Ministries. Teachers do not have to serve 
as class officers. 

2. The teacher should be allowed a minimum of 30 minutes to present the lesson.  This allows 15 
minutes for fellowship and announcements.  It is recommended that the teacher start the lesson 
promptly at the beginning of the session and announcements can be made at the end.  This will 
assure the teacher opportunity to impart the lesson for which the teacher prepared.   

3. Sunday School classes are expected to use United Methodist curriculum (from Cokesbury 
catalogs, Forecast and Good Books). Curriculum should deal with distinctive Christian ways 
of approaching life consistent with the United Methodist tradition.  Topical studies 
(curriculum) should last a maximum of 7 weeks and should be varied to meet the needs and 
interests of all members. The Coordinator of Adult Sunday School or, for single adult classes, 
the Director of College/Young Adult/Singles Ministries may authorize exceptions to this in 
advance of presentation.) 

4. Custer Road respects the design of the studies we use.  If a Bible or small group study is 
designed to be taught in hour increments, then it is appropriate for both Sunday school classes 
and small groups.  If a Bible or small group study is designed to be taught in more than hour 
increments, then it is appropriate only for groups outside the Sunday school hours. 

5. Teachers and other class leaders are encouraged to frequent the adult education resource room 
that provides samples of approved curriculum resources.  The resource room is located in 
Room B10 in the basement. 
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Adult Sunday School Special Programs and Retreats 
1. Classes are encouraged to promote participation in special Sunday programs offered 

periodically through the office of the Coordinator of Adult Sunday School – suggestions about 
topics and speakers are welcome. 

2. Requests for classes to combine or relocate on Sunday morning for a special program will be 
considered on a case by case basis through the office of the Coordinator of Adult Sunday 
School or, for single adult classes, the Director of College/Young Adult/Singles Ministries. 
Requests should be submitted at least six weeks in advance to allow for necessary review and 
logistical  arrangements. 

3. Class retreats or other off site plans for classes should be approved through the office of the 
Coordinator of Adult Sunday School or, for single adult classes, the Director of 
College/Young Adult/Singles Ministries.  Wherever possible, off site class retreats are 
recommended for Friday and Saturday only with Sunday morning reserved for regular class 
and worship attendance.  If the class must be gone on Sunday morning, every effort should be 
made for class to be held for any class members who are not attending the retreat and to 
accommodate any visitors who might come on that Sunday. 

 
Adult Sunday School Fellowship Events 
1. Fellowship events sponsored by an adult class and held either in the church or outside the 

church must be coordinated with the church calendar.  Any event sponsored by a class is seen 
as church sponsored and as such carries the church’s name and reflects upon the church and 
its membership. 

2. Because alcohol can be a “stumbling block” in many ways to many different people (I Cor. 
8:9), it is recommended that no alcohol be served, consumed, or purchased at any “official” 
class party or social.  If a class sponsors an event and invites others from the church to be a 
part of the event, under no circumstances shall alcohol be served, consumed, or purchased at 
that event. 
            

Adult Sunday School Class Room Assignments 
1. Room assignments are reconsidered at least once a year by the Adult Sunday School Task 

Force. Classes must move periodically to facilitate an appropriate distribution of space.  Every 
attempt is made to move as few classes as possible. 

2. Each class has one hour of classroom use on Sunday mornings.  8:30 a.m. classes may use the 
room until 9:30 a.m.; 9:45 a.m. classes until 10:45 a.m.; 11 a.m. classes until 12 noon.  Each 
class is asked to respect the class/es with which the room is shared.  Class members should not 
attempt to enter their classroom until the designated time if it is still in use by others. 

3. Several groups use each classroom during the week; therefore, rooms should be left clean and 
in good order. Modifications to rooms cannot be made without approval.  Requests should be 
submitted to the Coordinator of Adult Sunday School or, for single adult classes, the Director 
of College/Young Adult/Singles Ministries. 

 
Bible Studies 
1. Custer Road respects the design of the studies we use.  If a study is designed to be taught in 

hour increments, then it is appropriate for both Sunday school classes and small group studies.  
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If a study is designed to be taught in more than hour increments, then it is appropriate only for 
groups outside the Sunday school hours. 

2. The registration fee charged for study participation is disbursed for expenses for the group, 
including, but not limited to, literature, child care, leadership training, facility usage or any 
miscellaneous expenses. 

3. No group sponsored by the church is charged a rental fee for using the church building, but 
may be charged a custodial fee if deemed necessary by the Associate Minister in charge of 
education. 

4. No church member is ever paid a fee or honorarium for leading a group, presenting a seminar, 
etc.  Honorariums may be paid to outside speakers.  Any outside speaker must be approved by 
both group leaders and church ministers. 

5. No private program may be offered without prior approval of the Associate Minister in charge 
of education. 

6. Custer Road respects the integrity of the curriculum the author has written. If a study puts a 
requirement on the number of class members a class can have, we will honor the author's 
wishes. 

  
Bible Studies – Curriculum Policy 
 Curriculum for adult studies, other than official United Methodist curriculum, must be 
approved by the Director of Adult Education or a minister on staff and must be taught by 
members of CRUMC, CRUMC clergy, or previously approved guest speakers. 
 
Expenditures 
1. A staff person has the responsibility to monitor and regulate the spending of funds allocated to 

that work area in the current Operating Budget.  Bills to be paid may be submitted to the 
Finance Manager-Payables for payment, along with the work area to which the item should be 
charged, on a completed blue Request for Payment Form. The blue Request for Payment Form 
should tell what was purchased, when it was purchased, where it was purchased, why it was 
purchased, and who did the purchasing.   

2. All requests for payment must be approved and signed by the staff person responsible for that 
work area. All receipts should be signed by the person making the purchase. 

3. Personal expenditures will be promptly reimbursed by attaching original receipts to the back 
of the blue Request for Payment Form filled out and approved by the staff person. 

4. Staff members and volunteers are expected to utilize the church's tax exempt status for 
expenses that will be incurred and/or reimbursed by the church.  Sales tax will not be 
reimbursed on items purchased for the church. 

5. Requests for payments must be submitted by 11 a.m. Wednesday.  Checks are written on 
Wednesday morning, signed on Sunday and mailed on Monday. 

6. Items will be charged to a work area up to the amount budgeted.  Keeping a record of 
expenditures for the year will aid in setting the new budget for the following year.  A 
computer printout of the work area (to date) will be provided for the staff person monthly and 
at budget preparation time.  The staff person will be requested to submit a next-year budget 
request sometime in July of the current year. 
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Deposits 
If a work area has money to be deposited, complete a yellow Cash Transmittal Form.  Indicate the 
area to be credited, what the deposits are for, the amount and who is depositing it.  Turn in to your 
staff person who will forward to the Finance Manager-Receivables. 
 
Fund-Raising Policy 
1. Any church-related fund-raising activity shall be approved by the Finance Committee and the 

Program Council. All fundraisers must be approved by both committees before they can be 
presented to the church membership and/or publicized in the newspaper, website, bulletin 
insert, hallway monitors, worship slide show, bulletin boards, flyers, other printed materials, 
etc. 

2. A church-related fund-raising activity is defined as any fund-raising activity that uses either 
the church name or the church property. 

3. Any conflict of interest or appearance of conflict of interest should be avoided. 
4. Any fund-raising activity will be evaluated as to its appropriateness as a church or church-

related activity. 
5. Any fund-raising activity using the church building can have no connection to a commercial 

for-profit enterprise. Any display of a commercial business cannot be in view when 
promoting a fund-raiser. 

6. All proceeds must be directed to the church or church-related activity. 
7. All exchange of money will take place in Fellowship Hall. 
8. Fund-raisers may sell for not more than three (3) consecutive Sundays.   
9. All fund-raisers must be on the church calendar (through the EventU system). 
  
Scheduling Money Making Events 
1. All money-making events must be approved by Program Council and the Finance Committee 

before they can be publicized or calendared on the church calendar (through the EventU 
system).  No money-making event should be publicized in any way without the approval of 
these two groups.    

2. A staff person is responsible for seeing that those planning money-making events follow 
church policy. 

3. Finance Committee approves appropriateness of a fund-raiser and certifies that all the money 
collected for the event goes to a Custer Road sponsored activity. 

 
State Sales Tax 
1. State sales tax must be paid by a nonprofit organization if sales are made to the general public.   
2. If sales are only to church members, sales tax does not apply.  It is the responsibility of the 

sponsoring group to handle any state sales tax responsibility and to notify the Financial 
Assistant-Payables of such action. 

3. Sales tax will not be reimbursed on items purchased for the church.  It is the responsibility of 
the person making the purchase to use a tax exempt form for the purchase. 

 
Credit Card Fees 
1. The church does accept payments for classes and/or merchandise by credit card. See the 

Business Administrator for current fee structure to allow for appropriate planning. 
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Custer Road United Methodist Church 
Facility Use Policy 

 
Mission Statement   

“God has called Custer Road United Methodist Church into being to make disciples of Jesus 
Christ.  Custer Road seeks to fulfill its calling by helping any and all people grow in their 
experience and commitment to Jesus Christ through providing opportunities for worship, nurture, 
fellowship, and service.” 
 

Facilities Use Philosophy   
God has entrusted to Custer Road United Methodist Church (CRUMC), physical resources.  In 
keeping with our mission to provide opportunities for worship, nurture, fellowship and service, the 
following guidelines for the use of these facilities are established as an extension of our 
stewardship of the resources God has placed in our care.  The facilities at CRUMC are a tool to be 
used to make an impact on the lives of the people in our community.   
 
We desire that CRUMC facilities are: 
• Available to effectively carry out ministry objectives and goals through scheduling; 
• Protected against loss or misuse through risk management; 
• Maintained to extend the life of the facilities through proper maintenance. 
 

Criteria   
This policy applies to members and non-members requesting to schedule the use of our facilities 
and/or equipment.  This policy does not apply to weddings.  Please contact the Wedding 
Coordinator for wedding information. 
 
The following groups are permitted to use the facilities provided the activity is in keeping with the 
above philosophy: 
• CRUMC groups 
• Denominational groups 
• Non-profit organizations and institutions, provided they are sponsored by a functioning 

organization of the church. 
• Qualified governmental agencies 
• Weddings/funerals 
 
The facilities are generally not available for use by either members or non-members for personal, 
business, professional, commercial or other for-profit purposes.  Exceptions will only be allowed 
after Board of Trustees approval. 
 

Facilities   
Sanctuary - available for weddings, funerals, large group meetings, concerts and worship events, 

etc. and will seat up to 1500 people.  Worship events have priority and no event will be 
scheduled prior to 1:30 pm on Sundays.  The sanctuary is generally not available for use on 
Saturday evenings.  All requests for use of the sanctuary must be made to the Worship 
Coordinator who will determine if there is a need to submit proposed requests to the entire 
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Worship Committee and Board of Trustees for approval.  Requests submitted to the entire 
committee are to be in written form, including the purpose and text of the program.  After 
approval, it is the responsibility of the requesting ministry or group to make sure the event is 
scheduled on the church calendar using the EventU system.  Only trained A/V personnel will 
operate the A/V systems.  There shall be no food or drink of any kind in the Sanctuary 
including the choir loft.  There shall be no recorded music used in the Sanctuary. 

Chapel - available for worship events, funerals, weddings, concerts, large group meetings, etc. 
and will hold up to 125 people.  The same rules that apply to the Sanctuary apply to the 
Chapel (see above). 

Upper Room - available for large group meetings, worship events, concerts, seminars, Bible 
studies, etc. and will hold up to 650 people.  The Upper Room is not available on Sundays 
except for the Student Ministries programs.  Student Ministry’s activities take priority over all 
other activities.   

Fellowship Hall - available for large group meetings, worship events, seminars, Bible studies, etc. 
and will hold anywhere from 40 to 725 people.  Fellowship Hall is used on Sunday mornings 
for coffee and doughnuts, conversation, obtaining information and sign-ups for different 
events and may not be scheduled prior to 1:30 pm on Sundays.  For information on setting up 
a table in Fellowship Hall on Sunday mornings, ask your staff contact person.  

Classrooms - available for seminars, workshops, study groups, adult studies, etc.  On Sunday 
mornings, Sunday school events take precedence over all other events.   

Kitchen – may be used by groups and is treated as any other room in regards to reservations.  To 
use the kitchen, you must ask your staff person to reserve it through the EventU system.  Do 
not leave items in the kitchen.  Label all personal items so that they may be identified.  All 
items left in the kitchen for over two weeks will be donated to charity.  There is no “general 
supply” of disposable items in the kitchen and the group must supply these.  Any unlabeled 
food left in the refrigerator will be thrown away after one week.  As is the case in every room, 
the kitchen must be cleaned after its use (i.e. dishes washed, dried and put away) when the 
activity is finished and all trash removed to the dumpster. 

 
Guidelines   

1. Approval for use of church facilities will be granted based on the appropriateness of the 
request, with preference given to church organizations.  Appropriateness of the event will 
by determined by a) Administrator, b) Sr. Minister, c) Board of Trustees. 

2. All requests for the use of the building will be made to the staff person in charge of the 
event or group.  Requests will be taken to the Administrator and reviewed by the 
Ministerial staff at its weekly meeting to make sure we do not complicate other program 
plans in the building.  After approval by the Ministerial staff, the staff person in charge of 
the event is required to schedule the event in our Event U system.   

3. All events, whether a meeting, an all-church event, worship service, wedding, funeral, or 
an off-site event must be added to the church calendar by your staff person using the 
EventU Reservation System. 

4. Agreements for the continuing use of the facility are valid for a period never to extend 
beyond the end of any calendar year.  Those groups that are using the facility on a 
continuing basis need to renew the agreement before January 1 of each year. 

5. It will be the responsibility of the group requesting the use of facilities to follow-up with 
church staff for all services requested. 
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6. Requesting a specific room will not guarantee use of that room.  In consideration of the 
number of use requests, room use will be assigned based on the size of the group and type 
of activity.  More than one group may be using different areas of the facility at the same 
time.  Your group’s activities are limited to the area(s) approved and the restrooms. 

7. Unexpected significant events related to the mission of the church (i.e. funeral) will always 
have precedence over agreements for other uses. 

8. Let your staff person or the Administrator know of any cancellations/changes as soon as 
possible.  Childcare must also be cancelled/changed (if previously requested) through the 
Director of Child Care.   

9. User groups will reimburse the church for any damage to the facilities or its equipment.  If 
damaged equipment must be replaced the church will make the actual purchase. 

10. No alcohol or tobacco products are permitted in the building 
11. The nursery department requires special permission for use.  The Facility Use Policy does 

not include use of the nursery area.  The nursery is only available for CRUMC functions 
and childcare is not provided or permitted for outside groups.  The use of the nursery 
rooms for outside groups, including weddings and funerals, is also not permitted.   

12. Unless otherwise arranged ahead of time, non-CRUMC groups are responsible for setting 
up, taking down and cleaning after each use.  This includes putting away all equipment 
used, replacing tables and chairs how they were, turning out all lights, taking out trash and 
vacuuming if necessary.  Leave the area like you found it or better.  Do not adjust the 
thermostats.   This will only interfere with their pre-programming.  The thermostats will be 
set in advance and programmed to meet your needs at the time of your event.  In the event 
the temperature needs to be adjusted, please advise our custodial or security staff so they 
can properly adjust it. 

13. CRUMC does not charge outside non-profit groups a fee for the use of its building except 
for the chapel and sanctuary.  However, donations to the church for the use of the 
building, custodial staff and resources are encouraged. 

14. CRUMC will have custodial or security staff available for closing the building after 
events.   

15. Any group that will have more than 750 people involved (or with their group and the 
activities of the church have more than 750 people involved) will be required to hire at 
least two police officers to help direct automobile and foot traffic to and from our parking 
lot on the east side of Custer Road.   

16. The church retains the right to cancel any activity or agreement, and to deny access of the 
facility to any person or any group. 

17. All groups that regularly use the facilities shall purchase insurance and include CRUMC as 
an additional insured under the policy. 

18. All groups that use the facilities shall be required to execute a facilities use agreement in 
the same general form that is attached. 
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Facility Use Agreement 
 
All groups using the facilities of Custer Road United Methodist Church (“the Church”) are required to sign 
and return this Facility Use Agreement (the “Agreement”).  Please take a few minutes to carefully read the 
attached Facility Use Policy, which is incorporated into, and made a part of this Agreement.  If you have 
questions, contact the Administrator of the Church at 972-618-3450. 
 

*************************** 
 
This Agreement is entered into by and between Custer Road United Methodist Church, and the 
undersigned, referred to herein as the “Licensee.” 
 
As used herein, the term “Facility” shall mean that room or portion of the Property which will be used by 
the Licensee. A description of the areas and times of usage covered by this Agreement are attached as 
Exhibit “A.”  This Agreement is a license to use the Facility only on the terms, provisions and conditions 
set out herein, and for the period of time indicated on the attachment hereto. 
 
WHEREAS, the Church is the owner of the land, and the improvements thereon (herein called the 
“Property’) located at 6601 Custer Road, Plano, Texas, and 
 
WHEREAS, undersigned Licensee desires to use the Facilities on the terms and conditions set forth herein, 
 
NOW, THEREFORE, in consideration of the license to the Licensee to use the Facilities, and for the 
mutual promises contained herein and other good and valuable consideration the parties hereto agree as 
follows: 
 
1. The Church shall make available to Licensee the Facility, which is the designated area indicated on 

the attachment hereto, at the date and times so indicated on the attachment, and subject to the terms 
and provisions of this Agreement. 

2. _________________ is the “Contact Person.”  The Contact Person represents and warrants that he 
(or she) has the authority to sign this Agreement on behalf of the Licensee and all members of the 
Licensee organization, and when signed is binding on the Licensee organization. 

3. Licensee agrees to indemnify, release and hold harmless the Church, its administrators, employees, 
agents and members of the Church from all losses, costs, demands, claims, damages or expenses 
resulting from injury (including death) to persons or damage to property arising out of Licensee’s use 
or presence in the herein described Facility, or any area of the Property of which the Facility is a part, 
including attorneys’ fees, court costs and other expenses which may be incurred by the Church. 

4. Licensee has read this Facility Use Agreement and agrees to make all members of its organization 
who enter upon the property aware of the terms of this Agreement and the Facility Use Policy 
attached hereto, and shall require all such members to comply therewith. 

5. The Licensee acknowledges that it has inspected the Facility, and it is satisfactory for the uses and 
purposes of Licensee. 

6. The Licensee shall obtain and deliver to the Church (at the sole cost and expense of the Licensee) 
commercial general liability insurance on an “occurrence” basis against all claims resulting from the 
acts or omissions of Licensee, with limits of not less than $1,000,000 per occurrence and $1,000,000 
as a general aggregate.  Such insurance coverage shall include broad form property damage, with a 
limit of $1,000,000 per occurrence.  Such insurance policy or policies shall name the Church as an 
additional insured.  Such policy or policies or a duplicate thereof with a certificate evidencing such 
coverage in effect, shall be delivered to the Church prior to entry into the Facility.  Such policies 
obtained by Licensee shall be primary insurance for all claims under such policy and shall provide 
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that any insurance carried by the Church is strictly excess, secondary and non-contributing with any 
insurance carried by Licensee.  All such policies shall contain a provision that the company writing 
said policy will give to the Church at least 15 days notice, in writing, in advance of cancellation, 
modification or lapse of any such insurance.  It understood that the Church shall not be liable to the 
Licensee for any injury to persons or damage to property, and all property left or stored within the 
Facility shall be at the sole risk of the Licensee. 

7. This license is non-assignable. 
8. The provisions contained herein represent the only agreement and understanding of the parties 

hereto, and this agreement may be not be altered, changed or amended except by instrument in 
writing signed by both parties hereto. 

9. Time is of the essence with respect to the obligations of the parties hereunder. 
10. Notwithstanding anything herein to the contrary, the Church shall in no event be liable to the 

Licensee, any of its members, agents, contractors or any other person for any indirect or 
consequential damages and no personal liability of any kind or character whatsoever now attaches or 
at any time hereafter shall attach to the Church or to any of its officers, administrators, members, 
congregants or employees for payment of any amounts due hereunder or performance of any 
obligations hereunder. 

11. THE LICENSEE SPECIFICALLY ACKNOWLEDGES THAT THE CHURCH HAS NO DUTY 
TO PROVIDE SECURITY FOR ANY PORTION OF THE PROPERTY, AND LICENSEE 
HEREBY EXPRESSLY AGREES TO ASSUME SOLE RESPONSIBILITY AND LIABILITY 
FOR THE SECURITY OF ITSELF, ITS MEMBERS, EMPLOYEES, OFFICERS AND INVITEES, 
AND THEIR RESPECTIVE PROPERTY, IN, ON OR ABOUT THE PROPERTY INCLUDING, 
WITHOUT LIMITATION, THE FACILITY AND THE COMMON AREAS OF THE PROPERTY.  
THE LICENSEE EXPRESSLY HEREBY INDEMNIFIES AND HOLDS THE CHURCH 
HARMLESS FROM ANY CLAIM, INJURY, LOSS OR DAMAGE RESULTING FROM THE 
ACTS OF OTHER PARTIES (OTHER THAN THOSE WHO ARE MEMBERS OF OR 
REPRESENTING OR INVITEES OF THE LICENSEE) OCCURING AT THE PROPERTY, 
INCLUDING REASONABLE ATTORNEY’S FEES AND ALL COSTS OF COURT. 

 
IN WITNESS WHEREOF, the undersigned party has executed the Agreement as of the day and year 

written below. 
 
LICENSEE: ____________________________________ 
 
By:   

  
  (contact person)   Printed 
Name:   
   

 
Title ______________________________  
 
Phone #:  Email: 

    
 
Dated:  ________________, 200___ 
 
CUSTER ROAD UNITED METHODIST CHURCH 
 
By: ____________________________________________ 
Title ___________________________ 
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Dated: ________________, 200___ 
 
Keep a copy of this agreement for your own records.  The original agreement and 

not a copy must be returned to the church office ten days in advance of the first 
facility use date. 

 
 
 
Event: __________________________________________________________ 
 
 
Date(s) & Times of event: ________________________________________ 
 
 
Event Description: _______________________________________________ 
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