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Building Use Request Instructions 
John Wesley United Methodist Church (JWUMC) requires groups using their facilities to fill 
out a Building Use Request Form. This form begins the process of requesting the facilities 
you would like to use on JWUMC campus. This form is an Adobe fill-in form. All you need 
to complete the form is Adobe Reader on your computer. If you do not have Adobe Reader 
you may obtain a free copy by following this link. 

After filling out the form, you will need to save it and email it back as an attachment to 
jwumc@johnwesleyumc.com. Once your request has been received and viewed, you will get 
a confirmation back from the church office. This may take up to two business days. 

The receipt of your request will prompt for a check of the facilities availability. If the 
facilities are available, a temporary hold will be placed on the church calendar for the 
facilities. This temporary hold is only for alert purposes to others who may be in need of 
using the facilities at the same time. It does not mean your spot has been reserved. However, 
every effort is made to accommodate your request and that is why we like to place temporary 
holds on the facilities once requests are received. 

Trustees meet on a monthly basis and all requests that are received at least two days before 
their meeting will be placed on the agenda. The online church calendar will have the next 
Trustees meeting listed or you may check with the church office during office hours. 

Once approval has been received from the Trustees you will receive an email or phone call to 
let you know, the temporary hold will be removed and your spot will be reserved. If you 
have a change in plans and need to cancel your reservation, please contact the church office 
at least two business days before the event is scheduled to let us know. 

Section III titled Concerning the use of church property and furnishings of the John Wesley 
United Methodist Church Policies and Procedures Manual must be followed by all 
individuals using the facilities. A copy of the section is included as part of this request form 
for your review. Submission of the building request form for use of the facilities will be 
considered an acknowledgement by the user of receiving the policy. 

Thank you for choosing John Wesley United Methodist Church as a venue for holding your 
event. We look forward to working with you and fulfilling your need for accommodations. 

http://get.adobe.com/reader�
mailto:jwumc@johnwesleyumc.com�
http://www.johnwesleyumc.com/templates/System/details.asp?id=43780&PID=605044�


John Wesley United Methodist Church 
Building Use Request 

If you would like to request use of facilities on John Wesley United Methodist Church’s campus, please fill out the following form and cl ick submit. 
Someone will contact you within the next 2 to 3 business days to let you know the status of your request. 

Activity Description: 

 

 

Activity Date: 

Activity Time: Duration: 

 

This activity is: 
  a one-time or yearly event. 

 A recurring event – Describe recurrence, including exceptions: 

 

What facility of John Wesley UMC are you requesting? 

 

Sponsoring Organization: 

 

Contact Person: 

Phone Number: If you would like, list multiple numbers for contact. 

 

Email Address: 

 

 The Organization is an entity of John Wesley UMC. 

 The Organization is a District or other United Methodist entity. 

 The Organization is not an entity of John Wesley UMC or a United Methodist entity. 

 

Certificate of Liability Insurance: An adequate Certificate of Liability insurance is required for all church building use by 
outside groups. Enter information below about your carrier and have your carrier fax a certificate of liability insurance directly 
to us at (850)877-4484.  See attachments for John Wesley United Methodist Q & A on Certificate of Liability Insurance. 

Fill out this area if the sponsoring organization 
is not an entity of JWUMC or a United Methodist entity: 

Insurance Agency: 

Agency's Phone Number:   

Child Protection Policy: All events held on JWUMC premises must comply with our Child and Youth Protection Policy. 
See attachments for a copy of the policy.   

This event involves persons under the age of 18 and complies with the church's Child and Youth Protection Policy. 
Note: All criminal background checks must be submitted to the church office before the use of facilities. If you would like for background checks to be 
performed, please contact the church office.    

This event does not involve persons under the age of 18.  
Note: You must provide a signed affidavit stating this fact.  

 

Additional Comments (Use the space below for any additional comments you would like to make): 

(List beginning date for recurring event.)

Recurrence end date:
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III. Concerning the use of church property and furnishings 
A. Oversight: General oversight of the use of the buildings, furnishings, and other property of John Wesley United 

Methodist Church shall be exercised by the Board of Trustees as provided in the Book of Discipline. 
B. Regulations for all building users 

1. It is the duty of the user to inform all participants of these policies. 
2. Security Deposit: A security deposit may be required of any user and will be refunded following the use of the 

facility. This deposit will be held and applied against any damage to buildings or grounds that may occur 
during an event. 

3. Utilities: Additional charges shall be assessed if extraordinary amounts of energy are needed to cool or heat 
the buildings prior to use. Two hours is considered to be an ordinary advance heating and cooling time. 

4. Organ Use: In order to maintain the quality of our equipment all guest organists and pianists must have the 
consent of the church organist or music director. 

5. Sound System: Use of the church sound system for pre-recorded  music is to be approved by the pastor. 
Advance instruction will be made available. 

6. Discretionary Authority: The Trustees or the pastor, acting in their official capacity, shall have the authority 
to waive or modify any or all of the above fees when they deem it to be in the best interests of the community 
or of the congregation of the John Wesley United Methodist Church. In waiving or modifying the fees, the 
Trustees will consider that the purposes of the users are consistent with Christian morals and ethics and that 
the users financial status is such that payment of the standard fee would be an undue hardship. 

7. Publicity: The pastor will have final authority on what constitutes appropriate publicity materials that a non-
member user may wish to distribute. 

8. Photography: Flash photography in worship is distracting, and its use is discouraged in the sanctuary. Video 
tape cameras are allowed if fixed in location and using available light. 

9. Intoxicants: Alcoholic beverages are not permitted on church premises. 
10. Smoking: Smoking is prohibited in all church buildings.  
11. Food & Drink: Food and drink, except for bottled water, are not allowed in the sanctuary. 
12. Personal Items: The church will not be responsible for loss or damage to clothing, valuables or other items of 

a personal nature. 
13. Liability for Damages: The individual or individuals using the church facility will be responsible for any 

damages that might occur during its use. 
14. Furnishings: No furnishings may be removed from the facility for use out of doors or at another location 

without the express permission of the Trustees or the pastor. 
15. Storage: Designated storage areas will be provided for each user should it be deemed necessary and 

appropriate by the proper authority. 
C. Use of the kitchen 

1. Use of the church kitchen must be indicated on the building use from described below or scheduled in 
advance with church staff. A fee may be assessed. Keys will be signed out on an as-needed basis. 

2. No items are to be removed from the kitchen for use away from the church. 
3. Church supplies are to be used for church-wide functions only. Regular supplies include coffee, tea, lemonade 

mix, sugar/sweetener, creamer, salt, pepper, napkins, paper towels, and disposable gloves for food handling. 
4. All users shall abide by the following: 

a)  Wash and put away all dishes, utensils, etc., used, including any taken from the kitchen for use in other 
areas of the church. No items are to be taken away from the church to be washed. 

b) Put recyclable cans and plastic drink containers in the recycle bin; carry garbage to the dumpster (located 
down the hill); and place bags in garage cans. 

c) Leave counters and sinks clean and free of debris. 
d) Sweep floor and mop up spills as necessary. 
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e) Clean appliances used, i.e., stove, oven, grill, microwave, freezer, refrigerator, and dishwasher. 
f) Check to see that stove, oven, bun warmer, and dishwasher are turned off. 
g) Do not leave leftover food or condiments in refrigerator. (Food stored in the refrigerator or freezer for a 

coming event must be labeled with the group/individual name and date of function). 
h) Place dirty linen (towels, dishcloths, table clothes) in the laundry basket on the lover shelf under the 

microwave. 
i) Leave the pantry in an organized and clean condition. 
j) When finished, turn off lights and close kitchen doors. The pantry must be left in an organized and clean 

condition. 
D. Use of facilities by church-related groups 

1. Work Groups, Administrative Committees, and sub-groups or ministries which they create, and groups 
defined under I.G. “Participation in coalitions and other groups” may use the church’s facilities by completing 
a building use form and submitting it to the church office. In consultation with the church staff the Trustees 
shall develop the form for this purpose and keep it current.  

2. All uses of the church buildings, furnishings, and property must be approved by the pastor. 
3. Having checked  for calendar conflicts church staff will enter the approved use on the church calendar and 

provide information about it to others as appropriate. 
4. Approved affiliated groups and organizations may use the church’s facilities using the same form and 

procedure described herein.  A member of the church should be the listed contact person and responsible 
party. 

5. Use of our facilities by organizations related to United Methodist connection, including the North West 
District, may be approved by the pastor. The form and procedure described herein shall be used. 

E. Use of facilities by individuals and families within the church 
1. Individual members and their families may use the church’s facilities where no calendar conflict exists by 

completing the building use form described above and submitting it to the church office. Having checked  for 
calendar conflicts church staff will enter the proposed use on the church calendar and provide information 
about it to others as appropriate. 

2. Individual members and their families may not borrow and take off-site any of the church’s furnishings or 
property without the express consent of the Trustees. Any permitted borrowing will be recorded in the 
church office. 

F. Use of facilities by groups and organizations external to the church 
1. Organizations who seek to use our space whose function and purpose do not conflict with our Vision and 

Goals Statement or with the provisions of the Discipline may be permitted occasional use of our facilities by 
submitting a building use form to the church office.  In consultation with the church staff the Trustees shall 
develop the form for this purpose and keep it current.  

2. Office staff shall check for calendar conflicts and, finding none, shall forward the request to the Board of 
Trustees. Use by such groups must be approved by the Board of Trustees and by the pastor. On approval 
church staff shall enter the proposed use on the church calendar and provide information about it to others as 
appropriate. 

3. Trustees may permit such use of the church’s facilities gratis or may negotiate a fee for the use. 
4. External organizations using our facilities shall provide a Certificate of Insurance covering the event or 

activity. Trustees may waive this requirement as they deem appropriate. 
5. External organizations whose activities involve persons under 18 years of age must certify compliance with 

our Child and Youth Protection Policy. 
G. Leasing of space to external groups 

1. External organizations may seek to lease space from us for extended periods. The church may seek such 
arrangements with external groups. 

2. Only non-profit or teaching individuals or organizations whose function and purpose do not conflict with our 
Vision and Goals Statement or with the provisions of the Discipline may lease our facilities 
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3. The Board of Trustees in consultation with church staff shall develop a standard lease agreement and a fee
schedule based on the estimated cost to use our space.

H. Weddings

1. The pastor shall recommend to the Board of Trustees and the Church Council appropriate wedding policies for 
church members and for non-members. These policies shall be reviewed at least every three years. In 
conjunction with the pastor the Church Council shall undertake to create a marriage ministry for the benefit of 
the community.

2. The Book of Discipline gives the pastor sole discretion about performing marriages in the church (¶340(c)1). 
The Discipline as places certain limits on weddings and similar blessing or covenant services.

3. Protocol dictates that weddings in the local United Methodist church are to be performed by the appointed 
pastor. Exceptions must be approved by the pastor, and other participating clergy are to be invited by the 
pastor.

4. The pastor may require pre-marital counseling or others sessions prior to any wedding.
5. The couple should contact the pastor through the church office prior to setting their wedding date.
6. The church staff shall prepare and develop a Wedding Information Form and keep it current.
7. The date, time and place for the wedding, rehearsals, reception and anticipated space requirements will be 

placed on a provisional church calendar after the first consultation with the pastor. Church facilities will not 
be permanently scheduled until a Wedding Information Form is returned along with the appropriate fees. 
Temporary reservations are subject to cancellation. Checks for fees are to be made payable to John Wesley 
United Methodist Church. Fees may be returned upon cancellation of the event if such cancellation is received 
30 days prior to the reservation. The pastor of John Wesley United Methodist Church has full discretion in any 
decision regarding the return of fees.

8. Wedding fees for members and their children:
a) Sanctuary and/or Fellowship Hall: No Charge
b) Custodial: Sanctuary $35.00; Fellowship Hall $40.00

9. Wedding fees for non-members:
a) Sanctuary $275.00
b) Fellowship Hall / Murrow Hall $225.00 for 4 hours; additional $125 for extra 2 hours; beyond 6 hours

is considered a Full Day, which is $500.
c) Custodial: Sanctuary $35.00; Fellowship Hall $ 40.00

10. Wedding parties and their participants and guests shall adhere to the general building use policies set forth 
above. It shall be the responsibility of the wedding party to inform participants and guests of these policies.

11. Use of the kitchen for weddings:
a) Use of the kitchen must be cleared in advance with the church office, it is not assumed to be part of the 

Fellowship Hall rental.
b) Use of the kitchen for wedding food preparation may require additional custodial fees @$15/hr, to be 

determined by the Pastor or Wedding Director.
c) No items are to be removed from the Kitchen.

12. Security Deposit: A security deposit of$ 100.00 will be required and will be refunded following the wedding. 
This deposit will be held and applied against any damage to buildings or grounds that may occur during any 
wedding related events.

13. Utilities: Additional charges may be assessed if extraordinary amounts of time are needed to cool or heat the 
buildings prior to use. Two hours is considered to be an ordinary advance heating and cooling time.

14. Organist and other musicians:  The church organist may be available to play for the wedding. If interested in 
obtaining the church organist’s services the couple should make contact with the organist (and other 
musicians) as soon as the date is set. Fees for musicians are to be negotiated by the wedding party and are 
paid separately.

15. Music appropriate to the occasion will be selected. The pastor has final authority to approve music for 
weddings.

kelly
Rectangle
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16. Set-up/decorating will be done at times set by and compatible with the church schedule. All non-church 
owned decorations must be removed promptly after the ceremony. The John Wesley United Methodist 
Church will not be responsible for decorations or other wedding paraphernalia left in the church after the 
ceremony. 

17. Any rearrangement of furniture requires the pre-approval of the pastor. 
18. The use of physically damaging items is prohibited. Florist’s tape, and not fastening devices such as tacks, 

nails, pins, screws, adhesive, or duct tape, is to be used. Lit wax candles are not permitted in carpeted areas 
unless in fixed position with carpet protective coverings. Candles should always be lighted and snuffed with 
appropriate equipment. Water containers with flowers are not allowed on the rails. Flowers or potted plants 
are to be placed in carpet protecting containers or have sheeting underneath. And please, throw no flowers or 
petals within the confines of the church buildings. 

19. Photography: Flash photography during the ceremony is not permitted. A church wedding is a worship 
service. Photographs should be taken after the ceremony. Video tape cameras are allowed during the 
ceremony if fixed in location and using available light. 

20. Rice: The throwing of rice is not permitted inside or outside the facilities. Bird or grass seed is suggested as an 
alternative to be used outside. 

21. The wedding party shall bring the marriage license to the pastor at the wedding rehearsal. A marriage cannot 
be performed without a license in hand. 

22. Marriage requires the consent of the partners. Persons who are impaired by drugs or alcohol cannot legally 
give consent. The pastor has sole discretion to postpone a scheduled wedding and/or its rehearsal if parties 
appear to be impaired. 

I. Funerals 
This section is new. 

1. The pastor shall recommend to the Board of Trustees and the Church Council appropriate policies for 
funerals. These policies shall be reviewed at least every three years. In conjunction with the pastor the 
Church Council shall undertake to create a ministry of funerals for the benefit of the community. 

2. Members and constituents of John Wesley United Methodist Church shall be encouraged to plan funerals 
using the church sanctuary 

3. At his/her sole discretion the pastor may schedule and conduct a funeral for any person using the church’s 
facilities. There shall be no fee assessed for such use. 

4. Funerals in our sanctuary where there is a coffin present shall be performed after the coffin is closed for the 
final time. 

5. Participants on funerals shall adhere to the general building use policies set forth above. 
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Child and Youth Protection Policy 
John Wesley United Methodist Church 


Tallahassee, Florida 
 


Introduction 
 
A central tenet of the Christian faith is the inherent value and worth of all children, youth, and adults.  
Children and youth are least able to protect themselves in our society and are particularly vulnerable 
to abuse and neglect.  The John Wesley United Methodist Church is desirous of doing what it can to 
protect the youth and children who participate in the life of this congregation. 
 
We believe implementing a policy and adopting procedures to protect our children recognizes that: 
 
 Our Christian faith calls us to offer both hospitality and protection to the little ones, the 
Children. The Social Principles of the United Methodist Church states that ". . . children must be 
protected from economic, physical and sexual exploitation and abuse." Tragically, Churches have not 
always been safe places for children. Child sexual abuse, and exploitation. . . occur in Churches, 
both, large and small, urban and rural. The problem cuts across all economic, cultural and racial 
lines. . . . God calls us to make our Churches safe places, protecting children and other vulnerable 
persons from abuse. 
 


I. Definitions 
 


A. “Child” and “Youth” and “Adult”  
Following the public school system, a “child” is anyone age of 11 or under.  A “youth” is anyone 
not a “child” and under the age of 18. An adult is anyone 18 years of age or older. 


 
B. “Paid Staff Person,” “Adult Volunteer,” and “Screened Adult”  


A Paid Staff Person is someone paid by the church, overseen by Staff Parish and screened.  
An Adult Volunteer is someone who has not been screened.  They can work in a room with a 
Screened Adult or paid staff person.  A Screened Adult is a volunteer who has gone through 
the screening process. These persons may or may not be members, but they must be regular 
attendees for at least six months.  A regular attendee is someone who would be missed if they 
aren’t in church. 


 
C. “Child/Youth Abuse” 


For purposes of this Policy, child/youth abuse is defined as any of the following:   
1. Physical Abuse:  


Violent non-accidental contact which results in injury. This includes, but is not limited to, 
striking, biting, or shaking.  Injuries include bruises, fractures, cuts, and burns. 


2. Sexual Abuse:   
Any form of sexual activity with a child/youth, whether at the Church, at home, or any other 
setting.  The abuser may be an adult, an adolescent, or another minor.  


3. Emotional Abuse: 
A pattern of intentional conduct which crushes a child’s/youth’s spirit attacks his/her self-
worth through rejection, threats terrorizing, isolating, or belittling.   
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II. Screening and Selection of Church Staff and Adult Volunteers  
 
A. Adult volunteers who regularly work with the Church’s children and youth and each church 


paid staff person will be screened. Those who work regularly with children/youth will be 
trained on child protection issues prior to beginning their regular involvement with children 
and youth. The procedures for screening are as follows: Each person being considered to 
work regularly with children and/or youth, whether as a volunteer or paid staff person, shall fill 
out an application form. This screening is good for 5 years after which time a re-screening will 
be necessary. 
   


B. Before placing the applicant in a position of responsibility with children or youth, a designated 
paid staff member or other person charged with specific responsibility will interview the 
applicant reviewing with them the written application.   


  
C. The person conducting this interview will contact the references provided on the application 


form and any additional persons as the circumstances dictate. A written record of such 
contacts will be retained with the application form.  


 
D. Each person applying to work with children and/or youth shall “authorize” the church to 


conduct a criminal background check.  At a minimum, the background check will include the 
one offered by the Florida Department of Law Enforcement. (This may be done online at 
http://www.FDLE.state.fl.us/CriminalHistory/. ) The church will get written authorization before 
doing a background screening.  


 
For persons who have not lived in Florida for the past five years, a national background    
check will to be conducted.  


 
E. Before beginning work with either children or youth, each paid staff member and volunteer 


will sign a statement that they have read, understood, and agree to abide by this Child And 
Youth Protection Policy.  
 


F. After the interview and background check have been accomplished, the decision will be 
made to accept or reject the applicant as a paid staff member or adult volunteer who will work 
with youth and/or children. 


 
G. Where it has been determined that an applicant should not work with children or youth, those 


persons involved with the decision will handle it in a sensitive manner.  The appointed clergy 
and supply pastors or her/his designee should inform the applicant in person.  The specific 
reasons for the decision should be given, whenever possible. 


 
H. All records will be kept in a locked cabinet in the appointed clergy’s office. There will be a 


system in place that gives those who need these records easy access and a safe place to be 
stored when they are not needed. 


 
I. Although not required to personally accomplish the above tasks, the appointed clergy shall be 


responsible for ensuring compliance with sub-paragraphs (A) through (H) above. 
 
 
 
 



http://www.fdle.state.fl.us/CriminalHistory/
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III. Ongoing Education of Persons Who Work With Children and Youth 


 
The Church shall ensure that regularly scheduled (i.e., at least annually) training focused on current 
issues of child protection is available to and received by those working with children and youth. 
Attendance at this training shall be required of all paid staff members, screened and non-screened 
adult volunteers who work consistently with children and/or youth.  
 
The training should include: 
 


A. The definition and recognition of child abuse. 
B. The Church’s policy and procedures on child abuse and the reasons for having them. 
C. The need to maintain a positive classroom environment, including appropriate discipline and 


age-level characteristics. 
D. The appropriate behavior for teachers and leaders of child/youth events. 
E. Abuse reporting responsibilities and procedures. 
F. Definition of appropriate interpersonal boundaries. 


  
IV. Supervision of Children and Youth 


 
A. General Rules 


 
1. All activities involving children and youth will be supervised by at least one screened adult. 
2. Each room set aside for children/youth will have a door with a window.  
3. The “Two Person Rule” is defined as having at least two people in any classroom or setting, 


one of which must be a screened adult volunteer or staff person. 
 


B. Supervision of Classroom Activities 
 


1. Crib/Toddler to Second Grade 
At least one screened adult will be present for all classroom activities involving infants, toddlers, 
and children in grades K-2.  When feasible, there should be two screened adults present, and 
where the two adults are family members, it is preferable that a third adult be present. In 
addition, a designated person should periodically check each classroom. Two persons in the 
classroom is the expectation, at least one of them must  be a screened adult.  


 
2. Grades 3-5 
At least one screened adult will be present for all classroom activities.  Two screened adults are 
preferred.  In addition, a designated person should periodically check each classroom. Children 
should be escorted to and from bathroom facilities or when otherwise leaving the room by either 
one of the supervising adults or by a designated floating person who checks on all classrooms.  
Where two adults are not available to supervise, the classroom doors are to remain open. 


 
 
3. Grades 6-12 
At least one screened adult will be present for all classroom activities. A designated person 
should periodically check all classrooms.  
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C. Open Door Policy 
 
Parents, volunteers or staff of the church will be permitted, as reasonableness dictates, to visit 
and observe all programs and classrooms at any time. 


 
D. Sign-in/Sign-out Procedure 


 
Adults responsible for children who are infant through toddler should sign-in their child and 
indicate the names of the authorized person(s) to whom the child may be signed-out. Adults 
responsible for children age 2 through second grade should sign their child in and out of Sunday 
School and other children’s activities.  Picking-up children by non-authorized adults is forbidden.  


 
E. Supervision of Non-Classroom Activities 


 
At least two screened adults will be present for all non-classroom activities involving children 
and/or youth. Any meetings held in an individual’s home will be supervised by at least two adults 
who are not members of the same family.  Meetings held in an individual’s home must be pre-
approved by the child’s/youth’s parent or guardian. 


 
F. Counseling of Youth and Children 


 
In instances of youth or child counseling where circumstances dictate that counseling would be 
most effective on a one-on-one basis, an appropriate church paid staff person may meet 
individually with a youth with the knowledge of at least one other paid staff member.  At any 
counseling session with children or youth, the door of the room used should remain open for the 
entire session, unless there is glass in the door or wall which gives a clear view into the room.  If 
another adult is not in the building when the counseling occurs, the session should be moved to 
in a public place, such as a restaurant or outside where other people are present.  
NOTE 1: At the initial meeting, the counselor should first determine if they are qualified to 
address the child’s/youth’s needs effectively. Counseling should be limited to no more 
than three sessions. Referral to another more qualified counselor should be considered. 
NOTE 2: This is not meant to govern a licensed professional counselor in a paid 
counseling relationship with a child or youth. 


 
G. Time Following Group Events 


 
Following child/youth group events, it is inevitable that occasionally a child’s/youth’s 
transportation arrive after all other participants have departed. In those circumstances, a 
child/youth may unavoidably be supervised by one screened adult. Under these circumstances, 
the general rule requiring the presence of two screened adults is suspended and the screened 
adult is responsible for exercising his/her best judgment for the participant’s well-being 


 
 
 


V. 
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Transportation 
 


A. General Rules 
Transporting youth and children is an important concern.  Their safety can be at risk in a variety 
of ways.  Therefore, certain discretion must be used depending upon the event attended, the 
locale of the event, and the age group participating.  This Policy includes both Requirements and 
Guidelines.  When feasible, there should be adherence to the recommendations in the 
Guidelines.  It is expected that the Requirements will always be followed. 


 
B. Requirements 


 
1. Drivers must be known to the designated adult leader of the event. 
2. When a child/youth is transported in any vehicle, the driver must be either the child’s/youth’s 


parent/guardian, or a screened adult or a paid staff person who is at least 21 years old. 
3. When a child/youth is transported in a church-owned vehicle, the driver must be at least 21 


years of age. 
4. Drivers must have a valid driver’s license for the vehicle being operated. For example, if 


driving a church bus, a commercial license is required. A copy of the driver’s license should 
be on file at the church. 


5. Drivers must require that seat belts be used at all times and the number of passengers must 
not exceed the number of seat belts. 


6. Drivers should be advised of a designated route and should not deviate from it except in 
cases of emergency or road detours.  


7. When there is reason to believe it would not be safe for a youth to ride in a vehicle driven by 
another youth, the adults responsible should intervene and take reasonable steps to make 
alternative arrangements for all concerned. 


8. When a trip is planned and the destination is expected to be 100 miles or more from the point 
of departure, drivers are to be listed on an “approved driver list” maintained in the church 
office. 


9. Persons who regularly drive church owned vehicles are to be listed on an “approved driver 
list” maintained in the church office. 


10. In order to be listed on the “approved driver list” of drivers, a Motor Vehicle Record search 
must be conducted and the appointed clergy and supply pastors or his/her designee must 
determine if the record is satisfactory. 


11. Drivers will read and sign an acknowledgement form indicating that the Child Protection 
Policy has been read and will be followed (See Appendix IV).  


 
C. Guidelines 


 
1. Drivers should be accompanied by at least one other adult. 
2. Drivers should receive training for the church owned vehicle being operated. 
3. Youth who drive their own vehicles should be reminded regularly of the importance of vehicle 


safety. 
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VI. Trip and Retreat Supervision 
 


Trip and Retreat settings can call for different child/youth protection requirements depending on 
the circumstances.  What follows are Requirements and Guidelines of this Policy.  The 
Requirements should always be implemented.  Depending on the circumstances of the setting, 
who is in attendance, etc., some or all of the Guidelines should be implemented.  Those in 
charge of the trip or retreat should be mindful of both Requirements and Guidelines, in addition 
to applying their own wisdom to the needs of a given occasion.   


 
D. Requirements 


 
1. There will be at least two screened adults present for all trips, retreats and other events 


where the children and/or youth gather overnight at, or away from, the church campus. 
2. There will be at least one screened adult for each gender present at co-ed overnight events. 


At single gender overnight events, at least one of the two screened adults present shall be of 
the same gender as the child/youth. 


3. The person in charge of youth/children for each overnight trip and/or retreat shall carry 
parental permission slips including permission for emergency medical care.   
 


In a hotel type setting, rooms should be assigned as follows: 
1. Separate rooms for adults and child/youth should be assigned with at least two children/youth 


per room. 
2. Assignments should be made so that an adult room is between two children/ youth rooms. 
3. Adults should make random monitoring hall trips and room checks at night by two adults of 


the same gender as those being checked. 
 


E. Guidelines 
1. A hotel should be selected where the rooms open to the interior of the building (i.e., do not 


open to the outside). 
   


VII. 
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Responding to Allegations of Child Abuse 
 


A. Everyone in the church has a moral responsibility and a legal duty to report suspected abuse 
whenever it comes to their attention, regardless of where that abuse takes place. Reporting 
abuse is a form of ministering to the needs of those crying out for help.  Therefore, 
immediately notify the proper authorities (i.e., the local law enforcement agency in the 
jurisdiction in which the child/youth resides or in which the suspected abuse occurred and/or 
the appropriate department of children’s services). This is a requirement of the Florida 
“MANDATED REPORTER” law.  


B. Immediately, yet with dignity and respect for the sacred worth of the accused, remove the 
accused from further involvement with children and/or youth.  Once the proper authorities 
have been contacted and the safety of the child or youth is secured, the appointed clergy or 
other designated persons should inform the accused that abuse has been reported.     


C. If abuse is observed by, disclosed to, or suspected by a volunteer and/or paid staff member 
of the church, the observer shall report the incident immediately to the appointed clergy.  If 
the appointed clergy is not available, the matter should be reported to the District 
Superintendent. 
If the accused is the appointed clergy or a member of her/his family, the allegations shall be 
immediately reported to the District Superintendent and immediately reported to the proper 
authorities as required by state or local law.  The District Superintendent will take 
responsibility and act according to established rules of The Book of Discipline with respect to 
claims against a pastor.  If the District Superintendent is not available, the incident should be 
reported to the Bishop’s office in Lakeland. 


D. Notify the parents of the victim and take whatever steps are necessary to assure the safety 
and well being of the child or youth until the parent(s) arrive. NOTE: If one or both of the 
parents is the alleged abuser, follow the advice of the authorities concerning notification of 
others. 


E. Take all allegations seriously and reach out to the victim and the victim’s family. Show care 
and support to help prevent further hurt. Extend whatever pastoral resources are needed. 
Remember that the care and safety of the victim is the first priority. Respond in a positive 
and supportive manner to the victim and the victim’s family. 


F. The church should provide a supportive atmosphere to all those who are affected, offering 
both objectivity and empathy as it seeks to create a climate in which healing can take place. 


G. After having reported the suspected abuse to the proper authorities, the appointed clergy and 
supply pastors is to report the incident immediately to the District Superintendent.  If the 
District Superintendent is unavailable, the incident should be reported to the Bishop’s office.  


H. Keep a written report of the steps taken by the Church in response to the reported abuse. 
The report should be brief and contain only factual information relevant to the situation.  It 
should be kept in a secure place. It should be written in ink or typed to prevent it from being 
changed.  


I. Any contact with the media should be handled by a pre-determined spokesperson selected 
by the appointed clergy and supply pastors.  
NOTE: The Conference Communications Department is a good source of help when media 
questions arise.  The church spokesperson should generally convey a spirit of concern for the 
spiritual, physical, and emotional wellbeing of all who are affected, and that the matter is 
being diligently and appropriately handled.    


   
VIII. 
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Implementation 
 


Unless otherwise specifically stated, it shall be the responsibility of the Staff Parish Relations 
Committee to implement this Policy, to design and conduct future training, and to ensure the 
ongoing effectiveness of this Policy.   


The target date for full implementation of this policy is March 1, 2006.  
   


IX. Application 
 


All of those who participate in the life of this congregation and use its facilities – individuals, 
organizations, and groups within and outside this congregation -- are expected to respect, 
implement, and adhere to these provisions as a minimum.  


 
 





		II. Screening and Selection of Church Staff and Adult Volunteers 

		C. Open Door Policy



		VI. Trip and Retreat Supervision






 
John Wesley United Methodist Church 


Certificate of Insurance Questions and Answers 
 
 
Q: What is a Certificate of Insurance? 
Certificate of Insurance is a document issued by an insurance company or broker that verifies insurance 
is in place, including specifics such as limits and effective dates. JWUMC is required to obtain a certificate 
of insurance from any contractor performing a service on our premises or any outside user of the church 
facilities. 
 


Q: Why does JWUMC need a Certificate of Insurance? Doesn't the church’s insurance program cover 
everything that occurs on the premises? 
JWUMC may be held liable or have to defend a lawsuit for negligent acts of an outside user or 
contractor at our facility, even though the church has not participated in the negligent act. Settlement of a 
loss caused by the contractor or third party user is the responsibility of that contractor or group's 
insurance carrier. 
 


Q: When should the Certificate of Insurance be on file in the JWUMC church office?  
The certificate of insurance must be on file in the church office before contract work is commenced or 
before an outside group begins meeting on the premises. 
 


Q: How do I know if my event is being held by a third party and is not a church organization or church 
sponsored event? Some questions to consider include: 


• Does the church sponsor or have full control over the group or function? 
• Is the function open to all church members? 
• Does any money, costs, or fees flow through the church account? 
• Is the purpose of the function related to a ministry of the church? 


If the answer to any of the above questions is yes than contact the church office for further evaluation. 
 


Q: What things will JWUMC look for on a Certificate of Insurance? 
• Policy period is current and covers the time frame of the activity 
• General liability minimum limits of no less than $1,000,000. 
• The following must be specifically listed under "Additional Insured," 
 John Wesley United Methodist Church 
 1689 Old St. Augustine Road 
 Tallahassee, FL  32301 


John Wesley United Methodist Church and The Florida Conference of the United Methodist 
Church are named as additional insureds with respect to general liability insurance. 


 
NOTE: JWUMC and The Florida Conference of the United Methodist Church must be listed under 
“additional insured.”  When JWUMC and the Florida Conference of the UMC has "Additional 
Insured" status, the insurance policy of the third party must defend the church against claims that 
resulted from their activities on the church's property. It is NOT acceptable to be named as a 
"Certificate Holder" only.  
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