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Introduction: 
 

The Church Council is responsible for establishing policy regarding how activities are to be conducted 

at the church.  Policies are written to assist the congregation, church staff, boards, committees, and 

officers in carrying out their official duties while maintaining consistency and avoiding potential 

conflicts.  New policies and amendments may be considered and approved by the Council as 

recommended by the Bylaws Committee.   
 

Sometimes it is hard to distinguish traditions from policies.  Some of these recorded policies may be 

putting traditions in a more formalized format so that we may honor those traditions and not lose them 

over time as people forget.  These policies are to be used to guide the actions of The First 

Congregational Church of Auburn, United Church of Christ (referred to hereafter as FCCA/UCC) in 

its daily actions that affect its operations and business activities. 
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I. Alcohol Use Policy: 
 

In the interests of promoting the appropriate use of beer and wine, The First Congregational Church of 

Auburn (FCCA) has approved specific policies guiding the use of such beverages.  It is understood that 

offering beer and wine at church-related functions shall be incidental to, and not a focus of the event 

where provided. It is understood that beer and wine consumption shall be modest.      
  
Such policies are provided in order to promote social responsibility; to assure compliance with all 

applicable laws and regulations; and to assure that the FCCA is adequately protected under existing 

liability insurance policies.   
  
The FCCA allows limited use of beer and wine at certain authorized events on its premises.  With the 

consumption of beer and wine comes the expectation that all participants will conduct themselves in 

ways that adhere to all applicable laws concerning alcohol use in order to assure the safety of all church 

members and their guests.   
 

It is understood that where beer and/or wine are to be served on the premises of the FCCA, that all Rules 

and Regulations as stipulated below shall be adhered to and that an Alcoholic Use Agreement and 

Authorization as set forth in Form“A” of these policies shall be entered into prior to the event. 
 

Rules and Regulations:  
 

• Alcoholic beverages shall be limited to beer and wine only.  No other liquor shall be made available. 

• All applicable state, local, and federal laws and regulations with respect to alcoholic beverages shall 

be adhered to by the sponsoring event organizer and guests.  

• Beer and wine may only be served and consumed in Overmiller Hall, on the deck area near the 

Overmiller Hall, and in the parking lot at church approved events.  

• Church event sponsors must coordinate with the Finance Committee to obtain a one-day City issued 

alcohol license and provide liability insurance (see Form“A” Alcohol Beverage Use Agreement and 

Authorization). If alcohol is to be sold, a liquor license is also required. 

• Whenever beer and wine are served, non-alcoholic alternatives shall always be offered in ample 

quantity.  No embarrassment, discomfort or inconvenience should ever be experienced by those who 

prefer not to have alcoholic beverages. 

• One or more dedicated servers provided by the event organizer must be identified to staff the beer and 

wine table for the duration of the event and shall check for proper identification to ensure no one under 

twenty-one (21) is consuming alcohol.    

• The server(s) shall be in charge of properly serving and securing alcohol beverages at all times.  The 

bar servers shall monitor guests for excessive alcohol intake. 

• No minors are allowed in or near the bar area. 

• There is never a “self-serve” bar. 

• Additional alcoholic beverages brought to functions are limited to two 750ml bottles of wine or two 

beers.  A corkage fee may be charged for consuming these items. 

• No alcohol is permitted to be served/sold at events where the Guest of Honor is under twenty-one (21) 

years old.  

• The event organizer shall insure that their guests are in compliance with all church alcohol policies. 
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II. Facilities Use Policy: 
 

The First Congregational Church of Auburn’s church facilities are intended to be used to serve the church 

and local community in a way that reflects the positive values and ministry of the church.  The First 

Congregational Church of Auburn (FCCA) is a declared open and affirming church that practices non-

discrimination due to race, age, nationality, physical ability, marital status, family configuration, mental 

ability, economic status, sexual orientation, gender identity and/or expression, religion, faith or creed.   
 

Church Programs are programs sponsored by the church to directly further the mission and values of the 

congregation.  Renters are people and organizations that use the facilities and pay the church rent to do 

so.  Renter Programs do not require prior Church Council approval.  It should be recognized that the use 

of church facilities is at the sole discretion of The Church Council. The church reserves the right to 

withdraw permission to utilize its facilities for a program that may be ongoing at any time.  A 

Facilities/Rental Agreement (see Form “B”) must be filled out and submitted by event organizers to the 

Office Manager.  The General Facilities Rules and the When Food Is Served Rules (see below) apply to 

all facility users.   

 

In addition, the following rules shall apply to each group: 

• All users shall notify the church office if there is a change in times or plans for use of the facility, or if 

the facilities will not be used as agreed upon.   

• Emergency use by a priority user (such as a funeral) may necessitate cancellation, rescheduling use or 

moving a group from its assigned room to other areas of the building.  The church accepts no 

responsibility or liability for any inconvenience or damage that this may cause.  The church office will 

attempt to notify affected groups in advance.  

• The Office Manager shall maintain a schedule of fees to be charged when applicable.  The list shall be 

reviewed by the Finance Committee annually.   

 

Church Programs:  Church programs are generally organized by the Special Events Committees or the 

Special Conferences and Lectures Committee.  A church member or group may also organize a program 

(such as a short-term book study) as approved by the Church Council. The program facilitator must fill 

out and complete the first page of the Facilities Use/Rental Agreement (see Form “B”) and submit it to 

the Office Manager prior to the event.  If there is a conflict in facilities use, the Office Manager will work 

with the program sponsor to find another time for the program.  
 

Since all church programs are to be authorized by the Church Council, it is recommended that such 

programs be scheduled at the September Church Council scheduling meeting and that the Facility 

Use/Rental Agreement form be completed at least six weeks in advance.  Facility use fees will not be 

charged for church member’s weddings, funerals, or memorial services.  Non-members, however, will 

be charged for such services at the church approved rental rates.  In case of a hardship/special need, the 

pastor may waive fees for non-members at his/her discretion.    

 

Renters:  Individuals and organizations that desire to rent all or some of the church facilities should first 

contact the Office Manager to ascertain whether the facilities are available.  If the facility is available, 

the renter must complete a Facility Use/Rental Agreement (see Form “B”) and return it to the Office 

Manager.   
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General Facilities Rules and Regulations:  
 

• Drug use or any other illegal activities and use of improper language or conduct of any kind is 

prohibited on church property.  Smoking may only take place within the outdoor designated area 

located west of Overmiller Hall away from potential fire hazard areas. 

• The person in charge of the event is required to check with church staff both before and after the 

event and be available to church representatives during the event (per Form “B”). 

• Subleasing is not allowed. 

• Rental times must include your set-up and take-down/clean-up time.  The room will be set up to 

your specifications prior to your arrival.  Take-down/clean-up includes removing any garbage 

and food remains. 

• Alcoholic beverages are not allowed unless permitted under the Alcohol Use Policy and an Alcohol 

Beverage Use Agreement and Authorization is entered into (See Form “A”).  

• Use of any portion of the facility shall conform to City of Auburn and Placer County fire and 

safety regulations.  

• When any facility use requires special permits—these permits must be obtained by the user at the 

user’s expense.  A copy of all permits shall be provided to the church office prior to the event.   

• Storage is not available.  Rented items shall be delivered and picked up the same day as the event.  

Any other arrangements must be approved by the Church Office Manager prior to the rental date.  

• If the facility is to be decorated—decorating shall be temporary, non-damaging, and non-

hazardous.  When banners, mobiles, hanging symbols, and other liturgical art are present in the 

sanctuary, they may only be moved with prior consent of the Pastor and an additional fee may be 

required.  

• Decorations must be UL approved and flame retardant.  Existing wire is available for hanging 

decorations.  The use of nails, tacks, scotch/duct tape or staples are not permitted.  No clips are 

to be attached to any wall or wall pads.  Only blue or green masking tape can be used and must 

be removed immediately after use.  Decorations and/or any type of wire or cord may not be hung 

or draped on any light fixture inside/outside the facility. 

• Use of and/or moving stationary musical instruments must be approved in advance by the Music 

Director.  

• All facility users shall respect the church's neighbors.   

• Illegal parking, loud noises, and related activities are prohibited.  

• Throwing rice, confetti, birdseed, or similar material is prohibited on the premises.  

• Food service is limited to the kitchen, back deck, parking lot, and Overmiller Hall, unless 

approved by the church office in advance.  

• Barbecuing for non-church functions requires pre-approval by church staff and is restricted to 

designated outside grass areas and not on the deck.  All outside cooking must be prearranged with 

church staff.  The area must be left clean after use.  Barbeque grills shall be provided by guests 

and shall be restricted to gas burners.  Charcoal is not permitted. 

• No event shall continue past 10:00 pm. without advanced permission from the Pastor.  

• Only church staff can move the room dividers (when dividers are present).  If the renter moves 

the room divider, damage may occur and it is the responsibility of the renter to pay for all 

damages. 
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• The FCCA is not responsible for lost or stolen items and will not be responsible for any items 

delivered before or left after an event. 

• Sitting or standing on tables is not permitted.  Renter will be fully responsible for any damage 

caused to tables, chairs, or buildings. 

• Renters will also be responsible for any damage to church facilities and buildings. 

• Church office equipment may be used only for business relating to this church and the wider 

church, except by special permission of the Pastor. 

• If a key is lost or stolen, it must be reported to the Church Office Manager immediately.  

• Any damage to church property or equipment shall be immediately reported to the Church Office 

Manager or event coordinator.  

• All facilities shall be cleaned and restored to the condition in which they were found.  This 

includes cleaning dishes and coffeepots.  Cleaning of linens and towels used for church events is 

the responsibility of the church. Nothing that would attract ants and other pests should be left 

inside the building.  

• Renters are to provide their own linens, dishes, silverware, and cooking and serving utensils. 

• The restrooms must be left in a clean and orderly condition.    

• At the conclusion of an event, the building is to be secured by closing and locking all windows, 

locking doors, and turning lights off. 

• Use of the Overmiller Hall sound system and microphone must be approved as part of the rental 

agreement. 

• Use of the sound system in Church Sanctuary requires a sound engineer to be present to run the 

soundboard. 

• For all services and receptions all applicable FCCA policies and procedures shall apply.  These 

include but are not limited to facilities use and video/photo practices. 

 
When Food Is Served Rules and Regulations:  
 

The FCCA is committed to having as low an impact on the environment as possible.  To that end, we 

encourage all facilities users to practice the following: 

• Utilize real dishes and silverware when possible. 

• Recycle wherever possible. If you must use disposable products, please consider utilizing 

products that may be composted.  

• A security deposit of $500 is required for all rentals.  When food is to be served it is expected 

that the kitchen facilities will be cleaned to their original condition.  If cleaning services are 

required, the deposit may be used in full or part to pay for necessary cleaning services.  
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III. Financial Policy: 
These policies are intended to allow for sufficient flexibility in the management of the churches’ financial 

assets.  The policies are also designed to facilitate checks and balances to protect the church. 
 

 Stewardship and Budget Procedures: 

• The annual budgeting process shall start during August or September when Boards begin to plan 

their activities necessary to achieve next year’s goals.  Many of the Church Boards have sub-

committees that need to be consulted as a part of the budget process. 

• The Personnel Committee must meet by September 15th to determine any impact changes in 

salaries and benefits might have on the next year’s budget. 

• Input from the Boards and Committees is then used in the development of the Preliminary Budget 

that is developed the first week in September. 

• The Treasurer makes note during the year of needs that may not have been addressed and any 

new programs and activities that will need funding in the subsequent budget. 

• The Council Calendaring Meeting held in early September should also be used in determining 

future needs.  This meeting will decide the events that will occur during the subsequent year.  This 

will tell us which events and activities will need funding as well as which fund raising events can 

be counted on to supplement our income.  The meeting will also help the Boards decide upon 

their goals and activities for the next year. 

• Once the Preliminary Budget is established, with input from all Boards, specific stewardship 

goals can be established.  Stewardship goals take the form of hard numbers of pledging units and 

average pledge dollars per pledging unit totaling the Preliminary Budget. 

• This information is included in a letter to the congregation explaining the Stewardship Program.  

This letter is mailed the last week of September together with pledge cards.  The Stewardship 

letter should be signed and mailed ten days prior to the first Stewardship Sunday.  

• The Stewardship Program includes a theme that generates enthusiasm throughout the church 

membership and takes place during September and October.   

 

The Final Budget Meeting: 

• The Final Budget Meeting is attended by the same representatives as the Preliminary Budget 

Meeting.  With final income numbers each line-item is reviewed and adjusted to meet the 

established income.  This meeting must occur the first week in January in order for the Final 

Budget to be reviewed, adjusted, and approved by the Church Council at its January meeting. 

• Once the Final Budget is approved by the Church Council (mid-January), a one-week 

congregational review period is provided.  The proposed budget is available for review in the 

church office.  The Congregational Meeting is scheduled for the fourth week in January when the 

Final Budget is reviewed and approved by the congregation. 

• Any changes to the current budget must be approved by the Church Council and congregation. 
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Investment Policies and Cash Asset Management: 

The First Congregational Church of Auburn seeks to integrate its financial asset management 

responsibilities with the mission of the congregation through fiscally prudent investing with 

consideration given toward socially responsible investments. 

 

Short-Term Funds: 

1. Daily Operating Funds—These funds shall be deposited in the church checking account.  As cash 

flow requirements exceed available funds, funds will be transferred from the Vanguard Money 

Market Fund to the checkbook.   

2. Vanguard Money Market Fund—short-term money available to supplement the operating funds 

when necessary. 

 

Long-Term Funds: 

1. Vanguard Short-Term Bond Index Fund—For large expenses such as outside contractors or large 

purchases, funds shall be transferred from the Vanguard Short-Term Bond Index Fund to the 

checkbook for disbursement. 

2. Long-Term Reserve Fund—Vanguard Wellington Fund 

 

Income: 

Income from these accounts is transferred yearly in December.  Allocation of funds to be decided    

by the Finance Committee. 
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IV. Memorial and Funeral Services Policy: 

 
The First Congregational Church of Auburn (FCCA) makes its facilities and pastor available to the 

community (subject to schedule conflicts) to offer counsel in the grieving process and to plan and hold 

memorial services and funerals.  

  

Procedural Regulations: 

• In normal circumstances, the FCCA pastor shall officiate at all funeral and memorial services 

held in FCCA.  

• The pastor of FCCA will set the parameters for the design and conduct of all services. Matters 

such as, but not limited to, casket display, use of auxiliary personnel, music, presentations and 

eulogies will be decided upon through consultation with the pastor.  

• All facility use policies of FCCA (including facilities use costs) must be followed.  When the 

one who has died or when a surviving relative is a FCCA member or active participant in the 

life of FCCA, no donation is expected for the services of the pastor.  When there is no direct 

relationship with the church, there is a fee for the services of the pastor.  The fee schedule will 

be set by the Finance Committee in consultation with the FCCA pastor, in accordance with 

applicable FCCA Policies and Procedures.  

• The church pianist/organist shall have “right of first refusal” on all funerals and memorial 

services conducted in FCCA.  The pianist/organist is always paid by those arranging the 

funeral/memorial service.  The fee schedule for the pianist/organist will be set by the Finance 

Committee in consultation with the pianist/organist.   

• For all services and receptions, all applicable FCCA policies and procedures shall apply. 

These include, but are not limited to, facilities use, and video/photo practices. 

• Use of the Overmiller Hall sound system and microphone must be approved as part of the 

rental agreement. 

• Use of the sound system in Church Sanctuary requires a sound engineer to be present to run 

the soundboard. 
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V.  Memorial Gardens Policy: 

 

The First Congregational Church of Auburn (FCCA), through the authorization of its congregation has 

duly established, set aside, and dedicated Memorial Gardens.  The purpose of the Gardens is to provide 

a single and fitting place for the internment of the ashes of members or former members of FCCA, their 

spouses, parents, or children. 
 

 

Regulations: 

• No new markers or any other individual identification of the persons interred therein shall be 

placed in the Memorial Gardens.  In addition, no distinction shall be observed as to the sites of 

burial with its confines.  The recording of each internment may be done by the placing of a brass 

ribbon inscribed with the name of the deceased on a plaque in the Narthex of FCCA if the family 

wishes.  The office will order the brass ribbon but it is the responsibility of the family to pay for 

the ribbon. 

• Prior requests for internment in the Memorial Gardens may be made by members of FCCA, their 

spouses, parents, and children on a special form available for this purpose provided by the church 

office. 

• Requests for internment may also be made by the family of a deceased member.  The church 

office will make appropriate arrangements. 

 

 

VI.    Financial Records Retention Policy: 

 

It is the policy of The First Congregational Church to keep the following records for a period of seven 

years: 

1. Accounts Payable Records:  Claims and disbursements, expenses, accounting, bookkeeping, and 

paid invoices. 

2. Accounts Receivable Records:  Membership contributions, pledges, offering records. 

3. Bank Deposits, Ledger, Slips, Statements. 
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VII.  Safe Church and Security Policies: 
 

In adopting these policies, The First Congregational Church of Auburn (FCCA) seeks to establish norms 

and guidelines that will make our congregation a safe space for all, especially those who are most 

vulnerable in our congregation.  
 

A. Definition of Terms:   
 

Child Abuse:  When a child is injured physically, sexually, emotionally, or through neglect.  

• Physical abuse is an injury that is inflicted by other than accidental means on a child by another person 

(e.g. injuring a child by hitting, shaking, biting, or throwing objects).  

• Sexual abuse is an act of sexual assault on and the sexual exploitation of children (e.g. sexual contact 

with a minor or the use of children in sexual films or pictures).  

• Emotional abuse is an attack on a child’s emotional and social development (e.g. belittling, threatening, 

yelling, humiliating, ignoring, blaming or otherwise emotionally mistreating a child).  

• Neglect is the failing to provide adequate food, clothing, shelter, nurture, and/or supervision.   
 

Companion Adult:  An adult who does not have any criminal convictions and who has been approved by 

the Pastor to fill this ministry.  A Companion Adult will accompany a registered sex offender while on 

the property of the FCCA or while attending an event sponsored by the FCCA or while representing the 

FCCA.   
 

Elder Abuse:  Any physical abuse, neglect, financial abuse, abandonment, isolation, abduction, or other 

treatment resulting in physical harm or pain or mental suffering of a vulnerable or elderly person.   

• Abandonment: The desertion of an elder by someone who is a caregiver.  

• Abduction: The removal, without the consent of the conservator, of a conservatee to another location.  

• Financial Abuse: The illegal or unethical exploitation and/or use of an elder’s funds, property, or other 

assets.  

• Isolation: The intentional preventing of an elder from receiving mail, telephone calls or visitors.  

• Mental Suffering: The infliction of fear, agitation, confusion through threats, harassment or other forms 

of intimidating behavior.  

• Neglect: The failure to fulfill a caretaking obligation such as assisting in personal hygiene, providing 

food, clothing or shelter, protecting a person from health and safety hazards, or preventing malnutrition.  

• Physical Abuse: The infliction of physical pain or injury, sexual assault or molestation, or use of 

physical or chemical restraints for punishment without, or beyond, the scope of a doctor's order.  
 

Pastor:  A person who holds ordained ministerial standing or has been commissioned or licensed by an 

association of the United Church of Christ or region of the Christian Church (Disciples of Christ). 
 

Member Minister(s):  A person engaged by the church to carry out its ministry.  Member Minister includes 

elected or appointed leaders of the church, employees, and volunteers, as well as Pastors and Ministers-

In-Training.      
 

Ministers-In-Training:  A person who is a student who works at the FCCA as part of his/her training to 

become a Pastor, typically as a part of a Master of Divinity program.   
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Ministerial Relationship:  The relationship between one who carries out the ministry of the church and 

the one being served by that ministry.   
 

Minor:  As used in these policies, the term “minor” means any child or youth under the age of eighteen.  

The terms “child(ren)” and “youth” are used much more loosely; “youth” generally meaning someone in 

Middle School, Junior High School, or Senior High School; “child” generally meaning those who are 5th 

grade or younger.   
 

Sexual Exploitation:  Sexual activity or contact (not limited to sexual intercourse) in which a minister 

engaged in the work of the church takes advantage of the vulnerability of a participant by causing or 

allowing the participant to engage in sexual behavior with the minister.   
 

Sexual Harassment:  Repeated or coercive sexual advances toward another person contrary to his or her 

wishes.  It includes, but not limited to, behavior directed at another person with the intent of intimidating, 

humiliating, or embarrassing the other person, or subjecting the person to public discrimination.  

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 

nature constitute sexual harassment when:  

• Submission to such conduct is made either explicitly or implicitly a term or condition or 

circumstance of instruction, employment, or participation in any church activity;  

• Submission to, or rejection of, such conduct by an individual is used as a basis for evaluation in 

making personnel or church-related decisions affecting an individual; or  

• Such conduct has the purpose or effect of unreasonably interfering with an individual’s 

performance or participation in church activities or creating an intimidating, hostile, or offensive 

work or church environment.  Prohibited sexual harassment includes unsolicited and unwelcome 

contact that has sexual overtones, particularly:  

1. Written contact, such as sexually suggestive or obscene letters, notes, email, or 

invitations;  

2. Verbal contact, such as sexually suggestive or obscene comments, threats, slurs, 

epithets, jokes about gender-specific traits, or sexual propositions;  

3. Physical contact, such as intentional touching, pinching, brushing against another’s 

body, impeding or blocking movement, assault, coercing sexual intercourse;   

4. Visual contact, such as leering or staring at another’s body, gesturing, or displaying 

sexually suggestive objects or pictures, cartoons, posters, or magazines;  

5. Repeated expression of sexual interest after being informed directly that the interest 

is unwelcome and using sexual behavior to control, influence or affect the career, 

salary, work, learning, or worship environment of another.   
 

Social Media:  Any form of on-line publication or presence that allows interactive communication, 

including, but not limited to, social networks, blogs, Internet websites, Internet forums, and wikis.  

Examples of social media include, but are not limited to, Facebook, Twitter, YouTube, Google+, and 

Flickr.  

 

Vulnerable Persons:  Someone who is at risk of abuse or harm due to life circumstances. This includes 

children, youth, and people who are homeless, mentally ill, mentally handicapped, frail, and/or elderly.  
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B. Abuse, Exploitation, and Harassment Prohibition:   

As a community of Christian faith, the FCCA is committed to creating and maintaining programs, 

facilities, and a community in which members, friends, staff, and volunteers can worship, learn, and work 

together in an atmosphere free from all forms of discrimination, harassment, exploitation, abuse, and 

intimidation and that such behavior is prohibited by church policy.  It is the intention and responsibility 

of the church to take whatever action may be needed to prevent and correct behavior that is contrary to 

this policy and, if necessary, to discipline those persons who violate this policy.   
 

If any person has a concern that this policy has been or is being violated, she/he should make this concern 

known in writing to the Pastor, Moderator, or Vice-Moderator.  The Pastor/Church Officer then has the 

responsibility to investigate the issue raised, take appropriate action, and monitor the issue through 

resolution.  If not resolved by the Pastor/Church Officer, the issue will then be addressed by the Church 

Council (or by the Personnel Committee if an employee may be violating this policy).  

 

C.  Ministerial Conduct: 

The Pastor(s), every employee, all elected and appointed lay leaders, and every volunteer are Member 

Ministers of this congregation.  As such, each is responsible for understanding the ways in which their 

words or actions may affect others.   
 

Sexual Exploitation or Sexual Harassment, of parishioners or others, by anyone engaged in the ministry 

of the FCCA is unethical behavior and will not be tolerated within this congregation.  All Member 

Ministers of the church may sometimes deal with individuals who are emotionally or personally 

vulnerable in some way.  It is important that every Member Minister of the church be adequately prepared 

and educated for the ministry in which they serve others, and to understand the ways in which their 

actions may impact those who may be vulnerable to their use or misuse of power.   
 

It is the policy of the FCCA to encourage its Member Ministers to nurture safety within Ministerial 

Relationships by being attentive to self-care, education, boundary issues, and the importance of referring 

those in need to supportive and helpful resources.  

  

D.  Vulnerable Persons Protection:  The FCCA is committed to providing a safe and healthy 

environment in which all people in all stages of life can learn about and experience God’s love.  In order 

to ensure this, we establish the following guidelines:  

• All Member Ministers who work with minors and/or work with vulnerable adults will have been 

members or associate members of the FCCA for at least six months, or if not members, have 

regularly and frequently associated with the FCCA for at least one year. An exception to this 

guideline is that Pastors and Ministers-In-Training may work with minors as soon as they have met 

the other provisions of this Policy.  

• All Member Ministers who work with children and youth and/or vulnerable adults will complete a 

volunteer clearance review that will include:  completing and submitting a Background Screening 

Agreement (see Form “D”); a background check (see Form “E”); and a review of the Safe Church 

and Security Policies and all other relevant policies.  Background checks (to include criminal 

background checks) and a review of the Safe Church and Security Policies will be completed and 

secured by the Office Manager and must be repeated every three (3) years for a Member Minister 

to continue to work with children, youth, and/or vulnerable adults.  Having a criminal record does 

not necessarily disqualify someone from ministering with children, youth, and/or vulnerable adults 
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except if the criminal record includes crimes against a child, crimes against a vulnerable adult, or 

crimes of a sexual nature.  
 

If, as a result of the volunteer clearance review the Pastor deems it necessary, a volunteer may be refused 

permission to minister with children, youth and/or vulnerable adults or the Pastor may limit the type of 

work a Member Minister may do.  For ministers wanting to volunteer to drive minors, the criminal 

background check that takes place at least every three years will also include a driving record check.  

 

The following paperwork relating to this volunteer clearance will be kept in a locked file cabinet:  (1) the 

signed Covenant for Working with Vulnerable Persons (see Form “C”); and (2) the Background 

Investigation Checklist (see Form “E”) signed by the Pastor and either the Moderator, Chair of the Board 

of Faith Formation, or Director of Children, Youth, and Family Ministries, stating that the background 

check was completed, the date completed, and any notes about the content of the background check that 

the Pastor and Chairperson of the Board of Faith Formation deemed appropriate.  Other paperwork 

relating to the background check will be shredded upon review of the Pastor and Chairperson of the 

Board of Faith Formation, or if the Member Minister so requests will be returned to the Member Minister 

by United States mail.   
 

• It is the policy of this church to provide adequate supervision and safeguards for all youth 

activities.  Supervision should also be maintained before and after the event until all children are 

in the custody of their parent or legal guardian.  When working with children under the age of 

ten, adequate supervision for trips or church sponsored activities would usually be a ratio of one 

adult to five or six children; and no fewer than two adults.  When working with children over the 

age of ten, adequate supervision would usually be a ratio of one adult to nine or ten children, and 

always at least three people present (at least one adult and two youth or two adults and one youth). 

Exceptions to this guideline could occur in the following:  while conducting Sunday School for 

youth ten and under (when adequate supervision can be one adult and one youth of a minimum 

age of fifteen years of age); while waiting for youth to be dropped off or picked up from an event 

(one adult supervisor is acceptable), when transporting youth from or to an activity (one adult 

supervisor is acceptable); when acting as a mentor for the Confirmation Program (it is acceptable, 

with parent permission, for the mentor to interact with the youth without another adult present); 

or in cases where a youth needs to speak with an adult on a “sensitive issue”.  

• For all overnight activities:  there will be at least two adults (unrelated by marriage) present; 

there will be at least one male and one female adult present if both boys and girls are present; if 

only children/youth of one gender are present, only adults of that gender need be present.  

• Written consent in the form of a permission slip and medical/travel/photo release form signed 

by a parent or guardian will be required for all children and youth group activities off the church 

property and all overnight activities (see Form “F”).  The Board of Faith Formation will establish 

the wording for permission slips and medical and travel release authorizations, and modify them 

as they deem appropriate.  
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E.  Transportation of Minor Persons:   

Any person who transports children and youth in their cars as part of a ministry of the FCCA is a Member 

Minister working with children and youth and must meet all the requirements of the Child and Youth 

Protection Policy.  In addition, they must:  

•  Be at least twenty-one years of age.  

•  Sign a Volunteer Vehicle Use form (see Form “H”).  

•  Every three years provide the church with a copy of their driver’s license and the front page of 

their automobile insurance policy that lists their coverages. This paperwork will be filed by the 

Office Manager in a secure location.  The Office Manager will create and maintain a list of people 

approved to transport vulnerable persons in their cars.   
 

Safety is the priority while transporting children and youth.  Seat belts must be worn by all individuals 

at all times.  All laws regarding seat belts, car seats, mobile phones, etc. will be followed.  The Board of 

Faith Formation will prepare and annually review rules and procedures relating to accident 

circumstances.   
 

The FCCA will reimburse Member Ministers who transport children and youth as part of the church’s 

Children and Youth Ministry for transportation costs at the rate allowed by the Internal Revenue Service. 

  

F.  Sunday School and Youth Group Discipline: 

An orderly classroom is as essential to learning in the Sunday School and Confirmation Class settings as 

it is in the academic school system.  Similarly, behavior that fosters community and is respectful of others 

and self is important in youth fellowship activities.  If a Member Minister working with children and/or 

youth feels that a minor’s behavior is disruptive and/or endangers the well being of self or others, that 

Member Minister may return the minor to his/her parent or guardian (if present at the time) or may call 

the minor’s parent or guardian so that the child may be picked up.  The Member Ministers will work with 

the minor and the minor’s parents/guardians to allow for a safe return to the activities of the group at a 

future time.  

 

G.  Other Organizations/Groups:   

All outside organizations/groups shall receive a copy of the Safe Church Policy and must insure their 

participants adhere to this policy.  Any violations of the policy must be reported to the proper community 

authorities and the Church Pastor. 

 

H.  Other Requirements for Employment:  

Before an offer of employment is made to any individual, a comprehensive background check, including 

a criminal records check, will be completed (see Forms “D” and “E”). Pastors and Ministers-In-Training 

will attend boundary workshops per Northern California Nevada United Church of Christ Conference 

policy as required by the judicatory(ies) in which they have standing. CPR training is recommended for 

all paid staff and required for those employed to work with minors. 

  

I.  Internet Safety:   

The First Congregational Church has found that email and the web to be vital tools for ministry.  To keep 

all those who use the Internet safe, we establish these guidelines:  
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• Persons under fifteen years of age using computers owned by the church must be accompanied 

by an adult during the entire time they are using the Internet.  

• Photographs of minors may be published on the church’s website, Facebook page, etc., and in 

brochures and other publications unless a parent/guardian does not sign the photo release portion 

of the Sunday School or Youth Group Regulation and Release form.  The Board of Faith Formation 

is responsible for creating this form. Any person of any age and any parent/guardian of any minor 

may request that a specific picture be removed from the church’s website, Facebook page, etc., 

and/or that a picture not be used in future brochures or other publications; the church will respond 

to this request as quickly as possible.  

• Any person accessing inappropriate websites on a church computer will be asked to exit the 

program and may be barred from using the church computer again. 

• The Board of Faith Formation may limit how their computers can connect to the Internet and/or 

what sites on the Internet can be accessed.  

• The church will install spam blockers on staff computers to minimize the possibility that they 

will be bothered by offensive emails.  

• Email should not be considered a confidential means of communication.  

• The church will install virus protection software on the church’s computers to help reduce the 

risk of spreading viruses and worms and to help protect data on the church’s computers.  

 

J.  Social Media Safety:  

Social media technology can serve as a powerful tool to enhance discipleship, education, communication, 

and learning.  It is expected that all users of social media, when communicating or interacting with adults 

and/or youth, will do so in a manner that upholds the values of the FCCA.  It should be noted that social 

media can be used in a hurtful or harassing manner.  Special care should be taken when posting photos, 

videos, etc., from church events on/via social media.  The Policy Prohibiting Abuse, Exploitation, and 

Harassment applies to social media interaction.  
 

This Policy is meant to provide general guidance and may not cover every potential social media 

situation.  Should any questions arise, please consult with the Pastor.  

  

K.  Suspected Child/Elder Abuse Reporting and Response:   

The child abuse and elder abuse reporting laws in California state that Pastors are mandated reporters; it 

is the responsibility of all Pastors of the FCCA to report any reasonable suspicion of child or elder abuse 

to the appropriate authorities.  While other Member Ministers of this congregation may not be mandated 

reporters of suspected abuse, the reporting laws encourage them to report their suspicions and protect 

them when they make such a report in good faith.  In establishing this policy, the FCCA hopes to empower 

such reporting as a matter of gospel justice.   
 

Reasonable suspicion means that it is a suspicion that a reasonable person would have, based on the facts 

and drawing on that person's experiences and training.  Therefore, not all people would necessarily come 

to the same suspicion.  We are not all expected to be experts.  It is not our duty to investigate suspicions 

of abuse.  Our duty lies in appropriately reporting so that the vulnerable will be protected.   
 

When a Member Minister develops, in the course of their ministry, a suspicion of abuse, he/she should 

report their suspicion to the Pastor (or in the Pastor’s absence, the Moderator) as soon as possible.  Such 

a suspicion will be responded to in accordance with the Response Plan below.  Any inappropriate conduct 
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or relationship between a Member Minister and a child or youth should be reported to the Pastor (or in 

the Pastor’s absence, the Moderator) and responded to in accordance with the Response Plan below.   

 

Care should be taken to avoid prejudging the situation, but all suspicions of abuse will be taken seriously.  

All suspicions of abuse will be handled forthrightly with due respect for the privacy of the individuals 

involved.  All care will be taken to avoid accusatory attitudes and statements.   
 

The church’s first responsibility is to the vulnerable and to the potential victims of abuse.  Pastoral care 

will be available to the suspected abuser and his/her family if doing so does not conflict with this first 

responsibility.  Nonetheless, the suspected abuser should be supported and treated with dignity.   

 

L.  Suspected Abuse Response Plan: 
 

The Pastor (or in the Pastor’s absence, the Moderator) will contact the appropriate governmental agencies 

(e.g. Child Protective Services, Adult Protective Services, a police department) and make verbal and 

written reports of the suspected abuse.  The police department will always be contacted if there is a 

suspicion that a child or elder is in immediate danger.  
 

In a case of suspected child abuse when a parent/guardian is not suspected of committing the abuse, the 

Pastor (or in the Pastor’s absence, the Moderator) will notify the child’s parent(s)/guardian(s).  
 

In a case where the person suspected of abusing another may have done so on church property and/or in 

conjunction with a ministry of the church, the Pastor (or in the Pastor’s absence, the Moderator) will 

contact the church’s insurance company, the church’s attorney, and the appropriate member of the 

Conference staff.  
 

In a case where the person suspected of abusing another may have done so on church property and/or in 

conjunction with a ministry of the church, any or all of the following may take place:  

 The person suspected of abusing another may be called upon for a conference with the Pastor.  

 The person suspected of abusing another may be reported to the proper authorities.  

 The person suspected of abusing another may be removed from working with children and youth.  

 The person suspected of abusing another may be asked to absent himself/herself from the church 

while the suspicion is being investigated by the authorities.  
 

All members and friends of the FCCA will cooperate fully with civil authorities under the guidance of 

an attorney, which will be retained on an as-needed basis.  
 

If requested, the Pastor (or in the Pastor’s absence, the Moderator) will take steps to protect, to the best 

of his/her ability, the anonymity of the person who brings the suspected abuse to the Pastor’s (or in the 

Pastor’s absence, the Moderator’s) attention.  
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M.  Registered Sexual Offender:   

It is possible that a registered sex offender may desire to attend (and perhaps unite in membership with) 

the FCCA.  While not all registered sex offenders pose a risk to others, the FCCA has decided to err on 

the side of safety and to protect the most vulnerable in our community of faith.  Therefore, the FCCA 

establishes these guidelines:  

• All registered sex offenders are required to make that status known to the Pastor(s) of the FCCA.  

(see Policy and Procedures for obtaining and completing Background Checks).  This information 

is not confidential and will be shared by the Pastor with anyone he/she deems necessary, including 

but not limited to the Moderator, Vice- Moderator, Chair of the Board of Faith Formation, and the 

Office Manager.  

• Anyone who is a registered sex offender will always be in the company of a Companion Adult (as 

defined above) while on the property of the FCCA or while attending an event sponsored by the 

First Congregational Church or while representing the FCCA in any capacity.  It is the responsibility 

of the registered sex offender to schedule the presence of a Companion Adult when needed.  

• Registered sex offenders may not work in any volunteer or paid capacity with our children and 

youth ministry programs (e.g., Sunday School, youth groups, confirmation class).  

• A person convicted of committing a crime against children may, by vote of the Church Council, 

be banned from participating in any church activity at which children may be present, including 

worship services. 

  

N.  Fire Prevention, Safety, and Security:   

The FCCA is committed to providing a safe and secure facility for its congregation and community.  Our 

church policy is to establish and maintain a permanent Fire Prevention, Safety, and Security Committee 

responsible for the overseeing of the fire prevention, safety, and security procedures.  Policies established 

for fire prevention, safety, and security are divided into three areas:  safe church, fire prevention, and 

property building security.  The Committee is to be established by the Council. 
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VIII.  Video Taping and Photography in Worship Policy: 
 

Rules and Regulations: 

 In worship services, photos and/or video cameras will be allowed at the discretion of the Pastor.  

 

 

IX.  Website Policy: 
 

The First Congregational Church of Auburn (FCCA) website (www.1ccauburn.org) allows the church to 

reach out to visitors and members alike by providing information that describes who we are, who we 

represent, and what our mission is.  It serves as a useful resource to all who wish to use it. 
 

Rules and Regulations: 
 

 The FCCA website is established for the following purposes:  

◦ Primary – To provide website visitors with information as to who we are, who we represent, 

and our mission and purpose.  

◦ Secondary – As a resource to all users.  

 The content (information, symbols, links, etc.) and design of the website is the responsibility of 

the Church Council.  The Council may authorize the Pastor, Moderator, and/or the Vice-

Moderator to direct the Webmaster to make Council approved changes.   

 The website will be maintained by the Webmaster.  The Webmaster will be a volunteer position 

and the candidate will be approved by the Church Council.  The position will be reviewed each 

year and approved by the Church Council with no term limit to the position.  

 Any request for changes to the website that are deemed to be questionable or possibly 

controversial will be referred to the Church Council for a decision.  All decisions will be based 

on the best interests and protection of the FCCA, the purposes of the website, and any relevant 

safe church policies relating to the website. 
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X.  Wedding Policy: 
 

Rules and Regulations: 
 

• The First Congregational Church of Auburn (FCCA) Pastor has final authority as to whom he/she 

will marry.  After consultation with the couple, any person may be married in our church or 

chapel.  The wedding service may be between a different-gender couple or between a same-

gender couple.   

• Couples who seek to be married at FCCA, will meet all the requirements of the pastor, including 

premarital counseling and planning sessions.  A pastor of FCCA will approve all wedding 

ceremonies.   

• Couples shall comply with the church’s Facility Use Policy (including facilities use costs).  When 

sanctuary banners, mobiles, hanging symbols and other liturgical art are present, they may only 

be moved with prior consent in consultation with the Pastor.  An additional fee may be required.  

• When the couple has no direct relationship with the church, a fee shall be charged for the services 

of the pastor, set by the pastor in consultation with the Personnel Committee.  When either of the 

persons being married are a church member(s) or active participant in the life of the FCCA, the 

fee for the service of the pastor will be half that charged to non-members.  Fees for the pastor are 

paid directly by the couple.  

• Fees for the Wedding Coordinator and Pianist/Organist will be set annually by the Finance 

Committee.  The Wedding Coordinator and Pianist/Organist will each be paid directly by the 

couple. The services of the Wedding Coordinator (see Wedding Coordinator Procedures Check 

List) are required, unless waived by the pastor.  The Church Pianist/Organist shall have “right of 

first refusal” for weddings held at FCCA.  

• All wedding receptions held at FCCA shall comply with the Facilities Use Policies of the church. 

• Another officiant may preside at the marriage ceremony after consultation/approval by a FCCA 

pastor.  If requested by the FCCA Pastor, he/she may participate in the marriage ceremony. 
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Form “A”  

Alcohol Beverage Use Agreement and Authorization 

The First Congregational Church of Auburn, United Church of Christ 

 
Indemnification Agreement and Authorization For the Use of Alcoholic Beverages  

On The First Congregational Church of Auburn, United Church of Christ Property 

(Note: This Agreement must be signed for each event) 

 

Insurance Permits: 

If the church facilities are authorized to be used by an outside organization where alcohol is to be served, 

the event sponsor (including vendors or caterers) must agree to defend and indemnify The First 

Congregational Church of Auburn, United Church of Christ, against all claims and suits arising out of 

either the provision or consumption of alcohol.  This defense and indemnity agreement includes 

reimbursement for legal fees and expenses incurred by or on behalf of The First Congregational Church 

of Auburn, United Church of Christ. 
 

The event organizer must provide proof of insurance and/or a certificate of insurance acceptable to The 

First Congregational Church of Auburn, United Church of Christ, providing liability coverage, including 

liquor liability, naming The First Congregational Church of Auburn, United Church of Christ (UCC-

FCCA), as an additional insured, with a minimum policy limit of $2,000,000. Liquor liability insurance 

may be obtained from:  theeventhelper.com 
 

Renters may elect to use their own insurer but must then provide a copy or above described proof of 

insurance to the Office Manager.  Renter is responsible for securing all required permits, liquor licenses 

and insurance and must present copies of permits, license and insurance certificates to the Office 

Manager.  Rental vendors may require additional insurance.  If liquor is to be sold, a liquor license must 

be obtained by the sponsor and a copy given to the church staff prior to the event. 

              Sponsor’s Initial _______ 

Rules and Regulations:  
 

• Alcoholic beverages shall be limited to beer and wine only.  No other liquor shall be made 

available. 

• All applicable state, local, and federal laws and regulations with respect to alcoholic beverages 

shall be adhered to by the sponsoring event organizer and guests.  

• Beer and wine may only be served and consumed in Overmiller Hall, on the deck area near  

Overmiller Hall, and in the parking lot at church approved events. 

• Whenever beer and wine are served, non-alcoholic alternatives shall always be offered in ample 

quantity. No embarrassment, discomfort or inconvenience should ever be experienced by those 

who prefer not to have alcoholic beverages.  

• One or more dedicated servers provided by the event organizer must be identified to staff the beer 

and wine table for the duration of the event and shall check for proper identification to ensure no 

one under twenty-one (21) is consuming alcohol.    

Page 1 of 2 
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• The server(s) shall be in charge of properly serving and securing alcohol beverages at all times.  

The bar servers shall monitor guests in order to prevent excessive alcohol abuse. 

• No minors are allowed in or near the bar area. 

• There is never a “self-serve” bar. 

• Additional alcoholic beverages brought to functions are limited to two 750ml bottles of wine or 

two beers.  A corkage fee may be charged for consuming these items. 

• No alcohol is permitted to be served/sold at events where the Guest of Honor is under twenty-

one (21) years old.  

• The event organizer shall insure that their guests are in compliance with all church alcohol 

policies. 

 

              Sponsor’s Initial _______ 

 

Alcohol Beverage Agreement and Authorization: 

 

I have read, understand, and agree to be bound by all policies, including the Rules and Regulations 

and Safe Church and Security Policy (of which I have received a copy of) as stipulated above, in 

exchange for the use of the First Congregational Church of Auburn, United Church of Christ facilities 

for my event. 

 

 

X _____________________________________________    Date:  ________________________ 

    Signature of Sponsoring Event Organizer 

         

____________________________________  (Print Name)   Phone No. ____________________ 

 

 

 

 

________________________________________________________________________________ 

Event Name or Description (please print) and Event Date 

 

 

 

 

Approved by:  ____________________________________    Date:  _________________ 

First Congregational Church Financial Committee Authorized Representative 
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Form “B”  

Facility Use/Rental Application and Agreement 

The First Congregational Church of Auburn, United Church of Christ 
 

Agreement and Authorization  

For the Use of First Congregational Church of Auburn Facilities 

 

Applicant’s Name: ____________________________________  Date: __________________ 
 

Description and Purpose of Event: 

___________________________________________________________________________ 
 

_________________________________________________________________________________________________________________ 
 

Rental Date(s) Requested: ______________________________________________________ 
 

Rental Time Requested (to include set-up and clean-up): ______________________________ 
 

Event Start Time: _______________________     Event End Time: ______________________ 
 

Facilities Requested (please check desired locations/services): 
 

___ Overmiller Hall, Fireside Room, and Kitchen         ___ Fireside Room/Kitchen    

___ Overmiller Hall and Kitchen                                    ___ Fireside Room    

___ Overmiller Hall and Fireside Room                         ___ Pilgrim Hall   

___ Overmiller Hall                                                       ___ Nursery   

___ Kitchen                                                                      ___ Sound Engineer (Only Sanctuary)   

___ Sanctuary                                                            ___ Outside Deck 

___ Barooshian Chapel                                                    ___ Outside Children’s Play Area 

___ Lower Sanctuary Rooms                      ___ Restrooms (Outside Entrance)    

___ Parking Lot                                                    ___ Sound System/Microphone (OH) 

 

Estimated event attendance:  Youth (under 21) __________  Adults (21 and over) _________ 
 

Name of Person(s) Responsible: ________________________________________________ 
 

Business/Organization Name: __________________________________________________ 
 

Address: ___________________________________________________________________ 
 

Day/Business Phone #: ______________________   Cell Phone #: _____________________ 

 

Email Address: ______________________________________________________________ 

 

Is the event intended to be a fundraiser?    [ ] Yes  [ ]  No 

Will alcohol be sold at the event?   [ ] Yes  [ ]  No 

Will alcohol be served at the event?  [ ] Yes   [ ]  No     
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Please Note:  If alcoholic beverages are to be served or sold, an approved Alcohol Beverage  

 Use Agreement and Authorization must be signed and submitted to the First 

Congregational Church prior to the event. 

Renter’s Initials _______ 

 

Insurance Permits: 

If the church facilities are authorized to be used by an outside organization where alcohol is to be served, 

the event sponsor (including vendors or caterers) must agree to defend and indemnify the First 

Congregational Church of Auburn against all claims and suits arising out of either the provision or 

consumption of alcohol.  An approved Alcohol Beverage Use Agreement and Authorization Permit must 

be obtained from the First Congregational Church prior to the use of any church facilities if alcoholic 

beverages are to be served. 

              Renter’s Initial _______ 

Rental Fees and Charges: 

The following conditions shall apply: 

• All rental fees are due prior to the scheduled event.  Payments may be in the form of cash or 

check. 

• Failure to pay all fees in full prior to the scheduled event may result in cancellation of the event 

and retention of the deposit. 

• To secure the reservation, a completed application and security deposit are required. 

• Fees are not refunded for reserved time not used. 

• A diagram of the desired table/chair setup must be submitted to the Church Office Manager one 

week prior to the event. 

• Custodial charges depend upon the number of event attendees (see Custodial Fee Schedule in 

church office). 

             Renter’s Initials _______ 

Security Deposit: 

A security deposit of five hundred dollars ($500) is required for all facility rentals.  Security deposits will 

not be returned if your event causes the need for any of the following: 

• Cleaning beyond the normal, daily facility maintenance. 

• Repairs or replacement due to structural or equipment damage. 

• Fire Department response due to false alarm or exceeding room capacity per the Fire Code 

• Police Department response due to failure to follow all laws and ordinances, including but not 

limited to, the City’s sound ordinance and laws related to disturbing the peace. 
 

Facility inspections are conducted by church staff following the event to determine the condition of the 

facility (including assembly areas, restrooms, and kitchen).  Security deposits will be refunded if all the 

clean-up criteria are met, the rental time was not exceeded, and no damage has occurred. 
 

The church reserves the right to retain the entire security deposit if the applicant has knowingly made a 

false statement of material fact or has knowingly omitted to state a material fact in the rental application. 

           

                                                                                                                            Renter’s Initials______  
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Facility Use Rules and Regulations: 
 

The following conditions shall apply: 

• Drug use or any other illegal activities and use of improper language or conduct of any kind is 

prohibited on church property.  Smoking may only take place outside buildings in designated 

areas away from potential fire hazard areas. 

• The person in charge of the event is required to check in before the event and check out with 

church representative before leaving and be available to church representative for the duration of 

the event. 

• Subleasing is not allowed. 

• Rental times must include your set-up and take-down/clean-up time.  The room will be set up to 

your specifications prior to your arrival.  Take-down/clean-up includes removing any garbage 

and food remains. 

• Alcoholic beverages are not allowed unless permitted under the Alcohol Use Policy and an Alcohol 

Beverage Use Agreement and Authorization as entered into (See Form “A”).  

• Use of any portion of the facility shall conform to City of Auburn and Placer County fire and 

safety regulations.  

• When any facility use requires special permits—these permits must be obtained by the user at the 

user’s expense.  A copy of all permits shall be provided to the church office prior to the event.   

• Storage is not available.  Rented items shall be delivered and picked up the same day as the event.  

Any other arrangements must be approved by the Church Office Manager prior to the rental date.  

• If the facility is to be decorated—decorating shall be temporary, non-damaging, and non-

hazardous.  When banners, mobiles, hanging symbols, and other liturgical art are present in the 

sanctuary, they may only be moved with prior consent of the Pastor and an additional fee may be 

required.  

• Decorations must be UL approved and flame retardant.  Existing wire is available for hanging 

decorations.  The use of nails, tacks, scotch/duct tape or staples are not permitted.  No clips are 

to be attached to any wall or wall pads.  Only blue or green masking tape can be used and must 

be removed immediately after use.  Decorations and/or any type of wire or cord may not be hung 

or draped on any light fixture inside/outside the facility. 

• Use of and/or moving the piano or organ must be approved in advance by the Music Director.  

• All facility users shall respect the church's neighbors.   

• Illegal parking, loud noises, and related activities are prohibited.  

• Throwing rice, confetti, birdseed, or similar material is prohibited on the premises.  

• Food service is limited to the kitchen, back deck, parking lot, and Overmiller Hall, unless 

approved by the church office in advance.  

• Barbecuing for non-church functions requires pre-approval by church staff and is restricted to 

designated outside grass areas and not on the deck.  All outside cooking must be prearranged with 

church staff.  The area must be left clean after use.  Barbeque grills shall be provided by guests 

and shall be restricted to gas burners.  Charcoal is not permitted. 

• No event shall continue past 10:00 pm. without advanced permission from the Pastor.  

• Only church staff can move the room dividers.  If the renter moves the room divider, damage may 

occur and it is the responsibility of the renter to pay for all damages. 
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• The First Congregational Church of Auburn is not responsible for lost or stolen items and will 

not be responsible for any items delivered before or left after an event. 

• Sitting or standing on tables is not permitted.  Renter will be fully responsible for any damaged 

tables, chairs, or damages to the building. 

• Church office equipment may be used only for business relating to this church and the wider 

church, except by special permission of the Pastor. 

• If a key is lost or stolen, it must be reported to the Church Office Manager immediately.  

• Any damage to church property or equipment shall be immediately reported to the Church Office 

Manager.  

• Church users and renters are responsible for cleaning and restoring facilities used to the condition 

in which they were found.  This includes cleaning dishes and coffeepots.  Cleaning of linens and 

towels used for church events is the responsibility of the church. Renters are to provide their own 

linens, dishes, silverware, and cooking and serving utensils. Nothing that would attract ants and 

other pests should be left inside the building.  

• The restrooms must be left in a clean and orderly condition.   

• At the conclusion of an event, the building is to be secured by closing and locking all windows, 

locking doors, and turning lights off.                                                    

• Return of the key to the Office Manager after the event is required prior to return of the security 

deposit.        

• Use of the Overmiller Hall sound system and microphone must be approved as part of the rental 

agreement. 

• Use of the sound system in Church Sanctuary requires a sound engineer to be present to run the 

soundboard.    

Renter’s Initials _______ 

Kitchen Cleaning Procedures: 

The following conditions shall apply: 

• If the renter elects to use a caterer, it is strongly suggested that the renter also notify caterer of 

these kitchen cleaning requirements.  Renter is responsible for kitchen cleaning requirements.  

Failure to follow the guidelines listed below may result in forfeit of security deposit. 

• Each piece of equipment used must be cleaned and shut down according to directions provided.  

Empty, rinse and make sure the dishwasher is free of all food particles. 

• Clean the surface of all appliances used.  Clean all stainless steel surfaces behind and above 

cooking areas.  Clean any spills in the ovens and on the oven racks.  All stainless steel surfaces 

(prep tables and work counters) must be washed. 

• Remove all food particles from sinks and stove tops, wash with dish soap and hot water, spray 

with disinfectant and dry with a clean, soft cloth.  Empty warming bins of all food and wipe clean 

with a damp cloth. 

• Do not put large amounts of food down the garbage disposal.  Repairs and maintenance as a result 

of this will be renter’s responsibility. 

• Sweep all debris from floor. 

• If you are renting the kitchen, you must furnish all cooking and serving utensils; all equipment 

and food must be removed at the end of the rental.  No items can be stored overnight. 
               

Renter’s Initials _______ 
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Renter’s Cleaning Responsibilities: 

The following conditions shall apply: 

• The facility should be free of debris/spills. 

• All trash must be placed in the receptacles provided.  If trash will not fit in the receptacles, please 

notify the custodian for assistance. 

• Decorations must be taken down and removed from the facility within the rental time. 

• Sweeping and mopping the facility is not the renter’s responsibility and will be done by the church 

custodian.  If excess trash, food, or spills are left on the floor, a portion of the security deposit 

may be withheld to cover the clean-up. 

• Bottles, cans, or other containers may NOT be left in the church blue recycle bins (if present). 
              

    Renter’s Initials_______ 

 

Safe Church and Security Policy: 

I have received a copy of the Safe Church and Security Policy, and will insure that participants adhere to 

this policy 

    Renter’s Initials_______ 
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Facility Use Agreement and Authorization: 

Failure to comply with all First Congregational Church of Auburn rental policies and procedures may 

result in loss of your deposit and/or your event being canceled either partially or entirely. 
 

• My signature below signifies that I have read and understand ALL rental polices and rules as 

stated in this agreement. 

• I agree to abide by all the conditions as outlined within this agreement and all other permits issued 

with this application. 

• I also agree to pay the First Congregational Church of Auburn, United Church of Christ all costs 

the church may incur as a result of any failure to fully comply with all these conditions. 

• I agree to indemnify and hold harmless the First Congregational Church of Auburn, United 

Church of Christ, it officers, agents, employees and volunteers from and against any injury, 

damage claims, actions or suits arising out of the rental or use of the church facility, including 

those caused by the passive negligence of the parties being indemnified and/or any dangerous 

condition of property of the parties being indemnified, and I further agree to defend and indemnify 

First Congregational Church of Auburn, United Church of Christ, from and against any injury, 

damage claims, action or suits arising out of or connected with the rental or use of church 

facilities. 

• I declare under penalty of perjury under the laws of the State of California that the information I 

have provided in this rental application and agreement is true and correct to the best of my 

knowledge.  I further acknowledge that my security deposit may be forfeited and/or my event 

canceled if this application contains any intentional misrepresentations. 

 

X __________________________________   Renter Signature    Date: ___________________+ 

 

____________________________________ (Print Name)  Phone #:  _____________________ 

 

________________________________________________________________________________ 

Event Name or Description (please print) and Event Date 

 

 

Responsible Party on Day of Event: 

 

Name:  _______________________________________ 

 

Contact Cell #:  ________________________________ 
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                                                                                                                                                Page 7 of 7 

 

 

Approved by:  __________________________________    Date:  _________________ 

First Congregational Church Financial Committee Authorized Representative 

 

Note:  The following FCCA-UCC representative is the designated church contact person for this event 

and shall be responsible for making sure that the church facility is secure after the event and that all 

cleaning requirements of this contract have been complied with: 

 

Church Representative:  _____________________________ 

 

Contact Cell Phone #:    _____________________________  
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Form “C”  
Covenant for Working with Vulnerable Persons 

The First Congregational Church of Auburn, United Church of Christ 

 
In seeking to become a Member Minister of the First Congregational Church of Auburn, United Church 

of Christ, who works with the children, youth, and/or vulnerable adults, I agree that their safety and well-

being is of utmost importance.  I agree with my signature below to follow the requirements for working 

with children, youth, and/or vulnerable adults as outlined in the Safe Church Policies of the First 

Congregational Church of Auburn, United Church of Christ, and to serve as a Minister as defined in that 

policy. 

 
____________________________________     ______________________ 

Applicant’s Signature                Date 

 

 
____________________________________    _______________________ 

Pastor’s Signature          Date 

 

 

 
Below this line for office use only 

 

 

 

Applicant has been: 

 ___ A member or Associate member for at least six months. 
 

 ___ Regular and frequently associated with the First Congregational Church of Auburn, UCC,  

        for at least one year. 

 
 

Safe Church Policies provided for review on:  ___________ 

 

 

Notes on results of background check: 

 

___________________________________________________________________________________ 

 

 

 

 

 



 

First Congregational Church Policies, October 11, 2022                                                                      pg. 
32 

 

 

Form “D”  
Background Screening Agreement 

The First Congregational Church of Auburn, United Church of Christ 

 
Disclosure Regarding Background Investigation 

 

The First Congregational Church of Auburn, United Church of Christ (“the Company”) may obtain 

information about you for employment purposes from a third-party consumer reporting agency.  This 

information may be obtained in the form of a “consumer report” and/or an “investigative consumer 

report” (commonly known as a “background report”).  These reports may contain information regarding 

your criminal history, social security verification, motor vehicle records (“driving records”), credit 

history*, verification of your education or employment history, drug screening or other background 

checks.  This information may be obtained from private and public record sources, including, as 

appropriate:  government agencies and courthouses and educational institutions.  The reports may also 

include information about your character, general reputation, personal characteristics, mode of living, 

etc., which can involve personal interviews with individuals or companies that you have listed as a 

reference, former employer, etc.  A more comprehensive background investigation may be required 

pursuant to state or federal law, contract agreement or for certain sensitive positions (such as those with 

significant financial responsibilities).   

 

*Please note that credit history will only be requested where such information is substantially related to 

the duties and responsibilities of the position for which you are applying. 

 

You have the right, upon written request made within a reasonable time, to request whether a consumer 

report has been run about you, disclosure of the nature and scope of any investigative consumer report 

and to request a copy of your report.  Please be advised that the nature and scope of any investigative 

consumer report obtained with regard to applicants for employment is an investigation conducted by 

Reference Services, Inc. (RSI).  RSI is located and can be contacted by mail at 101 Plaza East Blvd., 

Suite 300.  Evansville, IN 47715, and RSI can be contacted by phone at (800)881-0754.  Information 

about RSI’s privacy policy is available at the following link:  http://www.services.com/wp-

content/uploads/2013/09/RSI-Consumer-Information-Privacy-Policy.pdf. 

 

 

Signature: ________________________________________  Date: _________________ 
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Acknowledgment and Authorization for Background Check 

 

I acknowledge receipt of the separate document entitled “Disclosure Regarding Background Investigation” (Form D) and “A 

Summary of Your Rights under the Fair Credit Reporting Act” (following pages) and certify that I have read and understand 

both of those documents.  I hereby authorize the obtaining of “consumer reports” and/or “investigative consumer reports” by 

First Congregational Church of Auburn at any time after receipt of this authorization and throughout my employment, or 

status as an Advisor, if applicable.  To this end, I hereby authorize, without reservation, any law enforcement agency, 

administrator, state or federal agency, institution, school or university (public or private) information service bureau, employer, 

or insurance company to furnish any and all drug screening and background information requested by Reference Services, 

Inc. [10 Plaza East Blvd., Suite 300, Evansville, IN 47715, (800)881-0754, www.referenceservices.com] and/or the Company 

itself.  I agree that a facsimile (“fax”), electronic or photographic copy of this Authorization shall be as valid as the original. 
 

Under California Civil Code section 1786.22, you are entitled to find out what is in the CRA’s file on you with proper 

identification, as follows: 
 In person, by visual inspection of your file during normal business hours and on reasonable notice.  You also may 

request a copy of the information in person.  The CRA may not charge you more than the actual copying costs for 

providing you with a copy of your file. 
 A summary of all information contained in the CRA file on you that is required to be provided by the California Civil 

code will be provided to you via telephone.  If you have made a written request, with proper identification, for 

telephone disclosure, and the toll charge, if any, for the telephone call is prepaid by or charged directly to you. 
 By requesting a copy be sent to a specified addressee by certified mail.  CRAs complying with requests for certified 

mailings shall not be liable for disclosures to third parties caused by mishandling of mail after such mailings leave 

the CRA’s. 
“Proper Identification” includes documents such as a valid driver’s license, social security account number, military 

identification card, and credit cards.  Only if you cannot identify yourself with such information may the CRA require 

additional information concerning your employment and personal or family history in order to verify your identity.  The CRA 

will provide trained personnel to explain any information furnished to you and will provide a written explanation of any coded 

information contained in files maintained on you.  This written explanation will be provided wherever a file is provided to 

you for visual inspection.  You may be accompanied by one other person of your choosing, who must furnish reasonable 

identification.  A CRA may require you to furnish a written statement granting permission to the CRA to discuss your file in 

such person’s presence. 
 

Please check this box if you would like to receive a copy of an investigative consumer report or consumer credit report at no 

charge if one is obtained by the Company whenever you have a right to receive such a copy under California law. [  ]. 
 

BACKGROUND INFORMATION: 
 

Last Name: _______________________________   First: ________________________ Middle: _____________________ 
 

Other Names/Aliases Used: _____________________________________________________________________________ 
 

Social Security Number* _________________________________    Date of Birth*: _______________________________ 
*This information will be used as identification for background screening purposes only and will not be used as hiring criteria. 
 

Driver’s License Number: _________________________________    State of Driver’s License: ______________________ 
 

Current Address – City, State, Zip:  _______________________________________________________________________ 
______________________________________________________________________ 
 

Previous Address – City, State, Zip:   _____________________________________________________________________ 

___________________________________________________________________________________________________ 
 

Phone Number: ___________________________   Email Address:  ____________________________________________ 
 

Permission to contact current employer for employment and reference verifications: [  ] Yes  [  ]  No 

 

Signature: ___________________________________________   Date: _______________ 
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Disclosure Regarding Background Investigation 

 

Notice Regarding Credit Checks Per California Law: 

 
Pursuant to Section 1024.5 of the California Labor Code, the Company informs you that it may obtain a 

credit report about you from the Reference Services, Inc., because you are seeking to work in the 

following positions: 

 

[  ] An employee covered by the executive exemption set forth in subparagraph (1) of paragraph (A) of 

Section 1 of Wage Order 4 of the Industrial Welfare Commission; 

 

[  ]  A position in the state Department of Justice; 

 

[  ]  A sworn peace officer or other law enforcement; 

 

[  ]  A position for which the information contained in the report is required by law to be disclosed or 

obtained; 

 

[  ]  A position that involves regular access to specified personal information for any purpose other than 

the routine solicitation and processing of credit card applications in a retail establishment, such as bank 

or credit card account information, social security number, or date of birth; 

 

[  ]  A position which the person can enter into financial transactions on behalf of the company; 

 

[  ]  A position that involves access to confidential or proprietary information; 

 

[  ]  A position that involves regular access to $10,000 or more of cash; or 

 

[X] The Company will not obtain a consumer credit report on you. 

 

 

 

 

 

 

 

 

 

 

 
Para information en espanol, visite www.consumberfinance.gov/learnmore o escribe a la Consumer Financial Protection 

Bureau, 1700 G Street N.W. Washington, DC 20552. 
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A Summary of Your Rights Under the Fair Credit Reporting Act 
 

The Federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of 

information in the files of consumer reporting agencies.  There are many types of consumer reporting 

agencies, including credit bureaus and specialty agencies, (such as agencies that sell information about 

check writing histories, medical records, and rental history records).  Here is a summary of your major 

rights under FCRA.  For more information, including information about additional rights, go to 

www.consumerfinance.gov/learnmore or write to :  Consumer Financial Protection Bureau, 1700 

G Street N.W., Washington, DC 20552. 
 

 You must be told if information in your file has been used against you.  Anyone who uses a 

credit report or another type of consumer report to deny your application for credit, insurance, or 

employment – or to take another adverse action against you – must tell you, and must give you 

the name, address, and phone number of the agency that provided the information. 
 

 You have the right to know what is in your file.  You may request and obtain all the information 

about you in the files of a consumer reporting agency (your “file disclosure”).  You will be 

required to provide proper identification, which may include your Social Security number.  In 

many cases, the disclosure will be free.  You are entitled to a free file disclosure if: 
 

(1) a person has taken adverse action against you because of information in your credit report; 

(2) you are the victim of identity theft and place a fraud alert in your file; 

(3) your file contains inaccurate information as a result of fraud; 

(4) you are on public assistance; 

(5) you are unemployed but expect to apply for employment within 60 days. 
 

In addition, all consumers are entitled to one free disclosure every 12 months upon request from 

each nationwide credit bureau and from nationwide specialty consumer reporting agencies.  See 

www.consumerfiannce.gov/learnmore for additional information. 
 

 You have the right to ask for a credit score.  Credit scores are numerical summaries of your 

credit-worthiness based on information from credit bureaus.  You may request a credit score from 

consumer reporting agencies that create scores or distribute scores used in residential real 

property loans, but you will have to pay for it.  In some mortgage transactions, you will receive 

credit score information for free from the mortgage lender. 
 

 You have the right to dispute incomplete or inaccurate information.  If you identify 

information in your file that is incomplete or inaccurate, and report it to the consumer reporting 

agency, the agency must investigate unless your dispute is frivolous.  See  

www.consumerfinance.gov/learnmore for an explanation of dispute procedures.   

 

 Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable 

information.  Inaccurate, incomplete, or unverifiable information must be removed or corrected, 

usually within 30 days.  However, a consumer reporting agency may continue to report 

information it has verified as accurate.   
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 Consumer reporting agencies may not report outdated negative information.  In most cases, 

a consumer reporting agency may not report negative information that is more than seven years 

old, or bankruptcies that are more than 10 years old. 

 

 Access to your file is limited.  A consumer reporting agency may provide information about you 

only to people with a valid need – usually to consider an application with a creditor, insurer, 

employer, landlord, or other business.  The FCRA specifies those with a valid need for access. 

 

 You must give your consent for reports to be provided to employers.  A consumer reporting 

agency may not give out information about you to your employer, or a potential employer, without 

your written consent given to the employer.  Written consent generally is not required in the 

trucking industry.  For more information go to:  www.consumerfinance.gov/learnmore. 

 

 You may limit “prescreened” offers of credit and insurance you get based on information 

in your credit report.  Unsolicited “prescreened” offers for credit and insurance must include a 

toll-free phone number you can call if you choose to remove your name and address from the lists 

these offers are based on.  You may opt out with the nationwide credit bureaus at 1-888-5-

OPTOUT (1-888-567-8688). 

 

 The following FCRA right applies with respect to nationwide consumer reporting agencies: 

 

CONSUMERS HAVE THE RIGHT TO OBTAIN A SECURITY FREEZE 

 

You have a right to place a “security freeze” on your credit report which will prohibit a 

consumer reporting agency from releasing information in your credit report without your 

express authorization.  The security freeze is designed to prevent credit, loans, and services from 

being approved in your name without your consent.  However, you should be aware that using a 

security freeze to take control over who gets access to the personal and financial information in 

your credit report may delay, interfere with, or prohibit the timely approval of any subsequent 

request or application you make regarding a new loan, credit, mortgage, or any other account 

involving the extension of credit. 

 

As an alternative to a security freeze, you have the right to place an initial or extended fraud alert 

on your credit file at no cost.  An initial fraud alert is a 1-year alert that is placed on a consumer’s 

credit file.  Upon seeing a fraud alert display on a consumer’s credit file, a business is required to 

take steps to verify the consumer’ identity before extending new credit.  If you are a victim of 

identity theft, you are entitled to an extended fraud alert, which is a fraud alert lasting 7 years. 

 

A security freeze does not apply to a person or entity, or its affiliates, or collection agencies, acting on 

behalf of the person or entity, with which you have an existing account that requests information in your 

credit report for the purposes of reviewing or collecting the account.  Reviewing the account includes 

activities related to account maintenance, monitoring, credit lien increases, and account upgrades and 

enhancements. 

Page 5 of 6 

http://www.sonsumberfinance.gov/learnmore


 

First Congregational Church Policies, October 11, 2022                                                                      pg. 
37 

 You may seek damages from violators.  If a consumer reporting agency, or, in some cases, a 

user of consumer reports or a furnisher of information to a consumer reporting agency violates 

the FCRA, you may be able to sue in state or federal court. 

 

 Identity theft victims and active duty military personnel have additional rights.  For more 

information, visit www.consumerfinance.gov/learnmore. 

 

States may enforce the FCRA, and many states have their own consumer reporting laws.  In some cases, 

you may have more rights under state law.  For more information, contact your state or local consumer 

protection agency or your state Attorney General.  For information about your federal rights, contact: 
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Form “E”  
Background Investigation Checklist (Completed) 

The First Congregational Church of Auburn, United Church of Christ 

 

 

 

 

Name of Candidate: _________________________________________ 

 

Background Check Information Submitted: [  ]     Date Submitted:  _________________ 

 

Disclosure Statement Signed and Accepted: [  ] 

 

Acknowledgment and Authorization for Background Check Signed and Accepted: [  ] 

 

Petitioners Rights Under the Fair Credit Reporting and State Law Reviewed: [  ] 

 

Determination:  We the undersigned have determined that all Background Investigations as required 

under the Safe Church Policies of First Congregational Church of Auburn, CA have been complied 

with and the above-named candidate may perform his/her duties as directed by church representatives. 

 

 

______________________________________________             ___________________ 

Senior Pastor, 1st Congregational Church of Auburn, UCC            Date: 

 

 

_____________________________          ___________________ 

Office Manager                                           Date: 
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           Form “F”  

Children and Youth Ministry Registration and Release Form 

The First Congregational Church of Auburn, United Church of Christ 

 
Student Name:    __________________________________________________                            

 

DOB: ____________              Grade:                                             School: ________________________________ 
 
Health Concerns (allergies, medications, etc.):                                                                                                             

 

                                                                                                                                                                                           

 

                                                                                                                                                                                            

 
Parent/Legal Guardian Information: 
 

Name: _____________________________________________________________ 
 

Address: ___________________________________________________________ 
 

Best Phone No.: ________________________   Text okay?   Y   N 
 
Alt. Phone No.: ________________________    Text okay?   Y   N 
 

E-Mail: ____________________________________ 
 

Best Way to reach you?      Text: ______     Email: _____      Phone call:  ______ 
 

Alternate contact in case of emergency: 
 

Name: ________________________________________                        Relationship: _______________________ 
 

Phone No.:  ____________________________________ 
 

I.  MEDICAL AND TRAVEL RELEASE: 
The undersigned parent(s) or legal guardian(s) of the above minor child (“the Minor”) give permission for the Minor to attend 

events involving the youth groups of First Congregational church of Auburn, United Church of Christ (“FCC/UCC”).  Staff 

and/or representatives of FCC/UCC are authorized to consent to any medical treatment rendered to the minor, including but 

not limited to x-ray, examination, anesthetic, medical or surgical diagnosis, and hospital care which is deemed advisable by 

any physician or surgeon, properly licensed and credentialed under the laws of the State of California, regardless of the 

location at which such treatment is rendered. 
 

It is understood that this authorization is given in advance of any specific treatment being rendered to the Minor, and its 

purpose is to authorize FCC/UCC to consent to such treatment for the Minor as is reasonably deemed advisable as described 

in the preceding paragraph.  Any hospital which has provided treatment to the minor is authorized to surrender physical 

custody of the minor to FCC/UCC upon the completion of treatment. 
 

A photocopy of this authorization shall have the same force and effect as the original. 
 

The undersigned parent/guardian fully understands that he/she is responsible to pay for all costs incurred as a result of the 

foregoing. 
 

Staff and/or representatives of FCC/UCC are authorized to transport the minor child to and from the events described in 

paragraph one, above.  All such staff and/or representatives shall carry liability motor vehicle insurance and shall be at least 

21 years of age and not a high school student. 
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Primary Care Physician Name and Phone No.: __________________________________________________________ 
 

Health Insurance Name/Policy No.:  __________________________________________________________________ 
 

Parent/Guardian Signature:  ___________________________________________    Date:  ______________ 

 

 

 

 

 

II.  PHOTO RELEASE:  The undersigned consents to the minor’s pictures to be taken at Youth Group and/or First 

Congregational Church of Auburn sponsored events on or outside of church property, which can be used on the church website 

(www.1ccauburn.org), social media accounts, and promotional materials 
 

This Release shall be valid through September 30th, ____ . 
 

 

 

Parent/Guardian Signature:  ___________________________________________    Date:  ______________ 
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Form “G” 
 

Volunteer Vehicle Use Form 

The First Congregational Church of Auburn, United Church of Christ 
 

 

The First Congregational Church will try to provide transportation for all church events.  However, there are times when 

volunteers will be asked to provide transportation and private vehicles will be used.  All volunteer drivers must have 

automobile liability insurance with a minimum coverage of $100,000/$300,000. 
 

Name of Driver:  _____________________________________________________________________________ 
 

Registered Owner of Vehicle:  __________________________________________________________________ 
 

Vehicle License Number:  ______________________________________________________________________ 
 

Auto Insurance Company:  _____________________________________________________________________ 
 

Insurance Policy Number:  _____________________________________________________________________ 
 

Expiration Date:  _____________________________________________________________________________ 
 

California Driver’s License Number:  _____________________________________________________________ 
 

Expiration Date: ______________________________________________________________________________ 
 

 

I certify that I have at least the required minimum amount of insurance, a valid California Driver’s License, and that the car 

is equipped with seat belts for all passengers. 
 

Signature:  __________________________________________________________________________________ 

 

Print Name:  _________________________________________________________________________________ 
 
Date:  _________ 

 

 

 
 

 


