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Wedding Guidelines
(Session Approved on December 1, 2014)

Clerk:  Jeffrey C. Downes

This document is designed for internal use within Providence Presbyterian Church and is intended to be a basic summary of what guides the decision making process for the leaders of Providence as pertains to wedding planning.





I. Preliminary Information

Our marriage policy is consistent with Scripture, the Westminster Confession of Faith and the PCA Book of Church Order.  The Session is required by church law, as well as its conscience, not to marry persons disqualified by violation of either church or civil laws.  All brides and grooms must be confessing Christians of opposite sex, qualified in the sight of this church and government in all respects, with a desire to produce a Christian home and thus honor the biblical doctrine of the sanctity of marriage.

The first step to be made when a couple expresses their desire to marry at Providence will be to meet with the current deacon of the month.  When the deacon is contacted (whether directly by the couple or via the church office), he should make sure to immediately communicate with the pastor (before actually meeting with the couple if possible).  This will avoid unnecessary paperwork and legwork if there is a known and clear reason because of which the pastor will decline to marry the couple.  The deacon of the month will then briefly meet with the bride and groom to explain the process and to provide them with the Wedding Checklist.  The deacon of the month and the wedding party’s representative will initial both copies of the Wedding Checklist form to confirm understanding, and the church will retain a file for each wedding that will contain the initialed and signed originals of all forms.   Only after all forms have been submitted, and fee paid, will the wedding be officially added to the church calendar.

The Wedding Checklist is a very condensed version of this document that outlines the planning process and puts all necessary paperwork in the hands of the bride and groom from the very beginning.  The Wedding Checklist requires three main points of contact: Diaconate for facility use request, Session for spiritual guidance, counseling, and general oversight; and Wedding Coordinator for handling the finer details.  The roles of these three contact points are outlined below.

II. Diaconate and Facility Use 
The Diaconate’s role is to approve the use of the facility.  Upon completion of the Facility Use Request Form (which is included as part of the wedding checklist), the deacons will follow their standard procedures for approving or denying the use of the facility.  Any approval by the deacons is conditional.  The marrying couple must still meet the requirements of both the Session and Wedding Coordinator in order to obtain final approval.

It is important to note that while the sanctuary, fellowship hall, kitchen, and classrooms (for the purposes of preparation for the wedding party) are available for use; the nursery areas and the provision of nursery services are prohibited due to the complexities of compliance with our liability insurance.

III. Session and Officiating Minister
The Session’s specific role, beyond general oversight and “veto power” as relates to the planning process, is to insure the spiritual readiness (insofar as possible) of both the marrying couple and the officiating minister.

This is accomplished through premarital counseling and the “vetting” of any officiating ministers that are not on staff at Providence.  If an outside officiating minister wishes to complete the premarital counseling requirement with the couple, it must be approved by the Session.

The Session must also determine membership status of the bride and groom as the fee schedule is based on that membership status.  If neither the bride nor groom is a member, exceptions may be made under certain circumstances and is left to the sole discretion of the Session of Providence Presbyterian Church.

IV. Wedding Coordinator

Once the facility use request has been provisionally approved, and the premarital counseling is under way, the bride and groom should then meet with the wedding coordinator to discuss the finer details of the wedding ceremony.  It is critical to meet with the wedding coordinator to discuss all plans, from music to decorations, so that the guidelines are clear before all the details are in place.  The wedding coordinator will also act as the director of the wedding rehearsal and the wedding itself and must be “in the know” to make sure everything runs as smoothly as possible.  There is flexibility for the couple to designate an “outside” director for their wedding, but meeting with the Providence wedding coordinator to confirm compliance with these guidelines is still required.  The Providence wedding coordinator’s role on the day of the ceremony would then be complementary as the outside director will still need the knowledge of how our specific facility works.

As the wedding ceremony is an actual worship service it is important that, just like a Sunday worship service, all aspects should be glorifying to God.   The details to be discussed with the wedding coordinator with that in mind are as follows:

Music and sound:  Any music suitable for a Sunday morning worship service is suitable for a wedding ceremony.  Secular love songs should not be included, however meaningful to the bride and groom, as all the music should be to the praise of God.  The wedding coordinator and musicians in the church can be approached to assist in choosing appropriate music.

Musicians should be highly capable as to accommodate all the technical aspects of a wedding ceremony.  Hiring musicians, including all associated fees, are the responsibility of the bride and groom and are not to be negotiated through the church but with the musicians directly.  Musicians must be approved by the wedding coordinator.
There must be a Providence soundboard technician present for both the rehearsal and the ceremony.  No outside individuals will be allowed to run the soundboard.  

Decorations: Decorations should be easy to set up and take down due to the limited amount of time available for these activities.  They should complement the ceremony, not distract, and should not cause any damage to walls, carpet, etc. (i.e. no push pins or tacks, tape that might leave adhesive on floor or walls, etc.).  

Photo/Video:  Photographers and videographers ought to perform those duties most inconspicuously and should, as much as possible, remain in one single position throughout the ceremony.  No flash photography should be taken during the ceremony.

Catering: Due to the size of our facility, it is not recommended to have receptions inside the church.  If, however, the marrying couple decides on a small reception held at the church they must take care to follow all existing church policy for using the kitchen and fellowship hall as well as church policy in general (i.e. no food left in kitchen, everything must be left clean after use, no smoking or alcohol consumption, etc.).  The wedding coordinator must approve all use of tables, chairs and kitchen equipment; as well as the use of any outside caterer’s equipment.  The sanctuary is not to be used for receptions.  
The wedding coordinator as the Session’s agent, and if necessary the Session itself, has the final say in the details pertaining to all of the above categories. 
V. Fees

The fee for using the church for a wedding is based on membership status of the bride and groom.  If one or both are members the fee shall be $350.  If neither are members the fee shall be $600.  This fee is to cover the cost of an additional cleaning of the church after the ceremony ($100), the cost of the wedding coordinator ($100), soundboard technician ($100) and the basic heating/cooling expenses incurred by using the church and is due at the time the completed “PPC Session Approval Form” is submitted to the church office.

The determination of membership status is solely in the hands of the session and special considerations to account for children of members, or other special ties to the church are not uncommon.

All other costs such as honorariums, florists, musicians, and catering; are negotiated directly with those providing the service and are not included in the cost of the church’s wedding fee. However, all participants in the ceremony must adhere to the guidelines as set forth in this document.
Attachments (3):  Wedding Checklist

                               Facility Use Request Form

                               PPC Session Approval Form
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Wedding Checklist
Congratulations upon your desire to have your wedding in our church!  The Session would like to express the hope that God will guide, bless and enrich you with every spiritual blessing.

In this basic welcome package, you will find the information you need to make sure the planning of your wedding activities at our church is a smooth and coordinated process.  Every couple has plans to express the individuality of their relationship during the worship service.  Our goal with our guidelines I not to stifle that individuality, but to ensure that the wedding is in conformance with Holy Scripture, our denomination’s Book of Church Order, and the Westminster Confession of Faith.  The Session is required by church law, as well as its conscience, not to marry persons disqualified by violation of either church or civil laws.

To ensure our guidelines are being followed, that you can get your questions answered as you plan, and that you are fully aware of the technical provisions available to you at our facility, we ask that you complete the following checklist.  ALL attached forms must be completed in full, and fee paid, to confirm that your wedding can take place here at Providence and for your date to be reserved.    _______   _______

· Fill out the attached Facility Use Request form with all the specific dates and times needed for decorating, rehearsing, and ceremony.  This will be reviewed by our deacons and is provisional approval for use of our facility.  (Please note:  The nursery areas are not available for weddings.)    _______   _______

· Receive session approval. This step includes meeting with and completing premarital counseling with our pastor.  If you would like a minister who is not on staff at Providence to officiate your wedding, you will need to gain specific Session approval during this step as well.   _______   _______

· Meet with wedding coordinator.  The wedding coordinator will be your “point person” and will be able to give you information and guidance about the specifics of the wedding ceremony.  Music, decorations, photo/video, and catering (if the reception will be at the church) will be discussed with and approved by the wedding coordinator.   _______   _______

We sincerely hope that all of this preparation will be a blessing and that we can guide and assist you in this very solemn, but very joyful process.  If you have any questions along the way, please feel free to reach out to our church office at (410) 546-0577 during regular business hours.
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Application Date: _____/_____/_____

Requested Date:______________

Person or Group Making Request: __________________________________________________________________________

Contact Information:  Phone _________________________________   Email _______________________________________ Church Member?  ___Yes     ___No 








             

 Function Sponsor (if requester is not a member):  ______________________________________________________________ Purpose of Function: _____________________________________________________________________________________ Times and Duration of Church Use: _________________________________________________________________________ Church Areas Requested for Use:  __________________________________________________________________________

___Sanctuary
· Will you need someone to run the sound booth?   
· (May be an additional fee.)

· Will chairs be moved, removed, or rearranged?

· Will the Pulpit and/or Communion table be moved?

**Note: piano, keyboards, and drum sets are not to be moved without specific prior approval.

___Farm House Classrooms
___ Nursery

___ Other__________________________________

___Kitchen
· Refrigerator and/or freezer (to be used for pre-event storage only; all items must be clearly marked and removed immediately following event--No Leftovers!)

· Microwave (to be used for thawing or reheating only.)

· Dishwasher (you must supply your own detergent.)

   **No cooking is to be done in the kitchen.

___Deacon Required for Open/Lock-Up 
**If someone in your group has a key and alarm code, you may open/lock-up for yourself if desired.
Any Special Considerations: __________________________________________________________________________________ 

__________________________________________________________________________________________________________
**If there are any scheduling conflicts with the regular routine church maintenance companies, such as cleaning, mowing, etc., there may be an additional rescheduling fee.

The applicant has read, understands and agrees to abide by the Providence Presbyterian Church use Guidelines. Once reviewed by the appropriate Church officers, the applicant will be contacted and notified as to the status of the application and any assessed fees.

NOTE:  It is the responsibility of the user to clean the facility after use, and to return the facility to the condition in which it was found.
_____________________________________     _____/_____/_____

Applicant Signature

Approvals:

_____________________________________     _____/_____/_____           
_____________________________________     _____/_____/_____

Church Office






Deacon Chair

Deacons of the Month:_____________________________________________________________________________________

Comments: _____________________________________________________________________________________________________________ 

Assess Church Use Fee:  $______________
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Session Wedding Approval Form

I, ____________________, certify that ____________________ and _____________________ have completed the necessary steps as required by the pastoral staff and session to be married at Providence Presbyterian Church.

1.  Premarital counseling has been scheduled with ______________________________.

2. The approved officiating minister will be ___________________________________.

3. The Session confirms that the bride/groom/neither (circle all that apply) are members of Providence Presbyterian Church and fee in the amount of $_________ will be assessed and is due at the time of submitting all completed paperwork to the church office.

Special Considerations or other details:

____________________________________     _____/_____/_____

Session Member
Church     Use Application
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