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3 - FACILITIES USAGE & RENTAL 
 
301  Overview 
This policy pertains to all parish/school/agency properties. There are certain requirements 
whenever parish, school or agency property is used (with or without charge) by any non-parish, 
school, agency or non-affiliated individuals. Use of the property is considered to be “by others” 
whenever the activity is “non-sponsored” by a Diocesan parish school or agency.  
The following section outlines the requirements for facility usage and rental and the required 
procedures to follow for its use. 
 
302  “Sponsored” Vs. “Non-Sponsored” 
It is first necessary to determine whether an activity or group utilizing parish, school, or agency 
facilities is a “sponsored” or “non-sponsored” activity or group. 
 
303  “Sponsored” Activities  
If an activity is a sponsored activity, it will usually be covered under the Diocesan insurance 
program. 
Compliance with state law, local ordinance, and diocesan Rules and Regulations is required if 
alcohol is served. Also refer to the following discussion in this section entitled “If Alcohol Is 
Served.” 
Sponsored Activities Include meetings or events that are hosted by a parish, school or agency, 
that are directly related to ministry outreach. Sponsored activities include events when all of 
the following conditions are met: 

• The activity is consistent with the mission of the organization. 

• The activity is under the direct control of the parish, school or agency. 

• The individuals running the program are accountable to the pastor, principal, agency 
director or their designee, for all aspects of the activity. 

• The financial aspects of the activity are directly handled by: (1) the parish office for 
parishes and parish schools, or (2) the Diocesan Finance Office for MACS, Catholic 
Charities and all other agencies. This covers: 

o The depositing, accounting and reporting of all revenue from the activity. 
o The payment, accounting and reporting of all obligations for services rendered 

and goods and materials received. 

• The activity is open to members of the parish, school or agency. 
 
If ANY of the above conditions are not met then the activity is “non-sponsored,” meaning that 
the facility user must sign the Facility Usage / Indemnity Statement and supply the parish with 
the necessary insurance documentation.  
Some examples of non-sponsored activities are wedding receptions; birthday and anniversary 
parties; family and class reunions; exercise classes; non-parish ministry based recreational 
sports activities, home school groups, book clubs, seminars, bridge groups, Knights of 
Columbus, Scouting, awards banquets; and, in some cases, parish fundraisers. 
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Events grounded in the liturgy of the Catholic Church such as wedding ceremonies, funeral 
masses, and baptisms are considered to be “sponsored” and do not require Special Events 
Coverage. Baptism, confirmation, and funeral receptions following the ceremony or Mass can 
be considered sponsored if they are open to all parishioners (not subject to invitation) and no 
alcohol will be served. 
Please contact the Diocesan Properties & Risk Management Office at riskmanager@rcdoc.org 
if you require any assistance with differentiating between a sponsored and non-sponsored 
activity. 
 
304  “Non-Sponsored” Activities 
If it is determined that the facilities usage is a non-sponsored activity, the following apply: 

• There is to be a written agreement, specifying the terms of use of Diocesan property 
including the completion of a Facility Usage / Indemnity Statement (Form 3.C). 

• Whenever children or vulnerable adults are involved, the individuals or entity using 
Diocesan property are to review the Diocesan Sexual Misconduct Policy and sign an 
acknowledgement indicating compliance with the policy. 

• All promotional materials are to clearly state the individuals or entity sponsoring the 
event. All materials are to be reviewed by the pastor, principal or agency director before 
being distributed. 

There are THREE OPTIONS regarding liability insurance: 
1. The organization or individual using parish/school/agency facilities can provide their 

own insurance to be accompanied by the Facility Usage / Indemnity Statement (Form 
3.C). Agreements require $1,000,000 in general liability coverage. The general liability 
coverage must include the exact language that “Bishop Peter J. Jugis and, in 
addition, The Roman Catholic Diocese of Charlotte, as its interests may appear, 
are additional insured.” (See additional requirements below if alcohol is served.) 

2. As an alternative to providing their own insurance, individuals or organizations holding 
a single event such as wedding receptions, birthday parties, etc., can utilize the 
Application for Special Events Coverage (Form 3.A). (Refer to the following additional 
requirements if alcohol is going to be served.) 

3. For other unique or miscellaneous circumstances where 1) or 2) above are not 
applicable, an Adult Hold Harmless / Indemnity Agreement (Form 3.D) must be signed 
by individuals, or the Facility Usage / Indemnity Statement (Form 3.C) for groups.  

 
305  Special Event Insurance Coverage 

305.1  What It Is 
Special Event Insurance is general liability insurance coverage available to an individual or 
organization to comply with the insurance requirements necessary for using 
parish/school/agency facilities for a non-sponsored, one-time event. This coverage is not 
necessary if the event is sponsored, or if the individual or organization is able to provide 
evidence of their own liability insurance in an amount of at least $1,000,000. Coverage is 
available after acceptance of a completed application by the insurance company. 

mailto:riskmanager@rcdoc.org
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305.2  Submission Requirements & Procedures 
If you plan on using a Diocesan-owned facility or premises for a non-sponsored event, then 
the following procedures must be followed: 

• Fill out the Application for Special Events Coverage (Form 3.A), available in Spanish 
online.  

• Mail the completed application along with a check made out to the Diocese of 
Charlotte for the $100 application fee to: 
 

Roman Catholic Diocese of Charlotte 
Office of Risk Management 
1123 South Church St. 
Charlotte, NC 28203  

 
Please note that the application and fee should be received no later than 15 days in 
advance of the actual event to allow for review and approval by Catholic Mutual 
Group. This review is necessary in order to meet the insurance requirements and to 
be able to make any changes to an improperly submitted application. 

• Upon successful review and approval, you will be notified within 7-10 business days if 
your application has been approved and coverage is in place for your event. 

 
306  If Alcohol Is Served 
Diocesan facilities, including schools, are often utilized as the place where special events are 
held and may include the selling, serving, or furnishing of alcoholic beverages. Most often, 
these events are sponsored by the parishes or schools as a means of raising funds for 
general support or for particular fund-raising drives. There are also events that are purely 
social in nature wherein parishioners or supporters gather to promote goodwill. Whatever the 
nature of the event, in all instances where alcoholic beverages are available, locations need 
to develop and implement responsible practices and procedures designed to reduce 
incidences of wrongful intoxication. In addition to any obligations imposed by law, we have a 
moral obligation to provide the highest degree of protection possible to all people who are, or 
will be, on the property of parishes or institutions of the Diocese. 
At events where alcohol (beer, wine, or liquor) is being served there is “social host liability” 
imposed on those who give, sell, or furnish alcohol to someone who later is alleged to have 
caused injury or death. Although the predominant trend has been to preclude social host 
liability, state legislatures and the courts have held “hosts” of private parties, weddings, and 
other social events liable. Generally, the imposition of liability has involved cases of serving 
intoxicating beverages to minors. 
Each location that intends to have an event that includes the selling, serving, or furnishing of 
alcoholic beverages needs to give early forethought and planning on how they will 
specifically address the issue of liquor liability. With the introduction of beer, wine, or liquor 
into any event, significant liability exposure exists.  
 
 
306.1  Required ABC Permits 
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When alcohol is to be “served” or “sold” at an event, there are two possible “One-Time 
Permits” available from the North Carolina ABC board that may be required for your event.  
They are the “Application for Limited Special Occasion Permit” and the “Special One-
Time Permit Application for Sale of Alcoholic Beverages”  (Please contact the Diocese 
Legal Department for the current forms.) The following is a brief overview of these two permit 
requirements.    
 
Application for Limited Special Occasion Permit (Form 3.F) 

An “Application for Limited Special Occasion Permit” authorizes the permittee to bring 
fortified wine and spirituous liquor onto the premises, (with the permission of the owner of 
that property) and to SERVE those alcoholic beverages free of charge to the permittee’s 
guests at a reception, wedding, party or other special occasion being held there.  There can 
be no charge to attend the function, any money collected constitutes an illegal sale of 
alcohol, and violators will be subject to criminal prosecution.   
 

** Please note that an “Application for Limited Special Occasion Permit” 

is NOT required if ONLY BEER AND WINE ARE SERVED.  

 
Special One-Time Permit Application for Sale of Alcoholic Beverages (Form 3.G) 

North Carolina Law prohibits the sale of alcoholic beverages without a license to do so.  
Therefore, if you or any outside group plans to sell any alcoholic beverage, then a “Special 
One-Time Permit Application for Sale of Alcoholic Beverages” will be required.  This permit 
authorizes the permittee to SELL beer, wine, fortified wines, and spirituous liquors at a single 
fund-raiser or a special event.  Please note that the admission charge to an event should be 
the same for all attending without regard to whether or not they consume any alcoholic 
beverages.  
The “Special One-Time Permit Application for the Sale of Alcoholic Beverages” obtained 
from the ABC Board requires a letter from the owner of the property granting permission for 
any group who wishes to sell alcoholic beverages on their property. It also requires proof of 
tax exempt status under subsection 501( c )3., both of these can be obtained from the 
Diocesan Legal Department.  Please note that the process of obtaining a liquor license 
can take up to 4-6 weeks.  
 
306.2  Procedures 
If a group is allowed to serve or sell alcohol at an event, the following is required from the 
applicant:  Contact the Diocesan Legal Office at (704) 370-3346 to obtain the required Lease 
Agreement and Letter of Tax Exempt Status signed by the Bishop needed to obtain the 
required Permits.  You will need to provide contact information for the applicant, type of event, 
date, and location.  Please note the entire process can take several weeks. Apply for your 
permit at least 4-6 weeks before your event.  
 
306.3  Alcohol at Non-Diocesan Sponsored Events 
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• If an outside group SERVES fortified wine or spirituous liquor at No Cost at a 
NON diocesan sponsored event then in addition to obtaining the required “Limited 
Special Occasion Permit” (Form 3.F), they shall fill out and submit the Application for 
Special Events Coverage (Form 3.A) to the Properties Department indicating Liquor 
will be served.  At time of submission, a check must accompany the application for 
$100 to cover the cost of insurance for the Special Event application.  Checks should 
be made out to the “Diocese of Charlotte” and submitted AT LEAST 15 days prior to 
the event.  This will cover the event where liquor is being served under the Catholic 
Mutual umbrella. Please note: A Liquor permit is not required if only beer and 
wine are being served.  

 
• If an outside group SELLS any alcohol (beer, wine, or liquor) or alcohol is included in 

the cost of the ticket at a NON diocesan sponsored event then in addition to obtaining 
the required “Special One-Time Permit Application for Sale of Alcoholic Beverages” 
(Form 3.G), they shall fill out and submit to the Properties Department the Application 
for Special Events Coverage (Form 3.A) and the K&K Liquor liability Application 
(Form 3.E) indicating alcohol will be sold.  (Please note that if the outside group is 
able to provide evidence of acceptable host liquor liability insurance coverage, then 
the K&K Liquor Liability Application will not be required). Form 3.A and a check for 
$100, made payable to the “Diocese of Charlotte”, should be sent to the Diocesan 
Properties Department to cover the cove of insurance for the Special Event 
Application. The K&K Liquor Liability Application should be sent directly to Catholic 
Mutual Group. Please note each application from K&K is evaluated and coverage 
cost is “quoted” depending upon the size of the event.  Typically the cost of coverage 
is about $75.  Catholic Mutual group will bill the event holder for the K&K coverage. 
All insurance forms should be submitted AT LEAST 15 days prior to the event.  This 
will cover the event where alcohol is being served under the Catholic Mutual 
umbrella. 

 
306.4  Alcohol at Diocesan Sponsored Events 
 

• If a Parish, School or Diocesan agency schedules a diocesan sponsored event where 
100% of the proceeds from a fund raiser goes to support the church, school, or 
agency then alcohol may be served or sold with no additional Catholic Mutual 
insurance coverage required.  However please note the Parish, School or 
Diocesan agency is still required to follow the procedures in 306.2 above to 
obtain the required ABC Permits as outlined above.   
 

• Please refer back to the definition of which activities and / or groups are considered 
“Sponsored”.  As a point of clarification, it is noted that groups such as Civic 
organizations, Boy Scouts of America, or the Knights of Columbus are not considered 
sponsored as they have their own charter and handle their own separate finances.  

 
 
 
306.5  Attendees Bringing Own Alcohol to Parish/School/Agency Functions 
Bringing your own alcohol to a parish/school/agency sponsored function is permitted if all of 
the following conditions are satisfied: 

• Permission is given by Pastor or Principal 
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• All attendees are 21 years of age or older 

• Only beer and/or wine is brought and consumed 

• Pastor or his representative must be present and responsible throughout the event for 
ensuring that consumption is limited to personal consumption and that no individual 
becomes intoxicated. 

Please contact the Diocesan Properties & Risk Management Department at 
riskmanager@rcdoc.org for further information if you are unsure whether an event requires a 
special permit to serve alcoholic beverages. 
 
307  Use of Non-Diocesan Owned Facilities or Premises 
If you plan on using non-Diocesan owned facilities or premises for a “sponsored” parish 
function, please provide a copy of any related contract or agreement, along with a full 
description of the proposed activity to the Diocesan Properties & Risk Management Office at 
least 30 days in advance for review and approval. Most sponsored activities will be covered 
under the Diocesan insurance policy. This review, however, is necessary in order to meet the 
insurance agreements and to make changes in adverse agreements. Once approved by 
Catholic Mutual Group, contact Nichol Farnan at 800-228-6108-Ext. 2362 to request an 
official Certificate of Insurance to provide to the facility owner. 
 
308  Adult Hold Harmless / Indemnity 
Ideally, individuals utilizing parish/school/agency premises for activities that are neither 
sponsored nor affiliated is to provide a Certificate of Insurance naming both the 
parish/school/agency, the Diocese, and the Bishop of Charlotte as an Additional Insured.  
Refer to Sample COI (Form 8.F) for an example of appropriate proof of Liability Insurance. 
However, in certain instances when groups or individuals do not have insurance, the Adult 
Hold Harmless / Indemnity Agreement (Form 3.D) can be used. This Release Form has NOT 
been designed to be a replacement for insurance but has been developed only for certain 
situations. Specifically, it must be utilized for the following situations that are often 
encountered:  

• Adult Athletic Participation – ALL adults who use or rent the parish/school/agency 
gym for non-sponsored basketball, volleyball, or like activity must sign the Release 
Form. It is not adequate to have one representative of a sports group sign an 
agreement. Each individual must sign a Release Form for the contracts to be valid. 
Please note that a new form does not have to be obtained for each usage of the gym 
if the gym is being utilized on a seasonal basis. Instead, the parish/school/agency 
may obtain one signed Release Form per individual, per season. 

• Craft Fairs – Considering that a parish/school/agency craft fair usually involves a 
large number of craft vendors, it is impossible to obtain a Certificate of Insurance from 
each vendor. Instead, the Release Form should be distributed with the craft vendors’ 
registration material for the vendor to sign. A craft vendor who does not sign the 
Release Form should not be allowed to participate in your parish/school/agency craft 
fair. 

• Other Small Groups – In rare instances, the Release Form can be used for very small 
groups that do not have liability insurance. Similar to the adult athletic participation, in 
these cases a Release Form must be obtained from each individual of each group 
who utilizes parish/school/agency facilities. When dealing with large groups, it is not 
feasible to have each group member sign a Release Form. Considering this, large 
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groups must sign the Facility Usage / Indemnity Statement (Form 3.C) which requires 
insurance. 

 
The Adult Hold Harmless / Indemnity Agreement (Form 3.D) is a legal contract between your 
parish/school/agency and the individual who signs the form. The Release Form will 
effectively bar the signer of the agreement from successfully pursing a claim against the 
parish/school/agency. Please note that the Release Form is only valid when the signer is at 
least 18 years old.  You should not alter it in any way, since an alteration could result in 
nullifying its legality. Original copies of signed Release Forms should be kept in your files for 
10 years. Injuries and accidents are often not promptly reported, necessitating the need for 
original copies to be maintained.  
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INSTRUCTIONS FOR THE FACILITY USAGE / INDEMNITY STATEMENT  
(See Form 3.B – Instructions for the Facility Usage/Indemnity Statement)  
The Facility Usage / Indemnity Statement (Form 3.C) must be used when non-sponsored or 
affiliated groups use parish/school/agency facilities on a short-term basis such as one day or a 
week.  
The following groups are examples of non-sponsored or affiliated groups that should sign the 
Facility Usage / Indemnity Statement (Form 3.C):   

• Scouts, Knights of Columbus, American Legion, home school or other similar 
organizations that use parish facilities for meetings or fundraisers. AAU sport teams or 
non-parish sponsored sport classes/clinics. 

• Parishioner and non-parishioner families that rent or use school facilities for wedding 
receptions, family reunions, anniversary parties or other similar activities. (In addition to 
signing the Facility Usage / Indemnity Statement (Form 3.C), a parishioner or non-
parishioner family would be eligible to purchase “special event” liability coverage through 
your parish via Catholic Mutual Group.) Please note that funeral luncheons are 
considered parish-sponsored events. 

• Any other organization, municipality or county organization that uses parish facilities for 
a meeting or function that is not school sponsored. 

 
The Facility Usage / Indemnity Statement (Form 3.C) requires the facility user to provide a 
Certificate of Insurance documenting general liability coverage in the amount of $1,000,000 per 
occurrence. This Certificate of Insurance must include the following specific language: 
 
“Bishop Peter J. Jugis and, in addition, The Roman Catholic Diocese of Charlotte, as its 
interests may appear, are additional insured.” 
 
It is not adequate to obtain a Certificate of Insurance, which names the entity as a “certificate 
holder.” 
 
It is often asked what criteria an organization must meet to be sponsored or affiliated. In the 
event of an insurance claim involving a potential non-sponsored activity, the following questions 
would be asked to further determine if a group was sponsored and eligible for insurance 
coverage: 

• Did the school have full control over the group or function? 
• Did all costs or fees associated with the function flow through parish/school/agency 

accounts? 
• Was the function or group open to all members, students, and parents? 
• Was the purpose of the function or group to facilitate learning, raise revenue for the 

parish/school/agency or provide a social service on behalf of the parish/school/agency? 
• Was the teacher or leader of the group a school volunteer or employee? 
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