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WEDDING POLICY  
AND PROCEDURES 

Weddings are a joyful celebration. We hope that your big day will be a memorable and beautiful time 
in your life as a couple. Your wedding is also a serious time to reflect on and remember the covenant 
you’re making. God’s Word expresses a high view of marriage, and Calvary Church is committed to 
handling each wedding with care.

Please carefully read through each page of the Wedding Policy & Procedures before submitting your 
application to the Calvary Church office. If you have questions about the policy or procedural guidelines, 
please contact Donna Krieg, Wedding Assistant, at the church office (219.462.4026).

ELIGIBILITY & APPLICATION
• ELIGIBILITY The bride or groom must be a member of Calvary Church (or the child or parent of 

a Calvary Church member) to be eligible to host a wedding at Calvary. As such, Calvary Church 
expects that the couple desires not only a Christian ceremony, but also a Christian marriage. 

• APPLICATION An application must be completed by the couple and returned to the church office 
addressed to the attention of Donna Krieg, Wedding Assistant. The application helps Calvary’s 
pastoral team learn more about the couple. If a couple wishes to request that an outside pastor 
officiate the wedding, a request must be submitted with the application for approval by the 
pastoral team. The application will be approved or dismissed by the leadership of the church.

• PASTORAL INTERVIEW The couple will be required to interview with a pastor at Calvary and is 
responsible for calling the church office to schedule the interview. 

• SECURING THE DATE There are four steps to securing the desired wedding date at Calvary 
Church. The couple must 1) submit an application and 2) receive approval from the interviewing 
pastor, 3) at which time the pastor over administration must clear the use of the church facility 
on the desired date and 4) the couple pays the $275 deposit. We strongly discourage you from 
making any other arrangements for the desired date until that date has been confirmed on the 
Calvary Church calendar. 

CHURCH’S RESPONSIBILITY 
The pastoral staff will undertake a pastoral interview, premarital counseling, and duties related to 
officiating the couple’s wedding. Church staff will see to the care and cleaning of the facility and provide 
guidance and aid as detailed below.
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• OFFICIANT The couple may request any pastor to officiate and/or oversee premarital 
counseling. However, if the requested pastor is unavailable, another staff pastor will be 
recommended to fill the role.

• WEDDING ASSISTANT The purpose of the wedding assistant is to coordinate the use of the 
facility, help ensure the wedding runs smoothly, and assist in making it an enjoyable experience 
for everyone involved. It is important to note that the wedding assistant is not a wedding planner 
or professional coordinator. The assistant will assist with the following:

• Coordinate the facility usage with the pastor over administration, Facility Manager, church 
calendar coordinator, and sound technicians.

• Schedule the cleaning of the facility and clearing of the removable stage pieces prior to  
the event.

• Convey what items may or may not be moved in the auditorium and other parts of  
the building. 

• Coordinate the operation of PowerPoint and/or video, if requested.

• Arrange the proper unlocking and locking of the facility.

• Serve as liaison for the officiant (pastor). 

• Be available to assist with the facility during the rehearsal and wedding. 

• Collect payment for wedding fees.

• PREMARITAL COUNSELING Due to the serious nature of the marriage covenant and the 
officiating pastor’s responsibility and care for the couple’s spiritual health, the couple must 
participate in a term of premarital counseling. Each individual pastor oversees the details of 
premarital counseling. Counseling should begin as soon as possible in case the pastor would like 
to address relational issues. Approximately six sessions of counseling or premarital mentoring 
should be expected. This matter will be discussed during the pastoral interview, and resource 
materials will be provided by Calvary Church.

• WEDDING VOWS It is our practice here at Calvary to use the vows from the Book of Common 
Prayer. Each pastor has discretion to manage any change from this practice.  

COUPLE’S RESPONSIBILITY
The couple must meet with a member of the pastoral staff for an interview, be approved by the 
interviewing pastor, and agree to a premarital counseling plan.    

• FEES Due to the hours of time and service entailed for each wedding held at Calvary, 
the following fees shall be paid to compensate our staff for their efforts. Only the listed 
staff members and services will be provided. All other aspects of the ceremony shall 
be the responsibility of the couple. Please note that the pastoral staff does not charge 
a fee for their services; however, there is a general practice of gifting the pastor for his 
services, and this gift should be given directly to him. A suggested amount is $250.
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STAFF/SERVICE FEES
(at Calvary Church)

Wedding Assistant

$550
Custodial Care

Stage Assistance (set-up/tear-down)

Sound Technician

OPTIONAL SERVICES ADDITIONAL FEES

Videos/PowerPoint during the ceremony $50

NOTE: The above fees do NOT include a gift for counseling pastors or the pastor officiating 
the ceremony OR facility fees for a reception held at Calvary Church. To make arrangements 
for a reception at Calvary, follow the facility requisition process. Contact the church office for 
additional information (219.462.4026). 

• PAYMENT TIMELINE A deposit of $275 ($75 for an off-site wedding with wedding assistant) 
is due once the wedding has been approved. A check should be made out to Calvary Church 
and submitted to the church office. Remaining monies should be paid by the rehearsal date. 
Members who need financial assistance may submit a written request to the church office for 
review by the elder of finance.

FACILITY USE GUIDELINES
Due to the many weddings and events held at Calvary each month, the following facility-use guidelines 
have been created to protect the facility that God has blessed us with.  Please read the following 
information and sign to indicate that you understand and have agreed to the stated guidelines.

• STATEMENT OF RESPONSIBILITY The couple is responsible for the actions of the wedding 
party and guests and for any damage to the church facility. In the event of an injury on Calvary 
property and subsequent insurance claim, the couple is responsible to pay the Calvary Church  
insurance deductible.  

• FACILITY SCHEDULE There are a number of events held on the Calvary Church campus each 
month so advanced planning and scheduling is advised to secure the desired date. The facility 
will not be reserved until an application is completed, the interviewing pastor gives approval, 
the pastor over administration clears the request for the desired date, and the $275 deposit is 
received.

• RESTRICTIONS No smoking or alcoholic beverages shall be allowed on any church property.  

• WEDDING SHOWER A wedding shower may be scheduled at Calvary Church by following the 
proper requisitioning of the facility. Contact the church office (219.462.4026) for details.

• REHEARSAL The suggested time for the rehearsal is after 5p the evening before the wedding. 
The wedding assistant will help schedule the rehearsal. 
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• DECORATIONS Decorating should be done during regular church office hours (9a-4p) on the 
day before the wedding. Décor used during any event must adhere to the following guideline: 
the physical condition of the church campus is to be the same after the event as before  
decorating began.

• All candles, except those used for candelabras (see below), must be enclosed with a 
lantern, vase, or similar. 

• Proper table coverings must be used for the communion table and other surfaces.

• Pins may be used to attach décor to the worship center chairs.

• No pins or tape may be tacked on the wall.

• The church owns three candelabras and flickering flameless candles, which may be 
borrowed for the wedding with the understanding that all must be returned in the same 
condition in which they were received. Flameless candles are preferred, however, the 
couple may purchase new candles. (An additional cleaning fee will be charged if candles 
drip.) 

• STAGE & SET The staging at Calvary Church is continually adapted to best meet the needs 
of our worship team and pastors. Decorations for weddings must be adaptable to whatever 
is on stage. Although worship team equipment (instruments, stands, microphones, etc.) will 
be removed, other pieces of the staging or set design may be on the stage at the time of the 
wedding. These may not be moved.

• BRIDE & GROOM’S EXIT Use of birdseed, popcorn, party poppers, flower petals, or any 
other materials that will leave debris in the church parking lot, landscaping, or facility is strictly 
prohibited. 

• AFTER THE CEREMONY The bride and groom are responsible for the removal of all decorations 
and belongings. These are to be removed immediately following the ceremony/pictures. The 
wedding assistant will ask the couple to designate someone to handle this task. 

After reading the above Wedding Policy & Procedures, please sign the attached STATEMENT OF  
COMMITMENT and return it to the Wedding Assistant at Calvary Church. Please retain the Facility Use 
Guidelines for reference when planning your event. Additional questions should be directed to the  
Wedding Assistant.
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STATEMENT OF 
COMMITMENT

We, the Bride and Groom, have read and understand the Wedding Policies & Procedures and the 
Facility Use Guidelines. We agree to the aforementioned requirements and will abide by them  
as stated.

  Groom 

  Phone  

  Bride 

  Phone 

  Date Signed


