
A Planning Guide for Meetings and Events 

at the 

 

Parchment Valley 

Conference Center 

Route 2, Box 304 
Ripley, WV 25271 

Phone  304-372-3675    Fax  304-372-5160 
1-800-489-8564 

Email:    conference@wvbc.org 
Visit Us On the Web at www.parchmentvalley.org 

9-1-05 



to the Parchment Valley Conference Center .  We are pleased that you have chosen our facility 
to host your event and it is our heartfelt prayer and goal that you find your time with us  
enjoyable. 
 
 In the event you have not been to our facility recently, you will find the additions of the 
Santrock Education Center and the Greenlee Activities Center have enabled our conference 
center to afford ample meeting and multipurpose space to accommodate group activities for 
children, youth and adults. Our facility was designed with you in mind as we strive to serve the 
needs of all of God’s children.  
 
 As a PV guest, you and your group will have access to over 1200 acres of God’s  
natural beauty located in Jackson County, West Virginia and are invited to utilize our many  
outdoors attractions: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The pages in this folder are designed to help you plan for a successful meeting or event 
and, in turn, assist us in preparing for your meeting or event.   
 
 While you are here, enjoy what God has provided and please let the staff know if there 
is anything that we can do to enhance your Parchment Valley experience. 
 
  May God’s richest blessings continue with you, 
 
 
 
 
   Koreen Villers 
  Guest Services & Events Manager 

 Approximately 7 miles of hiking/mountain biking trails 

 Outdoor swimming pool (seasonally) 

 Basketball court 

 Athletic fields 

 5 Picnic shelters 

 3 Lakes (the fishing is great!) 

 2 Group campfire areas 

  Vespers Area 

  18 Holes Disc Golf Course (Under Construction) 

Parchment Valley 
Conference Center 

Koreen Villers - Guest Services and Events Manager 

 
Email:  villers@wvbc.org                   1-800-489-8564  
Route 2, Box 304         Phone (304) 372-3675  
Ripley, WV 25271            FAX (304) 372-5160 

Welcome . . . 
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 In accordance with the policy approved by the Parchment Valley 
Conference Center Board of Directors and by the Executive Board of the 
West Virginia Baptist Convention, we extend the use of our ministry facility 
to those Christian denominations, related groups and others, who can and 
will embrace our above stated purpose statement and abide by our rules 
and regulations. 
 Use of our facilities by all groups and organizations outside of the 
West Virginia Baptist Convention and the American Baptist Churches/USA 
is subject to the approval of our Board of Directors or its designated  
committee. Specific inquiries regarding our use policy may be directed to:  
 

Koreen Villers 
Guest Services/Events Manager 

Parchment Valley Conference Center 
Route 2, Box 304 
Ripley, WV 25271 

The Purpose of the Parchment Valley Conference Center 
 is to experience the presence of God in His world, and enable  
individuals to meet Jesus Christ and accept Him as Lord and Savior.  

The Parchment Valley Conference Center is a not-for-profit ministry under 
the direction of the Parchment Valley Conference Center Board of  
Directors and receives ministry funding support from the West Virginia 
Baptist Convention and its member churches throughout the state of West 
Virginia.  
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Facilities Guide 

William G. Farmar Administration Building 
(“The Barn”) 

 
 This building houses the Guest Services & Hospitality Center of Parchment  
Valley, as well as, the administrative offices. It also includes the Carter Dining Room 
food service area, and Meeting Rooms #1, #2, #3, and #4 (see floor plans). 
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Greenlee Activities Center 
 

 The center houses the Crouch (#5) and Keeney (#6) Meeting Rooms, The Loft 
(#7) and a multipurpose area. The Loft is an open space for group programming. The 
multipurpose area contains indoor facilities for basketball, volleyball and other group 
athletic activities. Table tennis equipment can be obtained at the Guest Services & 
Hospitality Center in The Barn. The center also has a hospitality center in each   
meeting room and adjacent to the multipurpose area on the main floor.  The facility is 
fully handicap accessible (see floor plan). 
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Santrock Education Center 

 

 One of our newest buildings, the Santrock Education Center contains four 
rooms for meetings, each of which can accommodate groups of up to 50. The rooms 
can be opened to provide meeting space for larger groups.  
 Each room is equipped with its own sound system, which can be linked when 
two rooms are being utilized as one large room. It is a multimedia facility with includes 
wireless internet access.   A hospitality center, complete with coffee brewing unit,     
microwave oven and refrigerator, is located in each of the four rooms. This facility is 
also fully handicap accessible. 
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The Douglas W. Hill Assembly Hall  
 
 The Douglas W. Hill Assembly Hall (Hill Hall) is our conference building, which  
is our largest group meeting area. In addition to the large Conference Room (Meeting 
Room #12), the building also contains the archives and museum of the West Virginia 
Baptist Historical Society (Meeting Room #13), as well as a Library (Meeting Room 
#14) housing a collection of books and personal libraries donated to the conference 
center by the families of former pastors in our region. These two rooms can be utilized 
as “break-out” rooms for groups meeting in the plenary area, but use is subject to prior 
approval. 
 The narthex contains a coffee brewing unit and restrooms for the building. This 
building is also handicap accessible. (see floor plan ). 
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Cabin Meeting Areas 
 

 Additional meeting space is available in the lower level of cabin housing area  
located on top of the hill overlooking the Conference Center grounds. The large space 
can be subdivided into three separate meeting areas (Meeting Rooms #15, #16 and 
#17 ).  
 This area includes restrooms in the center section and is accessed by following 
the sidewalk around either side of the building. 
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Your Meeting Area 
 

 Now that you have surveyed our meeting areas you are ready to begin the  
process of selecting the proper setting for your event.  After we receive your Letter of 
Application, we will provide you with a Meeting Room Setup & Equipment Request 
Form. That completed form should be returned to us at least 60 days prior to your 
event in order to have our facilities arranged upon your arrival.   
 

The Meeting Room 
 

 The meeting room you will be using should be set up to best serve the type of event 
you are planning.  The following guide will provide you with the setups available. 

 
AUDITORIUM:  All chairs face the podium. Variations include: 

 One section of seating centered to the podium 

  Two sections of seating  with an aisle centered to the podium 

  Three sections of seating with two aisles and the middle section centered to the 
 podium. 

  “Theatre in the Round”  with seating in concentric circles. 

  “Half Moon”  with seating in concentric semi-circles, centered to the podium. 
 
 
 
 
 
 
 
 
 
 
 
 
CIRCULAR:  One row of chairs circling the speaker’s area (not recommended for 
groups of over 25). 
 
 
 
 
 
 
 
CLASSROOM:  Chairs arranged on one side of an 18” x 96” table, 
facing the podium.  Recommended that only three persons be 
seated at each table. May be used in the Hill Hall. (PLEASE 
NOTE:  The Santrock Education Center meeting areas utilize 24” x 
72” tables at which no more than two persons should be seated). 
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SEMINAR:  Chairs are arranged around  a rectangular table.   
Normally eight people at an 8’ table (Hill Hall) or six people at a 
6’ table (Santrock Education Center). 
 
 
 
 
 
 
 
HOLLOW SQUARE (or RECTANGLE):  Chairs on the outside 
of the square (rectangle). This arrangement is useful in groups 
of  12 to 18 where conversation is encouraged (staff meetings, 
planning meetings, etc.). 

 
 

QUESTIONS TO BE ANSWERED 
 

1. What size group do we anticipate to have at this event? 

2. What type of seating arrangement will be best for this event? 

3. Is staging required for the speaker?  (Good idea if this is a large group requiring 

some to be seated some distance from the podium.)  

4. Do we need any additional tables set up for registration, literature, displays? 

5. Do we need a podium? 

6. Will the speaker need a small table near the podium for any props, materials, etc.? 

 

PLEASE NOTE: 

We request that you not affix any items to a wall unless a tack strip is available.  Do not 

use adhesives, tapes or tacks on walls, doors or trim. 
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AUDIO-VISUAL EQUIPMENT NEEDS 
 

 Our center is equipped with an assortment of audio-visual equipment ,which is 
available for your use. It is important that you inform us of your needs well in advance 
to be sure that we have the right equipment available when you need it. High-speed 
wireless internet connectivity is available in the Santrock Education Center. 
 
SOUND EQUIPMENT:   
 The main meeting area of  Hill Hall is equipped with a sound system, complete 
with one wired podium microphone, one wired handheld microphone, one wireless 
handheld microphone and one wireless lapel microphone. An audio CD and cassette 
player are part of this system. Microphone stands are also available.  
 A PV staff member can be made available to operate this system for an hourly 
fee or arrangements can be made for a member of your group to be instructed in its 
use. 
 All four meeting rooms in the Santrock Education Center are equipped with         
individual sound systems operating on separate wireless channels. Each of those   
systems includes one wireless handheld microphone and one wireless lapel              
microphone. The volume can be adjusted for these microphones and the AV        
equipment jacks in each room. 
 Other meeting areas can be equipped with a podium microphone or other     
portable sound system. 
 
VISUAL EQUIPMENT: 
 Digital projectors are available for use with video players, DVD players and 
computers using presentation software.   
 DVD and VHS format video players are available for all meeting areas. 
 Television monitors are available for all meeting areas, but are recommended 
only for small group presentations. 
 Overhead projectors for use with transparencies are also available.  
 Newsprint boards with markers & easels are available at a nominal charge of 
$15.00. 
 Projection screens are installed in the Santrock Education Center, Hill Hall and 
in most meeting rooms in The Barn. Portable screens are available for use in other 
meeting areas. 
 

QUESTIONS TO BE ANSWERED 
(PLEASE FILL IN THE INFORMATION ON THE SETUP SHEET TO BE MAILED BACK  TO PV) 

 
 Sound System &  Operator ( PV Staff or group member?) 
 Digital Projector 
 Cord Connections for uses? (DVD or Video Player to TV;  DVD or Video Player to 

Projector; etc.) 
 VHS Video Player 
 DVD Player 
 Television monitor 
 Overhead Projector 
 Projection Screen 
 White Board & Markers 
 Easel with Newsprint Pad and Markers 



SWIMMING POOL FACILITIES 
 

 The Conference Center has a 25-meter swimming pool on the grounds. The pool      
facility is open from Memorial Day weekend through Labor Day weekend each year.  Normal 
hours of operation are from 1 p.m. until 5 p.m. on days guest groups are on the grounds. Red 
Cross certified lifeguards are provided. and must be on duty for pool to be open. 
 Additional pool times may be scheduled in advance of your stay.  A nominal fee is 
charged for a group’s use of the pool during times other than regular scheduled times (see 
price list for details). It would be helpful for our staff to know in advance whether or not mem-
bers of your group will utilize the pool on the days of your arrival and departure.   
 Modest bathing suits are required at the pool. (Females - one piece swimsuits; Males -  
shorts style)  
 

OUTDOOR ACTIVITIES AREAS 
 
 With over 1200 acres of property available, our facility has a wide range of outdoor    
activities including athletic fields, volleyball courts, basketball and horseshoe courts.  Balls and    
assorted sports equipment are available at the Guest Services and Hospitality Center. 
 Currently under construction, are two nine-hole disc golf courses.  One course winds 
around Winter Lake and the other leads to Big Horse Lake.  Score cards, maps, and discs are 
available at the Guest Services and Hospitality Center. 
 We also have over seven miles of woodland trails through our property, maps for which 
are available in the Guest Services and Hospitality Center. 
 Our Conference Center also has two group campfire areas and one vesper area. 
 Three water impoundments provide ample opportunity for fishing and guests are invited 
to bring their favorite pole and tackle along. No licenses or fees are necessary for our          
registered guests. 
 We also have five picnic shelters, three near the swimming pool and Moyer Lake and 
two more located at Winter Lake.  Use of shelters must be reserved well in advance and       
require a reasonable fee to be paid. 
 Facilities are also available for primitive camping and tent camping, as well as utility 
hook-ups for RV camping units. Advance reservations are required. Shelters at Winter Lake 
are available for an additional fee.  (see facility map and price list for details).  

 
ACCIDENTS & MEDICAL INSURANCE COVERAGE 

 
 If a guest is injured during their stay with us, we require that a written report be made of 
the incident. Incident report forms are available in the Guest Services and Hospitality Center 
and a member of our staff will be glad to assist with filing the report.  
 Each registered guest is covered by our medical insurance policy, which covers         
accidents occurring while a guest is present on the grounds.  The policy is a secondary        
coverage policy and works in conjunction with other coverage the guest may have. 
 In the event a guest requires medical attention at a local health care facility, an          
insurance claim form is also available in the Guest Services and Hospitality Center. 
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Carter Dining Room 

( Where do we eat and when? ) 

 The Carter Dining Room, located in the William G. Farmer Administration    
Building, has a normal seating capacity of 144 and a maximum seating capacity of 180 
with cafeteria style serving. All meals are served in this area. 
 Meals are served at 8:00 a.m., 12:00 noon and 5:30 p.m. unless special           
arrangements have been made in advance with the foodservice department. It is       
important that groups be on time for meals as scheduled in order to facilitate serving 
multiple groups. 
 Campground guests may schedule in for any meals being served in the dining 
during their stay.  A fee schedule for all meals is available at the Guest Services and 
Hospitality Center, located in the administration building. 
 Special dietary needs should also be made known during the pre-registration 
process.  Our Guest Services Manager and Food Service Supervisor will be glad to   
assist you in arranging for those special needs. 
 Banquets may be scheduled for churches and other groups (i.e. for Mother’s 
Day, Father’s Day as well as other recognition and appreciation events. Arrangements 
can also be made for church Thanksgiving and Christmas dinners). Scheduling, menu 
selections and pricing are available upon consultation with the Guest Services       
Manager and Food Service Supervisor. 
 Dining and restroom facilities in the Administration Building are “handicap 
friendly” areas. For handicap assistance, please contact the Guest Services office. 
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Lodges & Cabins 
(Where are we staying?) 

 The Conference Center has sleeping quarters to accommodate 198 guests (78 
in lodges and 120 in cabins) in six buildings located along the driveway at the far end 
of our campus.  If you prefer to be responsible for making the housing assignments for 
your group,  a set of room assignment forms will be provided to you in advance of your 
arrival. Please be sure to note this option when completing your Conference Services 
Request Form.  
 Each of the four lodges is named in memory of a missionary from churches in 
our West Virginia Baptist Convention. A short biography of these missionaries is a wall 
hanging in the common room of each of the buildings. 
 The four modern lodges have beds for 78 guests and a common room on the 
main level of each of them. The lodge rooms have private bath facilities.  The six 
rooms on the main level each have two full size beds and feature access to a large 
covered porch on the back of the building. Each room is heated and cooled with its 
own wall unit . The common room in each lodge features a hospitality center with      
microwave oven, small refrigerator and a coffee pot for the convenience of our guests. 
(see floor plans on page 14) 
  Sowards Lodge will each accommodate 17 guests.  In addition to the six 
rooms on the main level (#1-#6)  of Sowards Lodge, there are also  two rooms on the 
lower level (#7 and #9) each with two single beds.  This lodge also has a special room 
(#8) reserved for conference speakers and is furnished with a full size bed, a futon bed 
and a hospitality center with table and chairs. This room is also made available for  
pastors in our WVBC churches as an overnight retreat for the pastor and spouse. 
 Deem Lodge will house 19 guests and has the same features on the main level. 
On the lower level it has one room with two single beds (#7) and another room (#8) 
with one full size bed and two full size lower bunk beds and two single upper bunk 
beds.  
 Both Bonar and Bailey Lodges have the same features on their main levels (#1
- #6) and on the lower level they each have two rooms (#7 and #9) with two single 
beds and one room (#8) one full size bed and two full size lower bunk beds and two 
single upper bunk beds.  Each of these two lodges will house 21 guests. 
 Room #8 in Bailey, Bonar and Deem Lodges would be well suited for a family 
of up to six people. Our family maximum rate applies to these rooms. 
 Rooms #7, #8 & #9 in Bonar Lodge are ADA compliant facilities with vehicle   
access from the lower parking lot. 
 Parking spaces are located in lots located both above and below the lodge area.  
 A payphone (304-372-9024) is located at the entrance to Sowards Lodge and is 
accessible 24-hours a day. 
 CHECK OUT TIME for lodge rooms is 10:00 a.m. on the last day of your 
stay with us.  We ask that leaders both advise & remind members of their group 
regarding this time. 
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 At the top of the driveway are two housing units, each containing six “cabins”.  
Each of the cabins will house 10 guests in bunk beds and has its own bath and shower 
facilities. The cabin units will house a total of 120 guests. 
 When being used for youth & children’s housing, it is highly recommended that 
two adults be housed in each cabin. But in addition to housing youth and children, the 
cabins are used in family settings and by groups of adults when the lodge facilities are 
full.  Due to the rustic and group housing features of  these accommodations,  it is not 
recommended for adult housing  except  as an overflow area. 
 Both of these housing units feature spacious covered porches on the front and  
another on the back at the lower level. The porches, accessible from each end of the 
buildings, are ideal for small group gatherings, devotionals and prayer groups. 

CHECK OUT TIME for cabins is 10:00 a.m. on the last day of your stay with us. 
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Group Tours 

 
( Let’s go on a “Wagon Ride” ) 

 A tour of the grounds at Parchment Valley for groups is available as a “Wagon 
Ride”. The benches on our farm wagon will accommodate up to 25 adults.  The tour 
must be scheduled in advance of the event . A fee schedule for the “Wagon Ride” is 
available at the Guest Services and Hospitality Center.. 
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 Group leaders are also asked to have the group’s counselors make sure that no 
one  removes screens from the cabin windows nor tries to exit out of the windows.  
Window screens are easily damaged if not removed in a proper manner! 
 The roofs of the lower level porches are off limits to all guests of the Conference 
Center.  These rules, as well as other guidelines for the Conference Center, are       
enacted for the safety and well being of our guests. The group leader may be asked to 
dismiss any members of the group who do not comply with these and other guidelines. 
 The group may be assessed the replacement costs of any damage incurred to 
the facilities and/or equipment. 



General Information 

 Guest Services & Hospitality Center - our Guest Services & Hospitality Center is   
located in “The Barn”. That center is normally staffed from 8:00 a.m. to 4:00 p.m., Monday 
through Friday (except holidays). Although the Guest Services & Hospitality Center is open 
while guests are in the building, no personnel are on duty there during the night.  
 After Hours Assistance  - is available by dialing 372-3675. The phone will be          
answered either by a member of our resident staff or by a hospitality volunteer on duty. 
 Telephones  - The main telephone number (304-372-3675) is available for emergency 
contact 24 hours a day when registered guests are on the premises.  A payphone is located 
outside the entrance to Sowards Lodge - (304-372-9024). 
 Telephone Messages – messages received for guests during office hours are posted 
at the Guest Services & Hospitality Center. Please be sure to check with the office for        
messages when you are in the administration building for meetings, breaks or meals. 
 Soft Drinks, Candy, etc.  – guests may purchase soft drinks from vending units        
located in breezeway of The Barn, the back porch area of the Santrock Education Center (both 
available 24 hrs. a day) and inside Hill Hall.  Candy, mints, etc. are available at the Guest   
Services & Hospitality Center. 
 Parchment Valley Apparel –  Imprinted T-shirts, sweatshirts, coffee mugs, etc. are 
available for purchase at the Guest Services & Hospitality Center.  
 Medical Emergencies/First Aid –  First Aid supplies are maintained and distributed 
through the Guest Services & Hospitality Center. For medical treatment, Jackson General   
Hospital is located just off of U.S. Rt. 33 (turn left onto Claylick Road just before the I-77    
overpass). The Jackson County Emergency Medical Service is available by dialing 911.  
 Please make a report to our staff person on duty as soon as possible regarding all 
medical emergencies or accidents   
 Handicap Accessibility – Although we have endeavored to make our entire facility as 
accessible as possible, not all rooms are suitable for those using mobility assistance. Please 
check with the Guest Services & Hospitality Center for details about accommodations in the 
lodges, dorms and meeting areas. 
 Registration Process - Included with this booklet is a Letter of Application Form. 
Please fill in the requested information and return to our mailing address as soon as possible.  
After that form is processed you will receive a Conference Services Request, which requests 
more detailed information. If you prefer to process the housing assignments for your group, 
please indicate that on this form. 
 Room Setup & Equipment Request - Request for meeting room setup and              
audio-visual equipment should be submitted on the Meeting Room & Equipment Request 
Form at least 60 days in advance of your event.  
 Deposits - In order to reserve facilities, we must ask you to provide us with a deposit 
based upon your anticipated registration. When placing your registration, please make a       
realistic estimate of the number of registrations you will have. At least six months prior to your 
event, we must have received the first portion of your deposit and a second portion will be    
required at least 120 days prior to the event. We would ask that you provide us with an         
updated number of participants at least 90 days in advance of your event.  (see price list for 
deposit requirements and refund policy)  
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Facility Guidelines 
  In order to provide for an enjoyable experience for the mem-
bers of your group and others, we feel it is important that you be 
aware of our Facility Guidelines:  
 

 Parking – General Parking for the Administration Building, Greenlee Activities   

Center, Hill Hall and Santrock Education Center is provided in the main parking entrance 

lot.  Please do not park in handicap accessible areas unless you have the appropriate     

permit displayed in your vehicle. Handicap access & parking are provided at each of our 

meeting buildings as follows: 

  The Administration Building – Handicap spaces are designated and accessible by 

using the service road to enter the staff parking lot located behind the building.   

  Greenlee Activities Center – use the circular driveway for access to the building 

entrance and designated handicap parking area. 

  Hill Hall –  the handicap parking lot on the back side of the building can be          

accessed via the driveway off the main parking lot. This lot is also designated for a 

turn around area as well as for service personnel access. 

  Santrock Education Center – the handicap parking lot on the back side of the 

building can be accessed via the driveway off the main parking lot. This lot is also   

designated for a turn around area as well as for service personnel access. 

 A limited number of guest parking spaces are also available in lots above and below 

the lodges.  Parking for the cabins is located on each side of the access driveway. Please 
do not park in the driveway or in the turn around areas above the lodges or at the top of 
the driveway, as all are designated as the fire lane . 
 All buildings are designated as Smoke-Free Areas – please smoke only outside 

and take precautions to assure that all smoking material is completely extinguished      

before disposing of it in a receptacle. 

 Firearms, gambling, illegal drugs and all alcoholic beverages are not allowed on 

the grounds of our conference facility – violators will be asked to leave and may be  

subject to prosecution by law enforcement personnel. 

 Skateboards, Roller Blades, Roller Skates, Motorized Scooters and ATV’s are 

not permitted for guest use. 

 Curfew – for the good of all of our guests a “quiet time” is observed from 11:00 

p.m. until 7:00 a.m. Guests should be in their rooms by 12 midnight. 

 Pets are not allowed at the Conference Center.  Special assistance animals (Seeing 

Eye Dogs, etc.) properly designated as such are allowed in all guest areas.  

 Christian Behavior is expected of all our guests at all times.  Our set of guidelines 

is formulated for the safety and well being of all of our guests and any infraction of them 

may result in a guest or guest group being asked to leave the premises. 

 Any Questions regarding our rules and regulations should be directed to our 

Guest Services and Events Manager. 
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