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Facility Use Policy
It is the vision of Lighthouse Christian Fellowship to positively impact the lives of people in the community by providing services that exemplify Christ-like ethics and qualities. We see the facility as an outreach tool that should be readily available to our ministries, members, and community. Lighthouse Christian Fellowship’s members have generously contributed time and resources to build and maintain our facility. Any policies and procedures we have in place are to ensure that this facility will remain in excellent condition for many years of service.

All groups are responsible for scheduling events by providing a Facility Use Agreement form providing detailed information regarding the event. This form can be submitted in paper form or through the Lighthouse Christian Fellowship website (www.l-c-f.com). Policies are in place to prevent overbooking which would hamper ministerial efforts. Reservations are made on a “first come; first serve” basis.

General Policies

After Hours Rentals
Rental times outside of normal church hours will require additional staffing by facilities and additional charges may be incurred.

Capacity
All groups must abide by capacity codes set by the Prosper Fire Marshall.

Decoration
Decorations are defined as any material on facility surfaces that were not included in the original building design. Acceptable adhesive for decorations on coated surfaces will include: masking tape, scotch tape, and poster putty only. Tape should not be used on varnished wood, painted surfaces, or other items that may damage the finished surface. Duct tape is not allowed.

Posting signs or posters must be approved through the Facilities Manager and must be removed immediately after the event.

Fees and Deposit
To reserve the facility, 50% of the rental fee is required at the time of reservation. The remaining 50% of the rental fee is required prior to the event. Deposits are required for non-Lighthouse sponsored events. Fees are subject to change at the discretion of Lighthouse Christian Fellowship.
Equipment Usage

Basic Room Equipment: All church assets and equipment are to remain on church property unless specifically approved by the Facilities Manager.
Technical Equipment: An approved, experienced Lighthouse Christian Fellowship operator must operate all audio and visual equipment for events. Outside operators are not allowed to use or attach equipment to our system. In the event that a group needs audio or visual equipment during their event, additional fees will be incurred.

Force Majeure

In the event of a fire, natural disaster, local or national emergency or other matters outside the control of Lighthouse Christian Fellowship that causes a substantial delay, rescheduling or cancellation, Lighthouse Christian Fellowship will be released from the rental agreement. The group here by waives any claims for damages or compensation for such delay or failure to perform the agreement other than the return of any monies due to the group for deposits.

Guests

The conduct of all persons attending events at Lighthouse Christian Fellowship will be respectful of the Lighthouse Christian Fellowship Church. Guests and activities are restricted to the approved area(s).
Lighthouse Christian Fellowship will make every possible effort to protect personal items; however, the church will not be responsible for items that are lost, stolen, or damaged. Do not leave valuables unattended. Guests are responsible and assume liability for any personal injuries or damages to the facility and/or equipment.

Children
Children in attendance at any event must be under the supervision and control of a parent or authorized adult (18 years of age or older) at all times and are not permitted to roam freely on church property. Groups of children, ages 12 and under, must be under the supervision of one adult for every 15 children. Children, ages 13 and over, must be under the supervision of one adult for every 30 children.
Kitchen Use and Food Policies
The kitchen facility at Lighthouse Christian Fellowship is not an industrial kitchen and may not be used by caterers to cater events. The serving of food and beverages is allowed in all rental areas of the facility with the exception to the stage area and near technical equipment. Serving food and/or beverages with the propensity to stain, such as red, purple, or blue liquids are prohibited.

Lost & Found
Items remaining after an event will be held for an appropriate waiting period. If the item(s) are not picked up in a timely manner, the items may be discarded or given to charity. Large items requiring excessive storage may be disposed of sooner. Please make arrangements with the Lighthouse Christian Fellowship Facility Manager  for any oversized items that need to be temporarily kept in storage pending pick up.

Outside Media, Music, and Materials Approval
All music, media, materials, and presentations must be provided to the Lighthouse Christian Fellowship Facilities Manager for review. Materials found to conflict with the ethic, beliefs and general philosophy of Lighthouse Christian Fellowship will be prohibited. 

Any flier, public announcement or other marketing tools for an event held at Lighthouse Christian Fellowship must have prior approval by the Events Manager.
Reservations
All events requiring use of Lighthouse Christian Fellowship’s facilities or grounds must be scheduled through the Facility Manager. All details including date, time, equipment, room(s), and special needs must be specified before the agreement is signed. Activities and programs are limited to the space that is assigned.

All scheduled dates will be of a temporary nature until the facility use agreement is signed and fees are received. If the signed facility use agreement and fees are not received in a timely manner, the reservation may be changed or cancelled.

Responsible Party
Every event must have one appointed person as a responsible party. This person will act as a contact and will be responsible for signing the contract, enforcing the contract guidelines by providing supervision at the event and will assume liability for personal injuries, damage to personal property, damage to the facility or equipment and additional maintenance or clean up costs. The responsible party will restore the facility or equipment to pre-use condition. 
Restrictions
Smoking, illegal substance and alcoholic beverages are prohibited on the grounds or in the building. Apparel or behavior that is inappropriate and in conflict with the Lighthouse Christian Fellowship beliefs and ethics will not be permitted. Animals are not allowed in the building or on the grounds with exception to “seeing-eye” dogs. Church sponsored ministries using animals at an event must have prior approval. Animals must be under constant supervision. The animal owner is financially liable for damages to the facility as a result of the animal(s).

Returned Payments
There will be a service fee of $20 for returned payments. In the event of a declined payment, all previous agreements and reservations may be considered null and void.

Set-up, Cleaning and Maintenance of the Facility
Anyone using the building is expected to leave the building reasonably clean and remove all items associated with their programs immediately following the event. Prompt reporting of all damages due to the event to the Facility Manager is required. Contact the Facilities Manager in case of emergency repairs.

All trash will be placed in lined containers only. Drinks and other fluids will be disposed of in sinks and never in water fountains or trash receptacles. Artificial and live plants and furniture that is not rental furniture, are not to be moved from their original locations without prior consent from the Facilities Manager. ALL room set up requests must be finalized one week before the event. 

For Rentals: Users are responsible for returning the room to the pre-use condition. Any set up outside of the room(s)’ normal set up will be the responsibility of the user. Arrangements for set up can be made for an additional fee.
For Events: Facility set up will be automatically included in the price of rental. Renter users are responsible for clean up of their own supplies and decorations.

Special Accommodations
Reasonable accommodation requests need to be sent to the Facilities Manager in written form immediately upon scheduling the event. The Facilities Manager will require adequate time to adhere to the request before the event.

Storage

Due to the limited storage space at Lighthouse Christian Fellowship, the facility user must contact the Facility Manager to make prior arrangements for storage space. Storage space is on a “first come, first serve” basis and can only be stored one day prior to the event. Materials stored without permission may be discarded, placed in the lost and found or given to charity.

Temperature Control
Room heating and air-conditioning are controlled by thermostats and are adjusted by the Facility Manager only.
Fire Prevention
Candles, smoke generators, sterno material, pyro-technical devices or other fire hazard materials must be pre-approved for use through the Facilities Manager. Only drippless candles are approved for use and must be in an appropriate holder to prevent contact with people or from tipping over. Bondfires or any open fires are prohibited on the Lighthouse Christian Fellowship grounds. No flammable substances are to be stored in the facility. Report all potential fire hazards to the Facilities Manager immediately.
Facility Use Agreement
Please fill out the following form, read the “Facility Use Policy,” sign below and submit it to the LCF office.

PERSON RESERVING FACILITY: _____________________________________Date:_____________________
GROUP REQUESTING FACILITY: ____________________________________  PHONE: _________________
ADDRESS: ___________________________________________________  FAX #: ______________________
DATE(s) NEEDED: _____________________________________________​​​​​​​​​_____________________________
STARTING TIME:______________________________  ENDING TIME:________________________________
EXPECTED ATTENDANCE: ___________________________________________________________________
DESCRIBE MEETING: _______________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
ROOM(s) REQUESTED: ______________________________________________________________________
__________________________________________________________________________________________
If requesting the Auditorium or Student Ministries Room, please answer the following questions if you are planning on:

USING THE SOUND SYSTEM?




Y
N


USING WIRELESS MICROPHONE(S)?



Y
N
________# (how many)

USING THE MULTIMEDIA/PROJECTOR SCREENS?

Y
N
______________(type)
USING THE PLATFORM?




Y
N

WHAT CHANGES IN THE PLATFORM SETUP ARE NEEDED?_________________________________

________________________________________________________________________________________________________________________________________________________________________

Special Needs:
SOUND/VIDEO TECH.





Y
N
INTERNET CONNECTIVITY




Y
N

BUILDING KEY






Y
N

OTHER
 ___________________________________________  (please specify)

* Please list the office equipment and supplies needed as it is possible that assistance from the administrative staff may be necessary.

WILL CHILDREN BE AT THE ACTIVITY?



Y
N
AGES OF CHILDREN? _______________________________________________________________________
WHAT PROVISIONS ARE MADE FOR CHILDREN? ________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________

IF WE CHECK A KEY OUT TO YOU, PLEASE DO NOT DUPLICATE KEY OR GIVE TO ANYONE ELSE.  PLEASE RETURN KEY TO THE FACILITY MANAGER WHEN YOUR EVENT IS OVER.
If you have questions, do not hesitate to call the church office. Your signature below signifies that you are in agreement with the LCF Facility Use Policy.
Signed: _____________________________________________ Date:__________________
Printed Name: _______________________________________
Office Use Only:

BUILDING USE FEE:
_____________________ (if applicable)
DEPOSIT:

_____________________ (if applicable)
CLEANING FEE: 
_____________________ (if applicable)
STAFFING FEE(s): 
_____________________ (if applicable)
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