REQUEST TO USE OUR SAVIOR LUTHERAN CHURCH FACILITIES

(Submit to church at least two weeks prior to event with certificate of 
comprehensive general liability insurance coverage)

	Name of Contact:
	Email:

	Office Phone:
	Cell Phone:

	Name of Organization:

	Name of Insurance Company:
	Insurance Company Contact Person:

	Name of Event:

	Date of Event:
	Time of Event:
	Estimated Number of People:

	Arrival/Set Up Time:
	Departure/Clean Up Time:
	Estimated Number of Cars:

	Brief Description of Event:



	Area Requested:

       Sanctuary



 Youth Room


 Picnic/Lanai Area

       Narthex




 Conference Room


 Kitchen


	Equipment Requested:

      Piano




 Sound System
      Podium




 Video/Computer Projector
      Tables

 6 Ft._____

 8 Ft _____

 Round _____

      Chairs _____
      Other (if available)  ______________________________________



	Do pews need to be moved     Yes         No  (If pews need to be moved, please contact church office at 
488-3654)

	I understand and agree to comply with the attached Our Savior Lutheran Church Facilities Usage Guidelines and to accept responsibility for use of the facilities as stated in the guidelines.  In addition, I understand Our Savior Lutheran Church will NOT be held liable in the event of any accidents.

	Organization Representative:  ___________________________________________________________________

Signed:  ________________________________________________________________  Date:  _______________

Address:  ____________________________________________________________________________________

Email:  ____________________________________________________  Phone:  __________________________




OUR SAVIOR LUTHERAN CHURCH
FACILITIES USEAGE GUIDELINES
Our Savior Lutheran Church's primary purpose is to carry out the mission and ministry of the congregation.  As an outreach to the community, the church will make our facilities available to outside groups or organizations for meetings or other events, whenever possible.

 GENERAL INFORMATION: 

· All requests to use the church facilities are subject to approval by Our Savior Lutheran Church.

· Any reference to facilities includes any property of the church, including buildings, furniture and equipment.

· Users are required to abide by all church guidelines, requirements and other restrictions regarding use of church facilities.  Users will forfeit use of church facilities if they fail to follow guidelines.
· Church facilities shall not be used in any manner or for any purpose that is in conflict with or contradicts the mission or principles of the Lutheran Church Missouri Synod.   
· For questions about the guidelines, interpretation of the rules or for practices not specifically covered in guidelines, Our Savior Lutheran Church shall decide the matter and all users shall abide by the congregation's directions.

· Users agree to release, protect, defend, indemnify and hold harmless Our Savior Lutheran Church and its trustees, officers, employees, members, and other representatives from and against any and all claims, liabilities, losses, damages, actions, costs and expenses (including, without limitation, reasonable attorney's fees and other legal costs) directly or indirectly arising out of their use of Our Savior Lutheran Church facilities.  


 REQUEST TO USE CHURCH FACILITIES:

Users are required to complete and deliver, email (office@oursaviorhawaii.com) or mail 
(98-325 Koauka Street, Aiea, HI 96701) to the church the following documents at least two weeks prior to the event:

1. Completed and signed Request to Use Our Savior Lutheran Church Facilities form 

2. Certificate of comprehensive general liability insurance coverage with a combined single limit of not less than $1,000,000 naming Our Savior Lutheran Church as an additional insured.  Groups or organizations will not be allowed to use church facilities if proof of insurance coverage is not provided.

 SCHEDULING:

· Church reserves the right to pre-empt any facility use agreement for its own use in cases of emergencies, such as funerals.  Notice will be provided as early as possible and an attempt will be made to reschedule the event.
· If an event needs to be cancelled or rescheduled, contact the church office by phone 
(488-3654) or email (office@oursaviorhawaii.com) as soon as possible.  If event needs to be rescheduled, church will make every effort to accommodate the new date, but there is no guarantee date will be available.

· Church reserves the right to schedule other activities and events in other parts of the church facilities.

 FEES:  
· There is no fee or cost to use church facilities.  
· Church will accept good will offerings to help defray cost of using the facilities, such as air conditioning, lights, etc.

 USE OF CHURCH FACILITY/PROPERTY/EQUIPMENT:
· Church property will not be loaned, borrowed or removed from premises without prior approval.
· Users agree to exercise care when using church facilities and to leave the facilities in clean and orderly condition.  
· Users are required to clean up after use, both inside and outside the facility.  Church will provide vacuum, broom, mop, bucket and trash bags for cleanups.

· All church furniture and property must be returned to its designated place after use.  
· Users agree to pay for any church property, furniture or equipment that is damaged during the event.
· Pews should not be moved as they will break if slid or pushed.  If pews need to be moved, notify the church office at 488-3654.
· Church supplies are not to be used except for church events. 

· Food and drink should be limited to designated areas.  

· The kitchen must be left clean and orderly after use.  Garbage and trash must be bagged and disposed of in dumpster.  
· All food must be removed from church facilities including the kitchen and refrigerator at the conclusion of event, unless prior approval is obtained.
· If a private catering service is used for the event, the caterer must furnish all equipment and remove equipment immediately after the event.  
· Decorations may be attached to the walls or doors with removable tape that will not damage the surface.  All decorations must be removed immediately and completely following the event.
· Storage space is not available on church premises.  Items must be stored off site unless prior arrangements are made with church office.
· Prior permission must be obtained to use the piano, sanctuary sound system or audio-visual equipment.  The sound system and audio-visual equipment must be operated by trained congregation members or by individuals pre-approved by the church office.  
· No other equipment may be attached to the church sound system without prior approval.
· Music and sound amplification must not exceed a level appropriate for low-density residential areas.  Church reserves the right to turn down music and sound amplification at its sole discretion.

 PROHIBITED ITEMS:   
· The use of tobacco products, alcoholic beverages or drugs is strictly prohibited on church premises.  
· Games of chance or gambling on the church premises is also prohibited.

 FACILITY SAFETY AND SECURITY:  
· All event participants must leave church property after the event.  
· Users are responsible for turning off all lights and air conditioners and closing all windows and doors.  If a key is provided, the user is responsible for locking the facility.
· Church is not responsible for theft or damage to personal property.  Individuals should pay close attention to personal property and valuables and not leave them unattended. 
·  Users will confine themselves to the areas provided for in their Request to Use Our Savior Lutheran Church Facilities form.
· Users will not exceed the capacity and occupancy limits of requested facility areas to include the parking lot. 

· Children must be supervised by at least two adults at all times both inside and outside the church property including parking lot.  
· Children are not permitted to play in the school playground.

