St. Luke Lutheran Church

Facility Use Policy
St. Luke Lutheran Church
1025 The Dalles Avenue
Sunnyvale, CA  94087
(408) 736-9216
I. General Policy

St. Luke Lutheran Church encourages the utilization and sharing of our facilities, while maintaining a responsible stewardship of these facilities. We have a responsibility to share this gift in a way harmonious with the St. Luke Lutheran Church Mission Statement.
The St. Luke Lutheran Church Council delegates to the Executive Committee, the Facilities Coordinator and the Facilities Board Chair the determination of the usage in accordance with this policy. This same church team will provide a contract for each outside group to enter into in conformance with this policy. The contract will set forth the name, nature, contact person, telephone and address of the group; the nature and content of the use; the date and hours of use; the fees charged by the church to the outside group; and any other relevant matters regarding the use of the facility. Where a usage fee is charged, one-half of the fee is payable to St. Luke Lutheran Church upon the church booking the date for the outside group. At each Council meeting, a report will be made to the Council of any requests and contracts by outside groups and the decisions pertaining thereto.
II. Facility Use Guidelines
A: Permission for Building Use

1. To use the facility, an organization must be law-abiding and non-discriminatory and be flexible enough to accommodate church functions.
2. The purpose of any outside group using the church should further the ecumenical and public church tradition of St. Luke Lutheran Church and the purpose of St. Luke Lutheran Church as stated in her constitution and by-laws.
3. An Application for Use of Facility form must be submitted to the church office. It will include information about the nature of the group and event, the name and contact information of responsible party, the dates, times, and space requested for the function.

4. Groups and organizations of the church can use the church facilities at no charge, subject to available space, as determined by the master calendar in the office.

5. Individual members in good standing of St. Luke Lutheran Church may request the use of the church building for personal use, subject to guidelines.

6. Non-profit service organizations in the community may apply to the church office for the use of our facilities for a fee, subject to availability. The usage may not conflict with purpose or policies of the congregation.

7. Other organizations or groups (besides non-profit service organizations) may apply to the church office for the use of our facilities, subject to availability. Normally, such requests will only be granted when the group includes a member in good standing of St. Luke Lutheran Church, and the usage will not conflict with the purpose or policies of the congregation
8. All ongoing or regularly scheduled use of the facility by outside groups will require approval of the St. Luke Lutheran Church Council Executive Committee.
9. All for-profit organizations are prohibited from using the St. Luke Lutheran Church facility, in accordance with IRS Publication 1828 Rev 9-2006.  August 18, 2003
10. The requesting organization shall notify the church office of the desire to utilize the church facility at least two weeks, but no more than twelve months prior to use. They will complete a facility request form and submit it to the church secretary. After approval, the request will be added to the facility calendar of events.
11. For Groups 1, 2, and 3 (see below), the Facilities Coordinator or the Facilities Board Chair may approve the request.
12. For Group 4, the completed request form will be submitted to the Council Executive Committee for approval.
13. When facility keys are required by Group 4, they may be checked out at the church office no more than 1 day before the event. There will be a $10 deposit required to check out a key. The deposit will be refunded upon return of the key.

B. Priority Assignment will be in the following order:
Group 1 - Regularly scheduled services and meetings of St. Luke Lutheran Church.

Group 2 - St. Luke Lutheran Church sponsored groups and ministries.

Group 3 – Activities arranged by and for members of St. Luke Lutheran Church, not related to a specific church function or ministry. These activities are meant to celebrate a special occasion in the life of St. Luke Lutheran Church members.

Group 4 - Community non-profit organizations.
Note – Higher priority groups needing facility space may “bump” previously scheduled lower priority groups if the requested facility usage date is more than 2 weeks from the request date. The lower priority group will be notified immediately of the needed schedule change and if possible rescheduled.
III. User Fees

The following use fees are intended to encourage good stewardship of St. Luke Lutheran Church resources and ensure our facilities and equipment are used and maintained properly.
1. A deposit of $10 is required for the use of all keys to the building, which will be refunded when the keys are returned to the office and all other required fees have been paid. 

2. Room Usage Fees For non-member or church sponsored events:
a. Kurtz Hall for meetings or events  - $25/hr
b. Kurtz Hall for non-member weddings – $500
c. Kurtz Hall for non-member funerals - $500
d. Classroom  - $25/hr
e. Sanctuary for weddings - $350 (covers rehearsal and wedding)
f. Sanctuary for non-member funerals - $250
3. A deposit of ½ of the total rental fee is due at the time the event is approved for booking.  The remaining ½ is due on or before the day of the event.

4. Groups are responsible for damage done to any church equipment or furnishings. There will be a fee of $25 per damage incident, in addition to the cost of repair or replacement by the church.
5. Failure to notify the church office of cancellation of an event may result in the forfeit of the deposit fee.
6. Use of the sound system in either the sanctuary or the Kurtz Hall -$125. (St. Luke Lutheran Church authorized personnel must operate the equipment. The above fee includes the sound system operator fee.)
7. A cleaning deposit of $40 will be required for all Group 4 events. The cleaning deposit will be refunded after a satisfactory inspection by St. Luke Lutheran Church staff. If St. Luke Lutheran Church personnel are required to clean-up after the event, the organization will forfeit all or some of the cleaning deposit based on the cleaning time required. An hourly charge of $25 will apply for all cleaning. If the clean-up time exceeds two hours, there will be an additional charge of $20 per hour to complete the cleaning.
IV. Responsibility
A. It is the responsibility of St. Luke Lutheran Church Facilities Coordinator/Facilities Board Chair to:
1. Implement and enforce this building use policy.
2. Coordinate the use of the St. Luke Lutheran Church facility.
3. Notify submitting organizations of the approval to use the facility.
4. Ensure that scheduled events are posted on church calendar subsequent to receipt of deposit.
5. Arrange for inspection of the church facility as soon as possible after its use.
6. Consult with the Council President and Executive Committee, as necessary, in those situations that appear to be beyond the scope of this policy and/or these rules.
B. It is the responsibility of the requesting organization to:
1. Submit an application for use of the facility at least two weeks prior to the intended use, with payment of use/deposit fee, if applicable.
2. For Group 4 organizations, provide proof of insurance, and accept responsibility for the loss of anyone’s property in the event of fire, theft or other loss.
3. Immediately report damage of church property to the Facilities Coordinator or the Church Secretary. If there are any facility damages, the responsible organization will reimburse St. Luke Lutheran Church for the cost of the needed repairs.
V. General Rules
The following general rules apply to all groups using the St. Luke Lutheran Church facilities:
1. Applications - forms for use of the facilities may be picked up from the church office Monday through Friday 9:00 AM to 2:30 PM. The Facilities Coordinator will review each application and determine the appropriate contribution. Two weeks notice is required.
2. Fees - a fee is customary for all non-member groups using the facility to defray actual expense of air conditioning, heating, lighting and the time required by staff to assist with facility use. The Facilities Use Committee will determine the appropriate fees based on the information of your application and according to our Schedule of Fees.
3. Keys - a key may be picked up from the church office Monday through Friday 9:00 AM to 2:30 PM no earlier than 24 hours prior to the event. The person responsible for the key must make certain the building is secure, lights are turned off and the key is returned immediately following the event. (Arrangements for picking up a key must be made with the Facilities Coordinator.)
4. Equipment and furnishings of the church will not be removed or re-arranged, except as approved in advance, by the Church Facilities Coordinator or the Facilities Board Chair. A responsible individual, using the St. Luke Lutheran Church Equipment Sign-Out Form, must sign for any equipment removed from the St. Luke Lutheran Church facility.
5. Musical Instruments, Audio Visual and Sound Equipment - Use of church musical equipment or sound systems is not permitted unless operated by St. Luke Lutheran Church personnel and approved in advance by the Facilities Coordinator in coordination with the Director of Music and Facilities Board Chair.
6. Clean-Up - Groups are expected to “clean-up” after themselves and leave the space as they found it.  Turn off lights and heat or A/C if possible, and as appropriate. All doors and windows must be closed and locked.  Areas, including parking areas, must be restored to original format/condition.
7. Decorations - no tacks, nails, tape or other material that will deface church property shall be used. Only drip less candles may be used. Decorations such as streamers shall not be attached to walls, pews, chancel rails, or ceiling in a manner that will leave permanent marks.
8. Removal of flowers, decorations and trash shall be done immediately following the meeting or event so that facilities are ready for next scheduled activity.
9. Alcohol and Smoking - No non-church sponsored groups may serve alcohol on St. Luke Lutheran Church premises. No smoking is permitted inside St. Luke Lutheran Church facilities.
10. Food and beverages are allowed only as approved, and never in the Sanctuary.  Groups using Kurtz Hall may use the kitchen facilities to make coffee. Cooking or food preparation is not allowed unless prior approval has been granted by the Facilities Coordinator or the Facilities Board Chair. Groups renting Kurtz Hall may serve food that has been brought in by a caterer. All groups must provide their own supplies and equipment such as cups, silver, serving bowls, etc.

11. Set-Up - Requests for set-ups of tables and chairs must be stated completely on the Facility Use Form and reviewed with the Facilities Coordinator.  All Groups are strongly encouraged to have a committee to help with setup.
12. Child Supervision - When minors will be present in the church facility, the group must provide the church with a written plan on how they will be supervised. Depending on the circumstances, the group may be asked to supply additional information, such as permission letters from parents/guardians, medical and insurance information, etc.

13. Safety - Safety and health of participants are the responsibility of the event sponsor.
14. Group Representative - Each group or organization must designate a representative who will consult with the church staff in advance of the event and be responsible for:

a. Custody of a key, if needed, and unlocking and relocking all doors and windows.

b. Accounting for damages to the facility.

c. Basic clean-up, such as putting trash in trash dumpster and otherwise leaving the room in the same condition as at the beginning of the event.
15. Publicity - Sponsorship of an event must be clearly specified in all publicity.  Non-church events may not appear to have the church as a sponsoring organization. User may be required to provide advance copy of advertising before it is published.
16. Right of Refusal - St. Luke Lutheran Church reserves the right to restrict the privileges of anyone who violates these policies.

This policy is reviewed and updated by the St. Luke Lutheran Church Council annually, or as

deemed necessary.
Adopted May 15, 2007
St. Luke Lutheran Church Council
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