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Please fill our and return to the Church Office
If using the Sanctuary or AV equipment you must

 fill out the long form Email to:Events@his-star.org 

or call 703-481-8601 ext.100
Name of Group or Ministry:
________________________________________
Date of Function: 

________________________________________


Starting time of function:
______________Ending time________________

Nature of function:

________________________________________
Contact person (s): 

________________________________________
Phone number(s):

________________________________________
E-Mail address:

 _______________________________________
Requested room(s), or space: _______________________________________

Estimated attendance?
   ______________________________________
Is this a recurring function?    _______________________________________

If yes, how often & for how long? ___________________________________
Kitchen & food service needs? 
YES___ (Read App. A)                   NO___

A/V needs?


       
YES___ (Complete App. B)           NO___

Wireless Internet Access?

YES___(Call for Password)            NO___

Worship Needs? 


YES___ (Complete App. C)           NO___
Other special needs:

APPENDIX A

BUILDING POLICIES AND REQUIREMENTS

Soon after the event has been approved, and scheduled by the Church Office, the event leader(s) should contact our Building Manager at PCondemi@his-star.org, or 571-201-3197, to schedule a building orientation during which we will familiarize you with our policies and practices.

You will be given all necessary keys to access the building and other needed rooms, by filling out the appropriate forms that will be provided to you by our Building manager. 
Smoking is prohibited anywhere on church property.  The use of alcoholic products is strictly prohibited.  Food or beverages (including water) are not allowed in the Sanctuary, or chapel.  Dancing is permitted in the Great Hall, Gathering Place and Reception Area.
Kitchen

· The key and check off sheet are available through the Building Manager and can be picked up during normal office hours up to 48 hours prior to the event.
· The key and check off sheet must be returned to the Building Manager within 48 hours of the event. 
· Our kitchen is a commercial facility and TCOEH strictly follows the Health Department code in food preparation and cleaning standards. Anyone requesting the use of our kitchen must follow the same standards. Advanced arrangements for use of this facility are required.
· Equipment use, policies, and requirements will be further discussed during the building orientation with our Building Manager. 
· Outside caterers may be used, and must follow Fairfax County Health Code.
· TCOEH has no storage space available for supplies or equipment although space in the refrigerator and freezer can be provided on a limited basis up to 24 hours prior to the event.
Room Set-Up
· Set up is the responsibility of the group using the facility, and the group will be responsible for providing adequate manpower for all aspects of the event. 
· Chairs and tables are stored on carts, along the perimeter walls of the Great Hall.
· Extra carts and dollies, as well as ladders are stored in stairwell # 1.

Room Clean Up
· Groups using our facility will be responsible to restore the used area(s) to pre-use conditions including 
entrance/exit areas, so that any other group following them may comfortably and safely use the same area.
· There must be a person from the group who is identified as the one responsible for clean up.  If no one else is 
specified in the Facility Use Form, the contact person will be responsible for clean up.
· Clean up must be done immediately after the event.  If no “After event” time is requested, the clean up must 
be completed by the end of the meeting so the next meeting can begin on time.
· If you will require help with the cleaning of the facility, during, or after the event, you can request the help of 
our Housekeeping Staff through our Building Manager at: PCondemi@His-Star.org Housekeepers can be hired 
at the rate of $20 an hour, per person and payment should be made directly to them.
· The cost of any damages or of the premises not being properly cleaned, will be deducted from the 
Security Deposit, if one was collected, or billed to the group, or group leader (s) using the facility, and will 
negatively affect the group’s ability to use the facilities in the future.
· Return tables and chairs on respective carts, and to their storage areas along the perimeter of the Great 
Hall.  If any kind of food or drink has been consumed, all tables, chairs and counters are to be wiped 
clean.
· Remove all decorations and put all garbage into the proper receptacles.  All trash bags are to be removed 
from the building (rooms, lobbies, hallways and lavatories), and placed in the metal trash can at the 
opposite end of the parking lot entrance (S.E. corner)  Liquids are to be poured down a drain, before 
placing containers in a re-cycling bin, or bag.
· Sweep, mop or vacuum the floors as appropriate.
· Switch off all the lights, and reset thermostats to unoccupied settings.
· Check that all doors are locked, and securely latched, before you leave.  
· If using the kitchen, the check off sheet must be completed and returned to the Building Manager within 
48 hours.

Decorations

· Must be flame proof.
· May not be attached to fixed parts of the facility (doors, windows, walls, ceiling, light fixtures, etc.)
· Use of candles or open flames is prohibited (except in Sanctuary during Worship).

Please keep the list provided below until the end of the event and check off each line, to ensure that you have secured ALL DOORS before leaving.

List of Doors to be secured before leaving:

· Main doors near the Library and Chapel (4) (Use Allen wrench to release bars and then push on frame to 
ensure that door is fully latched The Allen Wrench can be found in Patrick Condemi’s mailbox in Copy room 
#2. Please ensure it is returned to the mailbox before leaving).
· Chapel door (check inside handle is locked and close door)
· New courtyard doors (2) (Same as main doors)
· Door near the Cana and Pre-K offices (Open door and check the outside handle is locked, if it is not use #99 
key (Staff members only)  and turn to the right)
· Door left of the Great Hall stage (Ensure it is fully latched)
· Door leading from Great Hall to the playground (Lock deadbolt)
· Door leading from the Old gathering place to the playground (Lock deadbolt)
· Door exiting on to Hidden Meadow Dr. (Lock deadbolt)
· Door near Choir room leading to the playground (Lock deadbolt)
· Main door exiting to the old garden. (Push pin down to enable lock)
· If you have used the Kitchen please ensure that the door leading to the outside is secure. 

(Check that the push pin is pushed in and that the door is fully latched)

Please sign and date below stating that all doors were secured. Once completed please return to Patrick Condemi’s mailbox with any key that you may have.

Signature______________________________________________Date________________
�








