Guidelines for Using the Church Building

The church board of CCCI recently approved several guidelines for
anyone who uses the church building for a special event. For your
reference, here is a summary of these guidelines. You can read the
complete document by visiting: www.indychinesechurch.org/resources
and open the file called CCCI Ministry Policies.

The official way to reserve a room (including the gym and kitchen,
etc.) is through submitting an event request for the calendar. You
can do this by visiting: www.indychinesechurch.org/calendar and
click on “Add”. Activities that are scheduled on the calendar have
priority over activities that have not been scheduled.

If your event takes place when the building is not normally open,
you'll need to ask someone with a church key to open the building
for you. If a church key has been assigned to someone, that
person is not authorized to lend their key to anyone else. They will
need to personally unlock the door for you. They will also need to
personally lock the door at the end of your event.

If you need access to a classroom, make sure that the person with
a church key also has a classroom key. If they do not, make
arrangements with the church secretary (Leeman Kuo) for her to
unlock the door for you.

Youth are not permitted to be in the church without adults present.
If you need to move chairs and tables, do not put them in front of
any exits or doors.

You should clean up the room when they are finished. If people
have left items behind, you can put them in Lost and Found, which
is the coat hooks near the kitchen.

If nobody is scheduled to use the room after you, turn off the lights
and lock the door.

If you notice a maintenance need, report it to Lisa Cheng. You
may e-mail her at: info@indychinesechurch.org
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