
 
 

   
 

Please use this list as you set up and end your event. 

1. Illegal actions prohibited. Facility is not to be used for any unlawful purpose. 
 

2. Acts or actions contrary to Eagle’s View Church beliefs are prohibited.  
Visit - https://www.eaglesviewchurch.org/about/beliefs 

 

3. Use of tobacco and sale or consumption of alcohol or drugs is prohibited. 
 

4. Exercise reasonable care. Everyone on the premises is to refrain from any actions or activities that 
would damage any part of the grounds, facilities, fixtures, paint, equipment and furnishings.  User 
will reimburse Owner for the cost of repairing damage from neglect or misuse during the User’s 
event.  Users are not allowed to touch or operate any EVC computers or sound equipment. 

 

5. Fire alarm. In the event of a fire alarm, User will oversee orderly evacuation of the building. The 
building has a monitored fire alarm system and the monitors will call the fire department. Use fire 
extinguishers only if you can do so without danger to yourself or others.   

 

6. Security alarm. If the User has been given a door key and security alarm code to disarm or arm the 
security system, the following rules apply: 

 Owner will show User how to use the security alarm panel.  

 When arming or disarming the alarm, User must enter and exit the west doors or east doors 
nearest the alarm panel.  If you forget something after setting the alarm, do not go back in 
through the front door. 

 If the security alarm is accidently set off, re-enter your alarm code (CMD Disarm #### CMD). 
If that stops the alarm within 30 seconds, no further action is necessary. If the alarm has 
gone off more than 30 seconds, call Kari Keller at 817-492-6862. If she does not answer, call 
Karen Schwager at 817-726-6500. The security company will call them before they dispatch 
police, so contact them immediately if it is a false alarm. 

 Do not give your code or key to any other person. 

 Report a lost key immediately. 

 Return your key within 36 hours of the end of your event 
 

7. Panic functions on the alarm panel:  

 To call the police immediately, press and hold the first two buttons on the top row of the 
alarm panel (above the number pad) until a beep is heard. The monitor will dispatch police 
immediately.   

 To call for emergency assistance, press and hold the middle two buttons on the top row of 
the alarm panel (above the number pad) until a beep is heard. The monitor will dispatch 
emergency assistance immediately.   

 
8. Temperature control.  The air conditioning system will be pre-programmed for your event.  The fans 

must be allowed to run when the units are in use. Do not try to turn them off.  The temperature may 
not have reached its final setting when you first enter the building. If the temperature is not 
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bearable after one hour of entering the building, you may adjust the temperature by using the up or 
down arrow on the thermostat below the display screen. DO NOT SET THE TEMPERATURE BELOW 

68’ in the summer or above 74 in the winter. Do not press any of the other buttons on the 
thermostat. If you have weekly events and need the temperature setting adjusted for your events, 
email Kari Keller at kari@eaglesviewchurch.org. 
 

9. Building function issues and emergencies. Please report any problems with the plumbing, HVAC 
system, lighting, or other building systems to Kari Keller on the next working day. If the issue needs 
immediate attention, contact Karen Schwager at 817-726-6500. 

 

10. Sound equipment must be operated only by an EVC AVL Engineer. User is not to turn on, adjust, or 
use any sound equipment or computer. If User needs to use sound equipment, User is responsible 
for paying the EVC sound technician. Owner will advise User of the sound tech fee at the time of 
Agreement.     

 

11. Area of Use. User’s use of the building is restricted to the areas specified in the Facility Use 
Agreement, and the Commons Area, restrooms, patio and parking lot.  Other areas are specifically 
off limits and User is responsible for monitoring those boundaries. The Office and Green Room 
behind the office are to be kept locked. The copy machine is not available for your use unless 
prearranged with Owner’s representative. 

 

12. Resetting rooms.  User is responsible for resetting the furniture of any room that User occupies.  
Take pictures before rearranging it.  Put all trash and litter into trash cans.  Clean up any spills.  The 
Owner’s representative will advise you if you need to empty trash or vacuum the area after use.  

 

13. Rolling tables.  If you move our rolling tables or carts, BE SURE THAT THE WHEELS ARE UNLOCKED 
and all rolling freely. LOCKED WHEELS WILL SCRATCH OUR FLOORS. 

 

14. Trash. If User is serving food and/or drinks, the trash must be taken to the dumpster unless the 
janitors are cleaning the building within 30 hours of your event.  Ask your Owner representative 
whether you need to empty the trash.  

 If you take out trash, take it outside the nearest exterior door. DO NOT CARRY TRASH BAGS 
DOWN THE CARPETED HALL. 

 The combination lock on the dumpster door is a decoy. Just pull the doors open by lifting 
the pins out of the ground.  BE SURE to put the metal rod on the dumpster door into the 
hole in the concrete to keep the door open while you are placing trash in the dumpster. If 
the door swings shut on you, you may not be able to get out! 
 

15. Floors. User is not responsible for cleaning the floors after your event unless something is spilled. 
Mop and bucket and vacuum cleaner are in the janitorial closet by the men’s room if you need to 
clean a spill.  If the Owner has the building cleaned for your event, User will pay a cleaning fee of 
$85.00 to Owner. 
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16.  Kitchen Use.  

If the kitchen is included in User’s authorized area per the signed agreement, the User must meet with 
an EVC staff person to go over the proper use of all equipment prior to the event. The following rules 
apply: 

 If you are using the stove and/or ovens, the exhaust hood MUST be turned on during the entire 
times that the units are on. Switch is on the left side of the white freezer. 

 The stove has a knob guard to prevent the burners from accidently being turned on. EVC staff 
will show you how to release the knob guard. You must reset the knob guard when you are 
finished with the stove. 

 Refrigerator and freezer space is limited. You may need to bring coolers for your food. Do not 
leave leftover food in EVC refrigerator or freezer. 

 Non EVC Users are responsible for all food, drinks, paper supplies, plastic ware and ice for your 
event.  

 Remove all unused items you brought in. We do not have room to store them and probably 
won’t use them. 

 You may use EVC serving utensils, bowls and trays. You are responsible for washing, drying and 
putting away anything you use.  

 You may use the terrycloth towels in the tub on the island. Do not use the special cloths hanging 
at the end of the sink. Hang them on edges of the sink to dry. Do not put wet towels in the tub 
by the door. Dry towels can be put there for washing. 

 Kitchen is to be left clean and ready for immediate use. Leave sinks and counters clean and 
uncluttered. 

 Turn off coffee makers, stove, ovens, exhaust hood, circulating fan (switch by the hand sink) and 
water.  

 
17. Building Close Down. The following pages list close down procedures for each area of the building. 

User is responsible for closing down each area of the building that was used during the event, 
including Commons Area and restrooms. 

 
Worship Center 

 Push on west exit doors to be sure they are locked. 

 Check Thermostat - press Resume to restore to programmed time and temps.  

 Turn off lights at vestibule door. 

 Release the bars on vestibule doors to lock them. 
 
Children’s Wing 

 Be sure Check-in station and trash can are inside. 

 Shut down check-in tablet if it was used. 

 Release bars to lock exit doors and push against the door frames to verify lock engaged. 

 Check both restrooms for flushed toilets and water is not running in toilets or sink. 

 Turn off restroom lights. 

 Turn off all lights in classrooms. Leave doors open. 



 
 

   
 

 Rooms 110 and 111: Check Thermostats- raise panel cover and press Resume to restore to 
programmed time and temps.  

 Leave hall light on. 
 
Student Center 

 Push on back door to be sure it’s locked. 

 All equipment, game tables and TV’s should be off. 

 Check Thermostat- press Resume to restore to programmed time and temps.  

 Turn off all lights. 

 Close doors. 
 
Green Room (Room 103) 

 Check that door to stage is closed. 

 Make sure that door to hall is locked. 
 
Classroom & Prayer Rooms 102 and 104  

 Turn lights off.  

 Leave doors open. 
  
Office 

 Check safe to be sure that handle is straight down.  

 Check Thermostat- press Resume to restore to programmed time and temps.  

 Turn lights off. 

 Close door and make sure it is locked. 
 

Commons/Patio 

 Check both restrooms for flushed toilets and no running water. 

 Check that exterior furniture is stacked and secured. 

 Shut down all Check-in stations. 

 Release the bars on all front doors. Push against frames to be sure the pins are down and 
doors are securely locked. 

 Check Thermostat in vestibule - press Resume to restore to program.  

 Check that all vestibule doors are locked. 

 Turn off one of the two light switches (lights will be on low in Commons) 
 
Kitchen 

 Check that exhaust hood, ovens, cooktop and circulating fan are off. 

 Make sure coffee pots are off. Bunn Coffee Maker has tank switch plus switch on front 
panel.  

 Make sure water is not running. 
 
Exiting  

 If you are the last one leaving, set the alarm.  Exit by doors closest to the alarm panel. 

 Test the exit doors from the outside to be sure they are locked. 



 
 

   
 

 
 

18. Décor Policy 

 Times for delivery, setup, and removal of decorations are subject to the discretion of the 
Facility Manager and must be scheduled in advance. Events that have not removed all 
decorations, equipment, and other items by closing time of the facility may be assessed the 
Extended Facility Hours Charge. 

 The church must approve the location of special decorations, banners, or signs. 

 Facility signage may not be covered or otherwise obstructed. 

 Decorations, signs, banners, etc., may not be taped, nailed, or otherwise fastened to 

ceilings, walls, doors, windows, painted surfaces, or columns. The preferred method are 

tacks or staples. 

 Adhesive-backed (stick-on) decals or similar items (except nametags) are not permitted in 

the facility. 

 Any costs incurred by Eagles View Church for the removal of these items will be charged to 

the User. 

 All decorations and all indoor and outdoor directional signage must be removed by the User 

IMMEDIATELY following the event. 

 Open flames and the burning of any material, including incense, is prohibited. 

 Use of candles must receive advance approval from the Foundation and meet fire code 

regulations. 

 Glitter and confetti are not to be used in the facility; cleanup of these items will be charged 

at the prevailing rate for materials and hourly labor. 

 The only tape permissible for use in Eagles View Church rooms is 3M Scotch-Blue Painter’s 

Tape for Multi-Surfaces #2090. 

 Magnets are permissible for the hanging of very light decorations from ceiling grids. All 

items must be approved in advance. 

 Double-sided tape may not be used anywhere in the facility. 

 The use of Mylar helium balloons is not permitted in any area of the facility. You may use 
latex balloons in any area EXCEPT the Worship Center. There will be no helium filled 
balloons of any kind. 


