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BLUFF CREEK FACILITY USAGE 
ORGANIZATIONS 

 
If you are interested in reserving the church facilities, please read the attached pages.  Once you read and 
understand the guidelines, sign and date the form (following the clean-up guidelines), complete the 
‘Event and Facility Request Form’ to let us know your needs, and submit to the BC office.  You will be 
contacted by staff confirming the reservation by email or phone.  Please note:  your reservation is not 
complete until you receive confirmation from the office.   
 
Reservations cannot be made more than 3 months in advance. 
 
A cleaning deposit ($50 for members, $100 for non-members) will be required prior to the event and will 
be returned if no additional cleaning is required.   
 
The arrangement for unlock/lock of the building will be made by the Staff prior to confirmation of your 
reservation. 
 
Reserving party and participants understands that BC is not liable for any injury, harm to individuals or 
personal property incurred during use and understand that the use of all facilities and property is done at 
their own risk. A Liability Release Form must be completed for each individual utilizing the facility for 
sport functions and any other event deemed necessary by BC staff. All organizations seeking to use the 
facility must submit proof of liability insurance along with the attached event and facility request form. 
All organizations wishing to use the facility involving minors are required to adhere to the requirements 
of the Bluff Creek Minors Safety Policy. 
 
Before submitting your request, be sure you have read and fully understand the facility clean up 
guidelines which are included in this packet.  You are financially liable for the replacement of any items 
broken during the event.  The facility must be left in the condition it was found; all items cleaned and 
returned to their original place in order to collect your deposit afterwards. 
 

NOTE:  facility usage for community organizations is limited on Saturdays—the building 
must be vacated no later than 4:00 pm in order to prepare for Sunday worship service. 
There is to be no setup of any rooms while worship is taking place or any other church 
activities on Sunday.  
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Church Ministry functions may take precedence over previously scheduled reservations. The BC Staff will 
notify you if a scheduling change arises.  
 
Facility use is restricted to the assigned room and activities ONLY that have been approved for the event 
you have scheduled on the facility request form.  
 
The church reserves the right to disallow reservations or cancel recurring reservation at our discretion. 
Failure to abide by the guidelines may result in immediate termination of the use of the building.  
 
BC reserves the right to make changes to this agreement, decline use, or terminate use of property and 
facilities at any time.  
 
Use of technology, music, or audio-visual equipment is not allowed without prior approval. 
 
The use of the stage area and musical equipment in the worship and community center and student 
ministry center is prohibited. 
 
Children must be supervised at all times by an adult. 
 
In the Student Ministry Center, building access is limited to the designated youth ministry spaces. This 
does not include other areas of the building. Please note where signs say no access/entry. 
 
There is to be NO smoking, tobacco, alcohol or profanity use on the Bluff Creek Christian Church 
property at any time.   Behavior suitable for a Christian environment is expected at all times. 
 
Before submitting your request, please be sure you have read and understand the facility clean-up 
guidelines that are part of this packet.  Remember, you are liable for the replacement of any 
damaged/broken items that occur during the event.  All rooms must be properly cleaned and items 
returned to their original place. 
 
Thanks for your cooperation in keeping our facility clean and properly cared for! 
 
 
 
Bluff Creek Christian Church 
6286 W. State Road 144 
Greenwood, IN  46143 
317-422-5718 
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BLUFF CREEK FACILITY CLEAN-UP GUIDELINES 
 

It’s very important that you have a cleanup crew recruited in advance for your event! 
  
We have a very limited custodial staff, therefore you or your event team are responsible for set up, tear down, and 
cleaning all areas used within the time period allotted for the reservation. 
  
All tables and chairs must be returned to the same location they are borrowed from and set up in the same order 
you found them.  
 
FELLOWSHIP HALL OR CAFÉ USE: 
 
Cleaning supplies are found under the sink in the kitchen (fellowship hall) along with rags and chemicals.  
Brooms and mops are stored in the kitchen storage room/pantry. 
 
Please DO NOT open or close the large partition in fellowship hall!  BC staff will arrange for this.  Thanks! 
 
-Wash and put away all dishes, utensils, etc. used from the kitchen supplies. DO NOT leave leftovers in our 
refrigerators. 
 

-Wipe down all counters, tabletops, and chairs used and return to original order. 
 

-If additional tables and chairs have been set up, these need to be cleaned off and returned to the storage area 
next to room 105 on the west side of the building. 
 
-Use white plastic chairs only in case of spills. Cloth chairs are reserved for Sunday Classes.  
 

-Broom/sweep up floors, and wet mop any spills with water. 
 

-Vacuum all carpeted areas as needed. 
 

-Gather up all trash from the areas used, including restrooms, and take it to the trash cans in the parking lot behind 
the old building on the north side of the building to the west. There is a large, 39-gallon trash can on wheels located 
in the kitchen area that can be used to transport trash bags. 
 

-Replace any trash can liners used.  Large and small trash bags are located under the kitchen sink in fellowship hall. 
 

 
WORSHIP/COMMUNITY CENTER USE: 
 
-All seating must be returned to original order and checked for cleanliness. 
 

-Dust mop is to be used in the aisles at a minimum.  Note:  Please clean up any spills with cold water immediately, 
and no red/orange drinks allowed. 
 

-Gather up any trash or miscellaneous items left behind.  Take trash to the trash cans located in the parking lot 
behind the old building on the north side of the building to the west. 
 

 
STUDENT MINISTRY CENTER USE: 
 
Cleaning supplies are found in the Janitorial Closet located at the bottom of the northeast stairwell next to the 
ladies restroom. A broom and dustpan are located in the café. The vacuum is kept in the youth storage room off 
of the stage.  
 
-All seating/tables/equipment must be returned to original place. Please wipe down tabletops and seating as 
needed. 
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-Please dust mop the wood laminate floor in the center of youth auditorium and spot mop any spills. 
 
-Vacuum all carpeted areas as needed inside youth auditorium and youth foyer. 
 
-Check bathroom and make sure messes are picked up. 
 
-If the youth café is used, please clean up, wipe down counters, sweep floor and return to former condition. 
 
-Gather up any trash (from café, main room & restroom) or miscellaneous items left behind. Take trash to the trash 
cans located in the parking lot behind the old building on the north side of the building to the west. 
 
 
GENERAL BUILDING USE: 
 
1. Personal parties, meetings, and/or events are considered on a case by case basis and a cleaning deposit is due 
with your facility request. If your request is denied, your check will be returned.  
 
2. All rooms used must be returned to the order in which they were found. Some classrooms are not available for 
scheduling without ministry leader approval. Nursery and toddler rooms are for children's ministry use only.  
 
3. For any size event, please scan areas used for any “unkempt” appearance. Generally, take appropriate action to 
leave the facilities in “better than you found it” condition and ready for the next day's events or Sunday morning, 
using the guidelines provided.  
 
4. The request form must be filled out and submitted to the church office for review and checked against the 
church calendar before any individual or ministry team can use the facilities for any church activity, event, or 
meeting.  
 
5. Please allow at least one week turnaround for approval for use of the building 
 

6. Your request will be reviewed and a reply will be sent to you by email as soon as a decision is made.  
 
7. If more than one request is made for the same date, approval will be given based on a decision made by the 
staff.  
 
 
I have read and understand the facility use guidelines and the clean-up guidelines.  
 
 
Signed______________________________________________________ Date____________________________ 
 
 
Staff approval signature______________________________________________ Date______________________ 
 
 
Deposit received date_____________________________  
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EVENT AND FACILITY REQUEST FORM 
(form must be completed in its entirety) 

 

Contact Information 
 
Event Planner/Leader: _____________________________   Phone: ____________________ 
 
E-Mail: __________________________________________ 
 
Best Contact Method:   □ Phone    □ Email       
 

Event Details 
 
Date(s): _____________________________        Begin Time: ____________    End Time: ______________ 
 
Set Up Time Needed: _________________  Tear Down Time Needed: ______________________ 
 
Event Description: _______________________________________________________________ 
 

Facility Needs (select all that apply) 

 
□ Café in the foyer  □ Kitchen  □ Fellowship Hall          □ Teen Center            
□ Auditorium   □ Fireside Room          □ Embrace Room          □ Kid’s Classroom 
□ Kid’s Worship Room    
□ Other, please specify__________________________________________________________________ 
 
Number of Tables: __________  Number of Chairs: __________ 
 

Technical Needs 
 
□ Audio □ Video □ DVD Player  □ TV 
 
 
How many participants do you expect: _____________________________ 
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Church Facility Usage and Hold Harmless Agreement for Organizations 
Bluff Creek Christian Church 

6286 W. State Road 144 
Greenwood, IN  46143 

 

 
I/We the undersigned authorized representative(s) of ________________________________________ 
(hereafter the “Organization”) of the city of _________________________, state of _____ shall be using 
the building and grounds of BLUFF CREEK CHRISTIAN CHURCH from ___________________ to 
______________, 20_____, for the purpose of _____________________________________________ 
hereafter referred to as the “Activity.” 
 
I/We understand and agree that neither Bluff Creek Christian Church, nor its trustees, representatives, 
employees or agents may be held liable in any way for an occurrence in connection with the Activity 
which may result in injury, harm or other damages to the undersigned or members of our organization 
and guests, invited or not. Rather I/we agree that our Organization alone shall be responsible for any 
property damage, personal injury or death that may occur during our use of the premise.  
 
As part of the consideration for being allowed to use your facility, building and grounds as well as all 
appliances and fixtures in the activity, I/we release the Bluff Creek Christian Church, its trustees, 
employees, agents, or representatives from any claim for damages, injury or death which may occur while 
participating in the Activity. I/We further agree to save and hold harmless Bluff Creek Christian Church, its 
trustees, employees, agents, or representatives from any claim arising out of or participation in any form 
or fashion in the Activity.  
 
I/We represent that our Organization has general liability insurance with coverage limits of 
______________ in effect as of the date of the Activity. I/We agree to name BLUFF CREEK CHRISTIAN 
CHURCH as an additional insured on our general liability insurance policy and shall provide proof of such 
additional insurance coverage to Bluff Creek Christian Church in a certificate of insurance prior to the date 
of the Activity. A copy of the certificate of insurance shall be emailed to office@bluffcreek.org 
 
I/We further state the I/we are authorized to sign this agreement; that I/we understand the terms herein 
are contractual and not mere recital; and that I/we have signed this document of my/our own free act 
and volition. I/We further state and acknowledge that I/we have fully informed ourselves of the content 
of this affirmation and release by reading it before I/we signed it.  
 
I/We have executed this Church Facility Usage and Hold Harmless Agreement this ______day of 
______________, 20_____.  
 
________________________________________________________ (Organization Name) 
 
By 
Signature: _______________________________     Printed Name: ______________________________  
Title: ___________________________________________________ Date: ___________________ 
 

mailto:office@bluffcreek.org

