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Announcement to All Groups Using the St. Luke Facilities: 
 
As a part of the St. Luke ministry to our community, as we are able, we make our facilities available to different 
church, organizations and community groups.   In an effort to address some continuous issues with building use, 
we respectfully request that your group give the appropriate attention to the following items. 
 

1.  Please make sure that your group meetings are scheduled on the official church calendar through the 
church office with the administrative assistant, Vickie King.  Scheduling conflicts continue to abound and 
we are trying to address these issues effectively.  The St. Luke Church office hours are Monday - Thursday 
from 8:00am – 5:00pm and Fridays from 8:00am – 12:00noon.  The office number is (843) 383-5169. 

2. Keys for locking and unlocking the facilities must be check-out through the administrative assistant, Vickie 
King in the church office.  For one time events, you are responsible for returning your key within 48 hours. 

3. Please lock all doors after your meeting, even if there are other people present in the building. (Please do 
not assume that someone else in the building will lock the door.  They may not have a key to secure the 
doors.) 

4. Turn off all lights . 
5. If you rearrange furniture, chairs, tables, etc., in any room or area, please return them to the way you 

found them.  (There is a specific purpose for the way each room or area is set-up.  If there are no tables, 
chairs, etc. set-up, there is a purpose for that as well.) 

6. Please clean the room(s) or area(s) you have used after you have completed your meeting.  This includes 
wiping down table, wiping up spills, leaving floors clear and clean of clutter, etc. 

7. Please give attention to the restroom areas prior to leaving the building.  There may be other groups 
coming in behind you to use the facilities.  Please keep them clean. 

8. The dumpster in the back of the church is not locked, so if you have food and drink stuffs in the trash, 
please take your trash out. 

9. If your group uses the kitchen, please clean, wash, and sweep behind yourselves putting away dishes, etc. 
10. If your group involves children or youth, please make sure that children and youth are supervised at all 

times.  As well, youth and children need to stay within the space reserved.  St. Luke operates under a safe 
sanctuary policy and unsupervised goes against that policy. 

11. Because the health and well-being of the children and youth are a number one priority at St. Luke, all 
groups are bound by our Safe Sanctuary policy. 

 
Thank you for all that you do in our church and in our community and thank you for attending to these on-going 
needs. 


