
Facilities Usage Request Form for Class or Small Group 
(Completed form is to be submitted to the Director of Facility Operations) 

Class or Small Group Summary 

Date of request: __________________________ 

Has permission to conduct class or small group been given by Ministry Leader: _____Yes 
_____No 
(Ministry Leaders: Women – Karen Miller; Men – Pastor Ken or Jason Leininger;  

 ACE: Pastor Rich) 

Name of Class or Small Group:_______________________________________________ 

Name of Person Leading Class or Small Group: __________________________________ 

1st Choice Meeting Day/Start & End Time: _____________________________________   

2nd Choice Meeting Day/Start & End Time: _____________________________________ 

1st Choice Meeting Location: ________________________________________________ 

2nd Choice Meeting Location: ________________________________________________ 

Expected Number of Attendees: _________________ 

Starting Date: _____________________        End Date: ________________________ 

Class or Small Group Organizer Information: 

Mailing Address: 
_______________________________________________________________________ 

Cell Number: ____________________ Home Number: ___________________________ 

E-Mail: __________________________________________________________________

Preferred contact method: _____Cell    _____Home   _____ Email

Is a key to unlock/lock class/meeting location required: _____Yes   _____No
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CLASS/SMALL GROUP RESPONSIBILITIES 

The following is a list of the responsibilities assigned to class or small group that 
meets before or after hours on church property.  It is the responsibility of the 
individual, herby identified as the “Leader”, completing the Facilities Usage 
Request Form for Class or Small Group to ensure that the below listed tasked are 
completed at the end of each class or small group meeting. The Leader of course 
can delegate any of the following responsibilities; however, if any issue(s) arise, 
communications about noted issue(s) will be made to the Leader. 

• The Leader will ensure that all debris/crumps are cleaned off all tables and
chairs.

• The Leader will ensure any, and all areas used by the class/group is put
back to its original setup. i.e., any table or chairs that have been moved are
placed back.

• If any “wet” trash or trash containers are full the Leader will ensure trash is
taken to dumpster located on property.

• The Leader will ensure that any item that may have been plugged in for
use, such as a coffee/hot water urn is emptied and unplugged prior to
departing area.  Also, any drinking water container is emptied prior to
departing area.

• The Leader will ensure that all lights are turned off prior to departing
property.

• The Leader will ensure that all doors/windows are properly shut, locked,
and secured prior to departing property.
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