
University Lutheran Center

Building Use Policy

The University Lutheran Center is a Lutheran Campus Ministry church organization affiliated with the Evangelical Lutheran Church in America.  The University Lutheran Center invites people at SDSU more deeply into Jesus Christ and the community that bears his name, so that they can discover and fulfill their vocation as disciples.  

We view our building as a gift we can offer to others, and as a tool through which service can be multiplied.  Serving as a place of hospitality and grace for the academic community is central to our mission.  We are pleased to have organizations, faculty, staff and students make use of our facility.  Requests to use the facility will be submitted in writing to the Pastor and/or Office Manager.  The request will include the name of the group, the purpose of the meeting(s) and a responsible person or persons, in addition to the number of people who will participate, the date(s) requested, the beginning and ending times (including set up and clean up) and what the group intends to use the facility for.  Advertising for events should not imply sponsorship by the University Lutheran Center.

Facility Use Guidelines:

· Groups and individuals wishing to use the University Lutheran Center must fill out a written application and the staff must complete a review of facilities following the event.
· The piano, projector/screen and amplifier are valuable instruments vital to our worship services and may not be used without prior permission.
· Smoking, alcoholic beverages and drugs are prohibited on University Lutheran Center Property.
· Nails, staples, tacks or clear tape should not be affixed to or placed on walls or doors.  Only painter’s tape may be used on the walls.
· Children shall be under adult supervision at all times in the approved area of use and should not be allowed to roam freely throughout the building.
· Groups spending the night are asked to contribute $10 per person, per night.  Showers and foam mattresses are available.  Please do not use chairs, couches or their cushions for sleeping.
· You are welcome to use our silverware but you must provide your own cups, plates, napkins, etc.  If you use items from the University Lutheran Center you must replace them.
· Tables and chairs are NOT to be removed from the building.  The exception is the chairs stored in the basement.  If used outdoor chair leg must be cleaned before they return.  If they are for a non campus related use there is a suggested donation if $1 per chair. 
· DO NOT PROP OPEN THE BACK DOOR AT ANY TIME.  TOO MANY FLIES FIND REFUGE IN THE ULC. 
· Peer Ministers office (off  the kitchen) is not to be used.  IT IS AN OFFICE.
Checklist:  Please make sure all items on this list are completed before you leave the building.

*Vacuum, toilet tissue, cleaning supplies, etc. are located in the custodian’s closet in the worship area.

· Vacuum worship and fellowship spaces (if used).
· Tidy bathrooms and empty trash (Extra trash bags found in custodian’s closet).
· Close all windows.
· Round tables wiped down and returned to storage area.  It is important to store them ‘top to top” or ‘bottom to bottom’ to avoid scratching the table tops.  Tables are marked on the bottom indicating which leg folds in first so the legs will lay flat and the tables will store easily.
· All lights turned off (except the ‘night light’ in storage and worship space remains on).
· Building is locked.  The University Lutheran Center will provide a code for unlocking the back door.  The building must be locked when event is complete unless otherwise directed.
· Return chairs to proper places. (4 stools at each pub table in the fellowship area, 6 stools at the kitchen island, and 2 stools at the pub table in the kitchen area)
Kitchen Use

· All utensils and cooking items washed, dried and put away.
· All dishes in the dishwasher put away. If you use the dishwasher it must not be left running when you leave. 
· Wash stove top, burners, and wipe down oven.  DO NOT COOK WITH OIL.
· Microwave wiped down. 
· All kitchen surfaces wiped down.
· Floor swept (please mop up any spills).
· Make sure the refrigerator and freezer doors are closed tightly.
· Close all cupboard and drawers.
· Bag all trash and take it out to the dumpster.  If the dumpster is full or if you have large amounts of trash, please make provisions to take it with you.  Recycling is located under the cappuccino machine.  If bags are full they may be placed outside the work room located by the receptionist’s desk.
If using the building on Saturday night: 

Everything should be returned to its proper place for worship.  In the worship area 10 chairs are stored on each side of the pew at the back of the worship space.

Statement of Liability:  The user assumes liability for injuries to personnel attending the event and for damages or loss to user’s property.

If there is an emergency you can call our campus pastor, Bob Chell at his home: (605) 692-1703 or cell (605) 690-7870.

Facilities Request Form:

Group Information:



Group Name: ______________________________________________________



Date Needed: ______________________________________________________

Time (Set-up to Clean Up): _______________________________________________________

Contact Person:



Name: ____________________________________________________________



e-mail: ___________________________________________________________



Work Phone: ______________________________________________________



Home Phone: ______________________________________________________



Cell Phone: ________________________________________________________

Facility Needs:

Describe your facility needs for the event:

Number of People who will Participate: _____________________________________________

Acknowledgement of Facility Use Policy: ___________________________________________

Staff Review of Facilities following the event: _______________________________________

______________________________________________________________________________


