Revised: August 14, 2026
St. Mark’s Lutheran Church (ELCA)
580 Hilltop Drive – Chula Vista, CA 91910
Phone: 619-427-5515	E-mail: office.stmarkscv@gmail.com

Facility Use Guidelines
			    Event Host Initials Indicate Agreement
Initials
_____ PROCESSING OF APPLICATION:
   1. Application for use of facility should be made at least three (3) weeks in advance of the date of the function.
   2. Application will not be accepted earlier than one (1) year prior to the event.
   3. The applicant whose name appears on the Hold Harmless Agreement will be held responsible for the group’s use.
   4. Applicant must be at least 21 years of age with valid photo identification and be present at the facility throughout 	the entire event.
   5. Fees will be assigned, and the requested date will be reserved upon receipt of the “Request for Facilities Use” and 	“Hold Harmless Agreement” forms, along with the $100 reservation fee (applied to final invoice).  
	NOTE: See St. Mark’s Event Space Rental Fees, Funeral/Memorial or Wedding pages for appropriate fees.
   6. A rental deposit of ½ the rental fees for usage AND the refundable cleaning/security deposit must be received within 	five (5) working days of the receipt of “Request for Facilities Use” form.
   7. The balance of all remaining fees is due five (5) business days prior to the event.
   8. All payments must be in cash, Venmo or ZELLE to St. Mark’s Lutheran Church.
  9. All changes in facility use arrangements must be coordinated with the church office.

____CANCELLATION:
1. The Event Host may cancel the Agreement: at any time up to 60 days prior to the Event Date by providing written notice of such election to St. Mark’s Lutheran Church, at no cost to the Host.
2. Within 60 days before the Event Date, the Host will be charged 50% of the Rental Costs paid.
3. Within 30 days before the Event Date, the Host will be charged 100% of the Rental Costs paid.
4. At any time, due to unforeseen events, St. Mark’s Lutheran Church may cancel the reservation at no cost to the Host. All fees paid to date will be refunded immediately.
____CLEANING & DAMAGE SECURITY DEPOSIT:  
1. The security deposit will be refunded seven (7) days after the event, provided there is no damage or violation of the terms and conditions outlined in the rental agreement. 
2. The Event Host shall be responsible for all damages to St. Mark’s Lutheran Church, its furnishings, fixtures, or any other property belonging to St. Mark’s Lutheran Church caused by the Host, their guests, vendors, or any third party associated with the event.
3. In the event of damage, the cost of repair or replacement will be deducted from the security deposit.
4. If damages exceed the amount of the security deposit, the client will be invoiced for the additional charges. 
____ INSURANCE:
1. St.  Mark’s Evangelical Lutheran Church of Chula Vista requires a Hold Harmless Agreement.  This signed document will need to be on file in the church office three (3) weeks prior to the event.
2. The church is not liable for accidents, injuries, or loss of personal property in connection with any of its facilities.

_____ STATEMENT OF POLICY ON THE USE OF FACILITIES:
   1. The church and church sponsored activities shall have first priority.
   2. Community service organizations may then be considered, provided the group is involved in an endeavor consistent 	with the aims of the church and provide proof of 501-C status.
   3. Use of facilities shall be without conflict to the organizational life of the church.

____ FACILITY USE RULES AND REGULATIONS:
1. No smoking or vaping is allowed on church property.
2. Alcoholic beverages, marijuana and other intoxicants are not permitted on church property.
3. Kitchen use is not available to rental groups.
4. All caterers must have a San Diego County Health Permit.
5. No equipment may be removed from the area.
6. Music may not be audible for more than 50 feet outside the facility (CVMC2.55.185). 
7. In addition, all Disc jockeys (DJ’s) must possess a business license from the City of Chula Vista.
8. Evenings: All electronic sound producing and /or amplifying equipment must be turned off and 
disconnected at 10:00 PM.
9. The facility must be cleaned and completely vacated by the end of the contracted rental time. 
10. The facility can be opened for set up at the beginning of the contracted rental time.
11. Patio furniture and umbrellas DO NOT belong to St. Mark’s and are NOT to be moved or used during Facility Use Rental.

_____SET-UP AND DECORATIONS:
   1. Applicant is responsible for providing the church office with set-up instructions for tables and chairs. Clear aisles (no 	less than 48 inches wide) to all doors designated “exit” must be maintained at all times.
   2. Groups utilizing the facility are responsible for any damages due to decorations.
   3. The use of confetti, rice, bird seed, etc. (for throwing) is prohibited.

_____CLEAN-UP EXPECTED:
     At the end of an event, groups are responsible for the following:
     1. Cleaning of all equipment used.
     2. Cleaning of any counter areas used.
     3. Cleaning and wiping of all tables and chairs used.
     4. Cleaning of floor or carpet areas soiled or dampened (sweeping, mopping spills)
     5. Please use the trash cans provided or your own plastic bags. Please empty the trash cans at the end of the event 	and take them to the trash dumpster area on the top tier of parking lot.
     6. Removal of all supplies, personal articles, displays, decorations, etc.
     7. Report any damages to the office as soon as possible.

_____OVERNIGHT STAYS:
1. Space for overnight stays by church groups may be considered upon request.  Males and females must stay in separate areas.
2. The ratio of adults (21 years or older) to youth will be as follows:
a. College Age: ONE adult for every TEN youths.
b. High School Age: ONE adult for every EIGHT youths.
c. Jr. High/Middle School: ONE adult for every SIX youths.

Signature Page must be completed BELOW!




Facilities Use Guidelines & Policies
Signature Page

EVENT: ___________________________________________	FACILITY RENTED: ________________________


EVENT DAY & DATE: _______________________________________	RENTAL TIME:  From_________ to ________



Printed Name: _________________________________________________	Date:  ______________________
			(Event Host)

Signature: ____________________________________________________	Phone: ______________________


Address: _____________________________________________________	Email: _______________________
					

Legal Identification: _______________________________________ (Driver’s License or Passport #)


Event Confirmed & Calendared by:

Printed Name: _____________________________________ 
			(Church Administrative Assistant)

Signature: ___________________________________________      Date: _______________________
		(Church Administrative Assistant)



Copy of all appropriate documents to Event Host: 
1. Facilities Use Guidelines & Policies
2. Hold Harmless Agreement
3. Receipt for $100 Reservation Fee
4. Event Space Rental INVOICE 

Event Host Receipt:  		___________			_____________________________
				(Initials)	  		(Date & Time)

Office Copy Retained:	___________			_____________________________
				(Initials)	  		(Date & Time)
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