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PURPOSE 
 
The purpose of this document is to outline the policies and procedures for the use of Cornerstone 
Community Church’s property in the Village of Wadsworth, IL.   Anyone using the facility or grounds is 
expected to adhere to the policies and procedures contained in this document. 
 
The Cornerstone Family seeks to serve everyone in a way that demonstrates the love of Jesus Christ our 
Lord.  These policies are intended to make our property available to as many people as possible while 
using these gifts in a wise and godly manner. 
 
Significant financial resources and personal time have been invested in our property through generous 
contributions from its members and friends.  Proper care must be given in order to ensure that: 
 
• adequate facilities exist to effectively carry out the ministry objectives and goals of the church 
 
• these facilities are properly protected against loss or misuse 
 
• wise stewardship is being obtained through energy conservation and safety measures 
 
• proper maintenance of the facilities is supported in its use 
 
 



CORNERSTONE PROPERTY USE POLICY 

© Cornerstone Community Church.  Page 4  Rev. 02/2006 
Do not copy or distribute without written permission. 

DEFINITIONS 
 
By-Laws – A document that governs the organizational/functional aspects of the church.  The by-laws 
pre-empt any policy/procedure described in this document. 
 
Church – Cornerstone Community Church (the collective organization) 
 
Guest – The person or group that has been given permission to use the facility or grounds for external 
use. 
 
Constitution – A document that governs the purpose, core values, and faith statements of the church. 
 
Deacon Board – A group of deacons that manage the physical needs of the church. 
 
Elder Board – A group of elders that manages the overall affairs of the church. 
 
External Use/Event –Use of the facility or grounds that is not an internal event.  External use may 
include activities like weddings, funerals, and secular community events. 
 
Facility – The building located at 40413 Delany Rd, Wadsworth, IL 60083 
 
Grounds – The area owned by the church surrounding the facility. 
 
Internal Use/Event – Use of the facility or grounds that serves the needs of the church.  This may include 
regular services, Bible studies, youth events, and congregational gatherings. 
 
Kitchen Coordinator - A person designated by the Trustee Team to manage the care of the kitchen. 
 
Member – An active member of the church as defined by the by-laws.  The person or group that has 
been given permission to use the facility or grounds for internal use. 
 
Office – The business office located within the facility. 
 
Primary Contact – The person designated as the first point of contact for the Guest/Member. 
 
Property – Real estate and physical assets owned by the Church whether located in the facility or on the 
grounds. 
 
Property Manager – A person designated by the Trustee Team to manage the care of the property. 
 
Requesting Party – The person or group requesting use of the facility or grounds. 
 
Reservation – An approved request to use the property. 
 
Trustee Team – A group of deacons that manages the legal and financial affairs of the church.  This 
team (under the authority given to them by the Elder Board) reserves the right to amend these policies at 
any time without notice. 
 
Unacceptable Use  – Any activity that is in direct conflict with either the Constitution or the 
policies/procedures described in this document.  
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REQUEST PROCESS 
 

• You may request property use up to 90 days in advance.  If you submit a request more than 90 days 
in advance, it will be returned to you.  Exception:  Requests for weddings may reserve areas of the 
facility or grounds up to one (1) year in advance.   
 

• Recurring meetings may be scheduled for a maximum duration of a year. 

Internal Use 
 
“Internal use” is defined as any use of the facility or grounds that serves the needs of the church.  This 
may include regular services, Bible studies, youth events, and congregational gatherings.  Requests for 
internal use originate from elders, deacons, staff, or point persons.  All Bible study leaders must submit 
their requests to the MTC point person. 
 
Follow these steps to make a request for internal use: 
 

1. Complete a Property Use Request and submit to the Property Manager. 
2. The Property Manager will contact you regarding your request. 
3. If approved, the Property Manager will add the event to the calendar in the church office. 
 

You are expected to assist with setup and cleanup for your events.  One person from your group should 
be appointed to make sure that this is done properly. 

External Use 
 
“External use” is defined as any activity on the facility or grounds that is not an internal event.  External 
use may include activities like weddings, funerals, and secular community events.  All external events 
require the presence of the Property Manager or a representative designated by the Trustee Team.   
 
The property is not available for use by profit-making organizations or individuals/organizations engaged 
in political campaigns/causes. 
 
The Trustee Team, under the authority of the Elder Board, reserves the right to accept or reject, at any 
time, any request for use of the property.  Do not assume that the facilities are reserved until you have 
received written confirmation from the church office. 
 
Follow these steps to make a request for external use: 
 

1. A Property Use Request must be completed and submitted along with the required fee(s) to the 
church office or mailed to the following address up to 90 days prior to the requested date: 

 
Cornerstone Community Church 
40413 Delany Road 
Wadsworth, IL 60083 
Attn: Property Manager 

 
A non-refundable deposit equal to 50% of the scheduled fee is due with the request.  Checks may 
be made payable to “Cornerstone Community Church” and the event should be noted in the 
memo line. 
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2. The church calendar will be checked to see if there are any conflicts with your request. If there 
are conflicts, you will be notified so you may either select an alternate time or find other 
accommodations. 

 
If there is no conflict with the church’s activities, your Property Use Request will be submitted to 
the Trustee Team for review and approval.  Once your request is approved, your event will be 
placed on the calendar.   

 
3. A copy of the Property Use Policy, Contract, and a bill showing balance due will be sent out to the 

Requesting Party after the event is approved.  The contract must be returned to the Trustee 
Team with the balance due within ten (10) business days of the event.  

 
If the balance is not paid within ten (10) business days of the event, then the event will be 
cancelled.  The deposit is non-refundable. 

 

Cancellation Policy 
 
If a Requesting Party cancels a request within 30 days of the requested date, then the deposit and any 
other monies received from that party will be returned in full.  If the Requesting Party cancels a request 
with less than 30 days notice, the balance of any monies received (less the 50% deposit) will be refunded 
to the organization after the original scheduled date of the event.  If you must amend or cancel a 
requested event, call the church office as soon as possible so we can make the necessary changes or 
make the room available for another group. 
 
If failure of utilities, damage to property, inclement weather or any other unforeseen circumstances 
beyond the control of the church necessitates the cancellation of the scheduled event, the church office 
will notify the Guest.  Any rental fee and deposit will be refunded in full.  The church will not be 
responsible for other expenses incurred by the Guest or income lost by the Guest as a result of the 
cancellation or rescheduling. 
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Scheduling Priorities 
 
Scheduling priorities will be determined using the following order: 
 
1. Regular Internal Use:  Regularly scheduled worship services, Bible studies, youth events, and 

congregational gatherings and other church-related activities will have first priority.   
 
2. Special Internal Use:  Occasional worship services, Bible studies, youth events, congregational 

gatherings and other church-related activities will have second priority. 
 
3. External Use:  Events such as weddings and civic/community events will have third priority. 
 
These factors may also impact scheduling priority: 
 
• Recurrence:  Requests for regular use of the facilities will be given preference over requests for 

occasional use. Recurring dates are not permitted without approval of the Trustee Team.  If approval 
is granted for recurring dates, it will be reviewed at a minimum of once a year. 

 
• Receipt of Request:  In general, we book on a first-come-first-served basis.  In the event of a conflict 

of dates/times between internal and external use, the Requesting Parties will be notified to resolve 
the conflict.  It is expected that this conflict situation should only occur due to scheduling error or an 
urgent need such as a funeral. 

 
For policies relating to weddings, see the Wedding Policy. 
 
The Property Manager, under the authority of the Trustee Team, will manage any scheduling conflicts. 
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GUIDELINES FOR USE 
 
As with any organization, it is necessary to have rules to simplify use of the facility. No activity on the 
church property may conflict with the church constitution, local, state, or federal laws.  Please be sensitive 
to the fact that the facilities are used as a place of gathering, worship and caring by our church family.  
Any activity that is in direct conflict with either the Church Constitution or the policies/procedures 
described in this document is prohibited. 
 

General 
 

1. Alcoholic beverages and illegal substances are prohibited anywhere on the property.  Tobacco 
use is prohibited in the church facility or within 50 ft. of church facility.  No one under the influence 
of alcohol or illegal substances will be allowed to participate in programs or events.   

 
2. Abusive language and inappropriate behavior is prohibited in the church facility and on church 

property.  It is the responsibility of the primary contact to see that all persons participating in the 
event are informed concerning these matters. 

 
3. Those using church facilities must confine themselves to the equipment agreed to under contract.  

Tables, chairs and equipment are not to be removed from the church facility or moved from other 
rooms and/or areas of the church without expressed written permission from the Property 
Manager. 

 
4. The Guest/Member using the facilities is responsible for restricting the group to the approved 

area(s) of the facility. 
 

5. The church assumes no liability for any personal property brought into the church or on the 
premises.  Every possible effort will be made to protect personal items. However, the church will 
not be responsible for items lost, stolen or damaged.  It is imperative that money, jewelry and 
other valuables not be left unattended. 

 
6. No storage space will be provided for outside groups without prior approval and subject to 

availability.  All property must be brought in and removed the day of the event.  Any property left 
on the premises by those using the facilities will, after a period of thirty (30) days from the last 
usage, be deemed abandoned and will become the property of the church. 

 
7. Members of the church staff are not permitted to sign for any outside event and/or related 

deliveries without prior arrangements by the Property Manager. 
 

8. The church reserves the right to remove, from the premises, any person(s) failing to abide by the 
church rules/policies.  The conduct of all persons attending programs at the church is expected to 
be respectful of the environment of the Lord’s house. 

 
9. When children (under age 18) are in attendance they must at all times be under the control of 

their parents or adults in charge of the activity and are not permitted to roam freely in the halls or 
other areas on the church property.  All activities involving children must be carefully 
monitored/supervised by an appropriate number of responsible adults. 

 
10.  Be aware that your group may not be the only group in our facility.  Stay in the area that has been 

designated for your use.  If you must move through the facility, be mindful of others using the 
facilities. Enter the facility at your designated entrance.  If sharing the facility, respect others by 
entering quietly. 
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11.  In rooms equipped with movable walls, these walls may only be moved by the Property Manager 

or authorized church representative. 
 

12.  Animals will not be brought into any part of the church facility. (Exceptions may be made for 
church sponsored ministries such as church plays or for service dogs aiding the visually 
impaired). Dogs are allowed on property; owners must clean-up after them. 

 
13.  No sales of raffle tickets or other forms of gambling are permitted in or on the church property.  

Collection of money or admissions is permitted only as approved by the Trustee Team. 
 

14.  The transfer or passing on assignment of permission to use church facilities to those other than to 
which the contract was made is strictly prohibited.   

 
15.  Food and drink are generally prohibited in the Sanctuary.  (Exceptions to this policy include bread 

and juice for Communion, church banquets and other activities approved by the Trustee Team).   
 

16.  All functions must end and the facility/grounds be vacated by the designated agreed upon time. 
 

17.  Visits to the church, in advance of the event, must be coordinated through the Property Manager. 
 

18.  Use of the church office phones, copier, fax, computers, digital camera and other related 
equipment is not allowed without the consent of the Property Manager. 

 
19.  The Guest/Member is responsible for any damage to the facility during its use and for extra 

cleaning required as a result of its use.  The church, in its sole discretion, may use the deposit 
money to defray any damage costs.  If the cost of repair exceeds the deposit collected, then the 
Guest/Member must pay the remaining balance of those costs. 

 

Parking/Grounds  
 

1. Parking for individuals/organizations using the facilities is provided adjacent to the facility. No 
vehicles are permitted on the lawn and all marked parking spots are to be adhered to at all times.  
The service lane surrounding the building and carport areas will be kept clear for emergency 
vehicles at all times. 

 
2. The parking lot and/or grounds will be left free of trash/debris, decorations and/or equipment.  All 

trash must be placed in the dumpster.  Any trash that does not fit in the dumpster must be 
removed from the property immediately. 

  

Safety/Security 
 

1. The Guest/Member renting the facilities is responsible and assumes liability for any personal 
injuries, personal property or damage to the facility and/or equipment.  When damage/vandalism 
or accidents requiring clean up occur, promptly report the damage to the Property Manager 
and/or church office.  Replacement or repair will be at the discretion of the church and will meet 
the requirements of the church. 

 
2. No flammable liquids, fire-producing chemicals, pyrotechnic devices, smoke generators and/or 

open flames in any form may be used on the church property (including candles and heating 
elements for food) without the written approval of the Property Manager.  Fireworks, firearms 
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and/or weapons (including pellet guns, dart guns, slingshots and paintball guns) of any kind are 
not permitted on the church property. 

 
3. The Property Manager must approve any unusual activities involving the facility/grounds.  Such 

activities may include, but are not limited to, use of fog machine, glitter and use of water other 
than for drinking. 

 
4. No paints, tapes or glues may be used on the property without the approval of the Property 

Manager.  No structural or non-structural work may be done on the facility without prior approval 
of the Property Manager and Trustees. 

 
5. Do not hang anything from the ceiling as this is a fire code violation.  No nails, thumbtacks, 

screws or tape may be used to fasten decorations, posters or other items to walls, furniture or 
equipment. Any decorations, posters, signs, banners, flags, streamers, etc, that you wish to hang 
on walls, posts, beams, etc., within or outside the church must be pre-approved by the Property 
Manager and must be attached with approved adhesives.  

 
6. The doors are secured by a security system.  Do not use anything to hold doors open.  The 

Property Manager must be notified of any need to keep entry doors open during non-scheduled 
times. 

 
7. All stage scenery or props must be free standing.  No nails, screws or stage hooks may be used 

without prior approval. 
 
8. The Guest/Member is responsible for encouraging law and order during their event or obtaining, 

at their expense, the aid of local law enforcement.  All false alarm fee resulting from emergency 
responses, setting off smoke detectors and other fire/smoke related occurrences are the 
responsibility of the Guest/Member.  

 
First aid kits are located in the church office and other designated locations throughout the 
building.  A map of the building with first aid stations and fire exit routes may be obtained at the 
church office. 

 
9. If electrical outlets in nursery are used, replace the safety covers after unplugging devices. 

Media/Communications 
 

1. The Sound Team will coordinate all audio/visual needs.  Use of sound equipment is restricted to 
trained personnel approved by the church.  The use of church audio-video equipment must be 
approved by the Property Manager, reserved prior to the event, and is subject to availability. Fees 
for use are listed in the fee schedule.  

 
2. Any advertising, publicity, posters, or other printed material using the name of the church must be 

approved by the Trustee Team before printing. Promotional materials, advertising materials, and 
decorations must have the approval of the church Trustee Team prior to posting/disseminating. 

 
3. Any advertising for external events must include a disclaimer that the program is not endorsed or 

sponsored by the church (this disclaimer is not necessary for wedding materials).  The church 
reserves the right to edit the disclaimer before publication and a copy is to remain in the office.  

 
4. Any bills, posters, or other printed materials for external events must include the name, telephone 

number, and e-mail address of a contact person from the Guest.  Apart from the date and time of 
event, the church staff will not be responsible for communicating the details of any scheduled 
event. 
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Sanctuary Use 
 

1. The church provides the sanctuary for its congregation for worship and fellowship.  It may also be 
used for recreation, fellowship dinners, plays and various other church events. 

 
2. Athletic activities may only occur in the Sanctuary or outside the facility.  An appropriate number 

of adults (minimum of 2) must supervise all children/youth events.  This space is for friendly play 
and not intended for league play or other refereed type events. 

 
3. Operation of motorized recreational vehicles, bicycles, or skateboards is prohibited on the 

property without prior approval from the Property Manager. 
 

4. When the sanctuary is being used by more than one group, keep noise levels down and be 
respectful of each others’ space. 

 
5. Teams using the facility for practice will provide their own athletic equipment. 

 
6. Balls will only be used for their intended sport/game.  They will not be thrown, bounced or kicked 

towards the lights or equipment.  Any damage that occurs will be the responsibility of the 
Guest/Member. 

 
7. Balls acceptable for use include basketballs, foam balls, volleyballs and/or rubber balls.  

Footballs, baseballs, softballs and soccer balls are prohibited due to the possible damage to 
lighting, equipment and walls. 

 
8. A representative from the Guest/Member must be present at all times during team practice and/or 

game. 
 

9. All parties using the space are required to leave it clean.   
 

10.  Do not remove any pads and/or equipment from storage without prior approval from the Property 
Manager. 

 
11.  Report any damages or equipment failures to the Property Manager and/or church office as soon 

as possible. 
 

Classroom Usage 

Nursery, 2-5 year olds Rooms 
 
These rooms are dedicated in their use to supervised groups of children no older than kindergarten.  
Supervision requirements are: 
 
1. One caregiver for every 6 children, at least two caregivers, one of whom should be an adult. 
2. If there is more than one caregiver, the primary caregiver should be capable of assuming 

responsibility for the safety of the children and the care of the facility.   
3. Room, equipment and bathrooms should be left neat and orderly.  If the room is used during the time 

of the church's weekly cleaning, the group using the room will be responsible for cleaning.  Otherwise, 
only clean up from the group’s use will be necessary. 
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All Other Classrooms 
 
These rooms are available for all age groups.  If they are to be used for childcare, supervision 
requirements are: 
1. One caregiver for every 6 children age kindergarten and younger.  For children 1st grade and older, 

an additional caregiver for every 10 children. 
2. Use of toys, books and other church equipment available through prior arraignment since few of 

these things are stored in these rooms. 
3. Room, equipment and bathrooms should be left neat and orderly.  If the room is used during the time 

of the church's weekly cleaning, the group using the room will be responsible for cleaning.  Otherwise, 
only clean up from the group's use will be needed. 

 

Kitchen Use 
 

1. The Kitchen Coordinator will manage the operations and maintenance of all equipment, supplies, 
and other assets of the kitchen space.  It will only be accessible during approved church activities 
that require the use of the kitchen.  All requests to use the kitchen must be submitted to the 
Property Manager for approval. 

 
2. Take everything you brought with you and do not leave any food, containers, condiments, etc, 

that you brought to the kitchen.  If you bring items for your event, label them with the name of the 
group/event and the date of the event. 

 
3. The refrigerator will be cleaned out weekly, so remove all food items or they will be discarded 

according to the cleaning schedule as determined by the Kitchen Coordinator. 
 
4. Kitchen facilities are available for food and beverage warming ONLY.  Cooking is not permitted. 

 
5. All property in the kitchen including (but not limited to) silverware, dishes, pots, pans, coffee 

makers, linens, first aid kit(s) and fire extinguisher must remain in the facility.  The Guest/Member 
is required to supply their own linens, dinnerware, silverware, pots, pans and other utensils 
unless expressly agreed to prior to use.   

 
6. The coffee/tea makers may be used with permission from the Kitchen Coordinator.  

Clients/Members must bring their own coffee, tea, sugar, cups, etc.  Coffee/tea makers and 
serving containers are to be left clean.  No grounds are to go down the drains. 

 
7. Parties using the kitchen for external events must not consume food/drink that are stored in the 

cabinets, refrigerator, freezer or pantry.  These food items are for the program ministries of the 
church ONLY.  

 
8. Don’t forget to turn off all burners and oven(s). 

 
9. Clean/Wipe off the countertops, stove top, chairs, and appliances.  

 
10.  All dishtowels are to be placed over the sink to dry. 

 
11.  Securely tie all garbage bags and place garbage in lined receptacles provided. 

 
12.  The floor must be swept thoroughly. 
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13.  Under no circumstances is red or grape punch to be served in any areas of the church facilities 
without prior approval.  Groups causing stains on the carpet/floors with these drinks will be billed 
for the cleaning or replacement of stained carpet/floors. 

 

Clean Up 
 
If the facility is left in a condition requiring more than the routine clean up, the Guest/Member will be 
charged a fee for any clean up needed beyond the standard fees (e.g. outside/professional cleaning 
service help). 
 

1. The facilities should be left in the same or better condition than at the beginning of usage. 
 

2. Before the premises are vacated, the Guest/Member must check that: 
 

• Restrooms are clean and no water is left running. 
• All rooms used are left clean.  Any equipment used is cleaned and returned to its designated 

location(s). 
• Garbage and trash have been put in plastic bags, securely sealed and placed in the lined 

receptacles provided and/or the dumpster. 


