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CHAPEL HILLS PRESBYTERIAN CHURCH

10210 Webbs Chapel Road

Dallas, Texas 75229

(214) 358-2538

Care and Use of Facilities

Chapel Hills Presbyterian Church

10210 Webbs Chapel Road

Dallas, Texas 75229

(214) 358-2538

USE & CARE OF FACILITIES BY CHPC MISSIONS

CHILDREN'S CLASSROOMS (White Building, Preschool Rooms, Nursery)
Several groups use the children's classrooms on a regular basis (Celebrate Children, English Learning Project, CHPC Sunday School, Korean Fellowship Church, Spanish Bible Study, Reading Lab and Computer Lab.). The following guidelines will help us keep the classrooms nice for everyone.
Children should be in the children's classrooms only under adult supervision. Otherwise the rooms should be locked. Each group must have a designated person who is responsible for the use & care of the rooms and will be given a key to the rooms.
The designated person of each group using the classrooms is responsible to put everything back in its place. This includes all toys, small objects, and art supplies.
Each group will be given its own storage place, which will be labeled. Please keep things you do not want to be used by other groups in locked cabinets or on top of the large wooden cabinets.  If they are left out, that means that you are willing for another group to use them.
Please do not use anything in cabinets that are not your own, or that have been placed on top of large cabinets by another group.
Materials that could cause damage (permanent markers, paint, and scissors) should be locked in a cabinet or on top of a cabinet.
After each group uses the room, please sweep floor (broom and duster in each classroom or in kitchen) and clean table tops with paper towels and spray cleaner (on top of cabinet). We have a cleaning service, but this person often comes later at night. Other groups may use your room before the scheduled cleanup, and it is very upsetting to find food, sand, craft supplies on a table or the floor.   Also, it is a requirement of child-care licensing that all surfaces used by children are cleaned after use, or before eating on the tables.
There will be no flammable or toxic substances in children's rooms. Cleaners should be stored in the closet in the men's restroom, in the kitchen cabinets underneath sink, or in the nursery underneath the sink. All of these places are locked or have child safety latches. The only exception is the cleaner in spray bottles that must always be kept up high on top of the cabinet, out of the reach of children.
Any spots or stains on rugs should be cleaned immediately with spot remover that is labeled and kept in the nursery under the sink. This is safe and non-toxic.
If your group has a special project that needs to be left out to dry or because it is an ongoing project, we want you to be able to do this. Please label it, and notify the church office so we can inform other groups using the room so they will not disturb it.
Adult groups also use the rooms in the white building during the week. Please be flexible. We need the rooms to be in order for the adults, but this is the only place our children have for projects and artwork. If we work together on this, everyone will feel welcome.

SPECIAL INSTRUCTIONS FOR NURSERY

All groups that regularly use the nursery for diaper changing are asked to donate wipes and tissues. The church supplies paper towels and rubber gloves, but donations of these items are welcomed as well.
The rules for the use of the nursery are those given by the Texas Department of Regulatory Services. We want to use the same standards, for everyone's health and safety.
Any toys placed in the nursery must be large enough that they cannot pose a choking hazard. The room should be kept free of clutter and any items that are not safe for an infant or toddler under a year of age and must be removed immediately.

Any plastic toys that have been placed in a child's mouth should be set aside and must be washed in a Clorox/water solution after each use. A bottle of the solution is kept in marked bottle underneath the sink—it is not the same as the full-strength Clorox that is also kept there. This solution should be discarded and a new batch made every week.
After each use the crib railings and sides are to be cleaned with the spray cleaner and paper towels. Used bedding should be removed and placed in the plastic bin marked laundry. A new crib sheet should be used for each infant. Infants who can stand unattended should not be left in the cribs. Sleeping mats are available for older toddlers.
Diaper Changing:
· Please change diapers only on the place provided on the counter. Keep a hand on the child at all times. Never leave a child unattended on the counter.
· If a child is too old or active to safely change the diaper on the counter, please move the plastic mat to a crib or floor. Do not change directly on the carpet.
· Use a paper pad on the changing area and clean the changing area after using with a spray cleaner and paper towel.
· Use clean latex gloves for each diaper change.
· The paper pad, used wipes, latex gloves and the dirty diaper should all be placed in a plastic bag (used plastic grocery bags are provided in the cabinets under the changing area) Tie this bag shut and place this bag in the covered trash can next to the changing area.
CHILDREN'S LIBRARY (Shelves in back hallway)
The books in the back hallway are for children and parents of all the groups using our church. However, we ask that you please sign out the books by writing your name and phone number on the card in each book, placing it in the file box.  There is a place designated for book return. We want to continue to provide books for our children, and we appreciate your prompt return of books when you are finished with them.

Each group must give parents an orientation on the use of the library.
PARLOR

Many groups use the parlor during the week, this area is very important to maintain a standard room configuration. Couches and chairs must be against the North, East and South walls, the Large Table with chairs along the West wall.  Any other equipment used by a group must be put away at the end of the activity. No Exceptions. This includes easels, dry marlkers, dry boards, paper, etc.

KITCHEN/FELLOWSHIP HALL

Each group has its designated and marked storage. Please use materials only from your own storage area.

The food in the pantry belongs to the Church, Celebrate Children or ELP as labeled. Do not use this food.  Any packaged food items left open on the counters can't be used and must be thrown out immediately. The Pantry must be locked when nobody is in the kitchen. All groups authorized to use the pantry have been provided keys. Do not ask the Church Secretary for a key.
After each use, please clean stove and counter tops. Spray cleaner is provided under the kitchen sink.  If you have dirty dishes, please load the dishwasher (not if marked clean) and load any other dirty dishes on counter. If you have only a few dishes you may leave them in the dishwasher, marked "dirty. However, if it is least 1/2 full, please run the dishwasher, (directions above sink).
All groups may use the Coffee Maker, CHPC will provide the coffee filters, but each group must furnish their own coffee, creamer, sugar and plastic cups. Please clean the coffee pots and filter after your activity.

All groups are free to use the refrigerator for storage. All food items must be labeled with the groups name and date. Periodically the unlabeled items and out of date food items will be removed. If you want something saved or not used by another group, please label it! Tape and marker are on the refrigerator to mark items. Each group will have a schedule to clean the contents of the refrigerator of their stored items.
If your group has an event which leaves food in the trash, it must be taken out to the dumpster. Please add new plastic garbage sacks. In trash cans Additional bags are stored in the cabinet below the coffee maker.
Please clean up spills on the floor. A mop is available in the electrical room. The church secretary can open the electrical room or any church member who has a key to the front door will also unlock the electrical room. A clear walkway of 30 inches must be kept at all times in the electrical room by order of the Fire Department. If you use cleaning supplies or equipment from this room please return to the original location, maintaining the 30-inch walk space.

If you bring food or drink to share, please be sure that you clean up afterwards.
BATHROOMS/HALLWAYS
Please check when leaving the building, to make sure it is clean - especially if your program has children. Several times the hall and bathroom were full of sand, mud, toilet paper on floor or sticky spills. Yes, we have a cleaning service. However, a group may be using the church before the cleaning service shows up.
Toilet paper and towels are kept underneath the sinks in the bathrooms, or in the bench in the ladies restroom. If you notice something is getting low, please tell the Church Secretary or leave a note on the Office Door. Don’t wait for someone else to report a problem.
Children's artwork, posters, etc. may be placed on the walls if you use paint-safe tape or putty. We want all ages to feel that this is "their" church. Remember that some of these should be placed at children's eye-level. So also ask your children to "look, not touch" so that others may enjoy.
SECURITY

If there is no church activity in Fellowship Hall, the back doors should be locked at all times. They may be left open for 15 minutes before and after Celebrate Children begins. After this, they will be locked and parents will be asked to bring their children to the front door. There is a bell to ring, but this may require teachers to leave their classroom, which is not possible. 
BULLETIN BOARDS

There has been a lack of attention to this area, and we would like every group to have access to a way to share news about their ministry. Some groups have a "special bulletin board" and others don't. We are working on a plan to assign groups certain space, and to purchase additional bulletin boards that will coordinate with one another. If you have special needs for this, please contact the pastor or church office. 
SANCTUARY

When you finish using the sanctuary, please:
· Turn off the sound system at the power strip only.
· Turn off all the lights.
· Turn off the Heating/Cooling system, if you do not have access to the elecrtical equipment room; make sure you contact the Stewardship of Resources Elder or the church secretary.
· Please pick up all paper, bulletins, trash, etc.
For their own safety, we ask that children not be allowed in the choir loft, or in the sanctuary without adult supervision, especially in the chancel area where our sound system is located.
COMPUTER ROOM

This room is kept locked at all times except when in use for classes or computer lab use. Keys will only be issued to authorize personnel needing this room. Children, under age 18, may only be in this room with adult supervision.
The metal cabinet in the Computer Room will be locked and only authorized users will be given the combination.. All CD's and cassette tapes will be stored in the cabinet.  The Sunday School, Computer Lab, and the English Learning Project will label the shelves for their use.
IF YOU ARE THE LAST PERSON TO LEAVE THE BUILDING,
 PLEASE CHECK THE FOLLOWING 

· Turn off all:
· AC/Heating systems leave thermostats alone. 
· All lights. 

· Make sure all areas are clean for the next user of the facilities.
· Make sure all doors are locked. It is especially important to check the front door, the back door must be pulled shut, and the side door to parking lot, must be in "locked" position.
If you notice a problem, please leave note on the Church Office Door - or tell the church secretary.
· Light bulbs burned out
· Supplies low (toilet paper, paper towels, plastic bags, wipes).
· Leaks
· Broken windows
· Broken equipment.
· Etc.
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