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Houston Northwest Church 

Facility Usage Policy 

We at Houston Northwest Church (HNW) are pleased to make our facilities available to you for your personal or 
organizational needs. We are committed to our mission of “Making Houston more like Heaven by helping 
Houstonians become more like Jesus.” Any use of our buildings by outside groups will be consistent with our 
statement of faith and mission. 

 
These guidelines are in no way intended to be burdensome, but rather the most creative possible approach to the 
responsibility of all individuals (members or nonmembers) for the maintenance, economy of operation, and the 
widest possible use of the Church. 

 
 

AUTHORIZATION FOR FACILITY USE 
 

All organizations or individuals (members or nonmembers) must electronically submit the Operation Ministry Event 
Request Form through our website, to accomplish this click the following link: HNW.org/requests. This will be reviewed 
and approved internally by our event process. No organizations or activities which are incompatible with the basic 
mission or ideals of HNW will be authorized in the facilities. Worship and activities of HNW will have priority in 
scheduling use of facilities. 

 
Once the event has been approved and contracts have been sent out, outside users/organizations will provide a 
copy of their liability insurance endorsing HNW as loss-payee in the amount of $1,000,000. (see exhibit A) 

 
All users of the facilities are expected to follow the general welfare statements and the guidelines for 
cleanup and maintenance of the facilities. 

 
POLICIES FOR USE OF THE FACILITIES 

 
Strict policies concerning the use and care of the facilities will be observed in order to ensure the protection 
of furnishings, cleanliness of facilities, economy of utilities and welfare and safety of all concerned. Questions 
concerning the use of furnishings and equipment should be directed to the Minister of Operations. 

 
• It will be the responsibility of the individual in charge of any function, as indicated on the HNW Use of Facility 

Agreement form, to ensure that the areas used are cleaned and returned to the condition as outlined  
 

 
WELFARE OF THE CHURCH FACILITIES 

 
• Smoking is not permitted within 25 feet of any door or wheelchair chair ramp per the City of Houston Health 

Department Smoking Ordinance. Smoking is not allowed in HNW facilities or on the lawn. 
• Alcoholic beverages, marijuana, or other controlled substances are not permitted inside any of the Church 

facilities or on the Church grounds. 
• Games of chance (gambling) are not permitted. 
• Fireworks are not permitted on the property of HNW. 

http://hnw.org/requests
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• Only HNW-identified trained persons may operate the sound equipment, computers, video or other 
tech equipment. Do not touch sound equipment, connections or receptacles. If you require the use of 
audio equipment (microphone, music, speakers), a trained HNW operator must be secured. 

• The temperatures in the rooms are preset. 
• Do not leave food supplies or beverages on counters, on floors or inside refrigerators. 
• Gather all trash and garbage and take it to the catering kitchen where you can place it in the trash cart. 
• Empty drink cups and cans in the sinks before placing in trash cans. 
• Turn off all lights in the Worship Center and the Student Building; the Adults Building and Children's Building 

lights are designated to stay on. 
• No animals, except for service animals, are to be brought into any of the Church facilities without prior approval 

of staff or trustees. 
• Furniture (tables and chairs) cannot be moved from one room to another. 
• Do not rinse any food particles or other debris down sink drains. 
• Do not use tape on the floors or walls. 

 
 
MAINTENANCE AND CLEANUP GUIDELINES 
 
Requester Responsibilities  HNW  Responsibilities 

• Carpets – Be careful that liquids, crayons, or foods are not 
spilled on the carpets. Use protective coverings when 
doing crafts. If an accident occurs, please clean up 
immediately. If the cleaning is unsuccessful, please notify 
us electronically where the stain is, and that extra cleaning is 
needed to remove it.  
 

• Tile and concrete floors – Do not drag tables or chairs 
across tiled floors, as it results in damage to both the table 
and floors. 
 

• Counter surfaces – Counters in the kitchen should be 
free of clutter and all food service materials. Plates and 
cups should be properly stored out of sight. Counters 
must be wiped off. 
 

• Tabletops – Tabletops must be wiped with a damp 
towel if food or drink has been served.  

 
• Play equipment – All toys and athletic equipment will 

need to be collected and cleaned before being stored in 
appropriate areas after use. 

 
• Bathrooms – Bathrooms should be left in a clean and 

orderly manner. If there are problems that need to be 
addressed such as plumbing or lights, please report this 
through an email so they can be corrected as soon as 
possible. If it is an emergency, please let the office know 
immediately. 

 
 

• Carpets- If stains are left on the 
carpets appropriate professional 
cleaning will need to be scheduled 
as soon as possible to prevent 
permanent damage.  
 

• Tile and concrete floors – 
Kitchens, bathrooms and other tile 
surfaces should be swept after use. 

 
 

• Counter and Tabletops– Will be 
wiped and sanitize after the event. 
Floors will be swept AFTER 
tabletops have been cleaned  
 

• Bathrooms – Bathrooms will be 
reset; sanitized and trash removed. 

 
• Trash– Trash will be removed from 

all the rooms that were used and 
carried to the dumpster located on 
the west end of the Church. 
Trashcan liners will be replaced. 
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SPECIFIC BUILDING USE GUIDELINES 
 

Room/Area Maximum occupancy 
chairs only 

Maximum tables/people  
w/ tables 

Worship Center 1200 50 tables 
max 400 people 

Atrium 100 11 tables 
88 people 

W100 80 8 tables 
64 people 

Commons 350 25 tables 
200 people 

Student Building  
South / North 

300 20 tables 
160 people 

• Chairs and tables used in the areas above must be handled carefully to avoid damage to table 
edges and flooring. 

• Do not tamper with sound equipment, connections or receptacles. 
• Only HNW-authorized and trained persons may operate the sound/tech equipment. 
• Furniture should be restored to its regular configuration after use. (HNW Facilities Team will reset the 

room) 
• DO NOT SIT ON TABLES. 
• Use of the Worship Center includes the Atrium. 
• Weddings will follow the guidelines provided in the HNW Wedding Guidelines. 

Lawn 800 N/A 

• Foods and drinks served on the Lawn should be handled with caution. 
• No food trucks or food carts allowed on the Lawn turf. 
• Don’t use harsh chemicals that may stain or discolor the grass leaving spots or large area of faded 

grass. 
• Do not place bounce houses or inflatables of any kind on the Lawn artificial turf. The heavy weight of 

an object can damage the base and drainage system, causing the area to sink or creating low spots in 
the turf. 

• If you use a gas grill, you should never barbecue directly over the Lawn artificial turf as heat can 
damage the turf. 

• Fireworks or open frames are not permitted on the Lawn turf. 
• Do not install stakes or anything that would puncture the Lawn turf. 

Outdoor Fields/Space 
• Baseball Fields 
• Volleyball Court 
• Soccer Fields 

 
All trash must be picked up after event. 
 
 
 

For Outdoor Events 
• If tables are needed, it is the requester’s responsibility to rent from an outside source and have them 

set up and taken down for the event. 
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Fire Regulations 
 

No portion of the sidewalks, ramps, entrances and exits, passageways, vestibules, driveways, 
or other public areas of the Lawn shall be obstructed or used for any purpose other than ingress 
and egress. 

 
 

Childcare 

 
HNW strives to ensure that children are always welcome and made to feel included in our community. Children 
in the buildings of HNW are never to be left unsupervised and are only to be in designated areas. Any and all 
areas where children will be must follow safe sanctuary policies and procedures. All users of the facility are 
expected to follow the guidelines of this policy including the following: 

• No fewer than two adults must always be present during any program or event involving children. 
• These adults must be 18 or older and must be at least 5 years older than the children with whom they 

are working. 
• At least one of the adults’ present must be currently certified in First Aid and CPR. 
• The adults involved with the children must receive annual training related to child abuse prevention. 
• Any questions regarding this policy should be directed to the Minister of Operations. 

 
Childcare may be requested for additional HNW ministry/group events as outlined in the childcare 
policy provided that: 

• They have completed a facility request form indicating childcare is needed at least three weeks 
prior to their event. 

• They agree to follow all the conditions within the childcare policy. 
 

Please Note: Even when childcare has been requested, it does not guarantee that it will be provided. 
 
 

Kitchen 
 

• Counter tops should be free of foodstuff and other materials. Counter surfaces should be wiped clean 
of all crumbs and spills.  

• No food can be cooked or prepared on site per the Harris County Health Department. 
 
 

Parking 
 

All guests of HNW must park in the paved parking lots. No vehicles of any kind are allowed on the grass 
of HNW without approval from the Minister of Operations. 
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Fees 
 

A complete list of building fees can be found at the end of this document.  Building Use Fees must be 
paid to HNW three weeks prior to the event. These payments can be made 
on-line through our website, https://pushpay.com/g/hnwpayments?src=hpp under facility usage fees or by 
check. If reservations are canceled 48 hours prior to the event, the Building Use Fee will be refunded, 
however the deposit fee will NOT. 

These fees apply to non-wedding events only. Please refer to the HNW Wedding Guidelines for fees 
associated with weddings. 

Fees are based on an 8-hour event. 
 
 

Church facilities cannot be used after 4:30 p.m. on Saturdays in order to allow time for maintenance to 
clean and reset the room(s) for Sunday use. Any ministry-related event wishing to use the facilities after 
4:30 p.m. will be considered on an individual basis. 
 

Cleaning and Damage Deposit $250 
 
 

Tech Operator (must be trained HNW technician) 
 

• Audio/Visual/Tech Support – $75 per hour, per technician 
 
 

Misuse, abuse or inappropriate behavior may disqualify a group from future use of the facilities and/or 
forfeit their deposit. 
 
 

  

https://pushpay.com/g/hnwpayments?src=hpp%20
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Insurance and Indemnification 
 

See Exhibit A on the HNW Use of Facility Agreement. 

 
INDEMNIFICATION 
To the maximum extent allowed by applicable law, the Licensee covenants and agrees to and hereby does 
indemnify, protect, defend and hold Houston Northwest Church, and each of their respective partners, 
directors, officers, shareholders, members, agents, employees, auditors, advisors, consultants, servants, 
counsel, contractors, subcontractors (of any tier), lessees, sublessees, licensees, lenders, successors, 
assigns, legal representatives, elected and appointed officials, volunteers and affiliates harmless from and 
against any and all demands, claims, suits, losses, damages, causes of action, fines, penalties, liabilities, 
costs, settlements, judgments and expenses (collectively, "Indemnity Claims"), including, but not limited to, 
those Indemnity Claims arising in favor of or brought by any of the Licensee's guests, invitees, employees, 
agents, consultants, contractors (of any tier), suppliers, vendors or representatives or any other person 
directly or indirectly employed by Licensee or any of the foregoing or for whose actions Licensee or any of 
the foregoing may be liable (collectively, the "Licensee Parties"), or arising in favor of or by any governmental 
authority or any other third party, whether arising in equity, at common law or by statute (including, but not 
limited to, the Texas Deceptive Trade Practices Act or similar statutes of other jurisdictions), or under the law 
of contracts, torts (including, but not limited to, negligence and strict liability without regard to fault) or 
property, of every kind or character (including, but not limited to, Indemnity Claims for death, personal injury, 
emotional distress, discriminatory denial of access or real or personal property damage) and which are based 
upon, in connection with, relating to or arising out of, directly or indirectly he Event or Licensee's use or 
occupation of the “Lawn” or any portion thereof in connection with same, (ii) Licensee's breach of the License 
Agreement, (iii) the actions, inactions, negligence, gross negligence or willful misconduct of any Licensee 
Parties, (iv) the failure of any Licensee Party to comply with all applicable laws in connection with the Event 
or the use or occupation of the “Lawn” or any portion thereof or (v) any infringement of any intellectual 
property rights arising out of the Event or the exercise of the Licensee's rights or performance of the 
Licensee's obligations under the License Agreement, EVEN IF DUE IN WHOLE OR IN PART TO ANY 
CONSERVANCY INDEMNITEE'S NEGLIGENCE OR OTHER FAULT, VIOLATION OF STATUTE 
(INCLUDING, BUT NOT LIMITED TO, THE TEXAS DECEPTIVE TRADE PRACTICES ACT) OR STRICT 
LIABILITY; PROVIDED, HOWEVER, THAT THE LICENSEE'S OBLIGATION OF INDEMNIFICATION 
HEREUNDER SHALL NOT EXTEND TO THE PERCENTAGE OF ANY INDEMNITY CLAIMS CAUSED BY 
ANY CONSERVANCY INDEMNITEE'S GROSS NEGLIGENCE OR WILLFUL MISCONDUCT. 
This indemnity includes Licensee's agreement to pay all costs and expenses of defense, including, but not 
limited to, attorney's fees and expenses of litigation and court costs incurred by any Houston Northwest 
Church Indemnitee. This indemnity shall apply without limitation to any liabilities imposed on any party 
indemnified hereunder as a result of any statute, rule, regulation or theory of strict liability. The Licensee 
expressly assumes the entire liability pursuant to this indemnification provision for any and all liabilities arising 
in favor of any third party, governmental authority and Houston Northwest Church. 
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Right of Removal 
 

HNW reserves the right to control all individuals in the Lawn, its venues and facilities, including, but not limited 
to, any employee, agent, contractor, sponsor or invitee of the Licensee. HNW may remove from the Lawn, its 
venues and facilities any such individual and reserves the right to eject any objectionable individual (as 
determined in HNW’s sole discretion) without prior notice to the Licensee. The Licensee hereby waives any 
and all claims for damages of any kind against HNW that may result from such action. 

 

 
Closing/Securing Policy 

 
• HNW will program the unlocking and locking of the doors for the event through the schedule provided from the 

requester. 
 

• Ensure that ALL outside doors are locked and properly closed. CHECK EACH DOOR THOROUGHLY to make 
sure the door is secure and locked. 

 
I have read and agree to the assigned usage fees and the closing/securing policy as stated above. I also understand 
that the closing checkout list will be completed by the facility team in order for the Church to consider the return of 
the cleaning/damage deposit. 

 
 

 
(Organization) 

 
By:   

(Authorized Signature) 
 
 

(Date) 
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HNW Fees for Facility Usage 
 
 

Please check all that apply. All fees are due three weeks prior to event unless otherwise stated. All fees are payable to 
Houston Northwest Church (HNW) or online at https://pushpay.com/g/hnwpayments?src=hpp 

 

Building Building Fee Maintenance 
Fee 

Utility Fees Tech/AVL Total 

Worship 
Center and 
Atrium 

$500 $200 $100 $75 p/h, p/tech 
person, p/day 

 

Atrium only $300 $125 $75 $75 p/h, p/tech 
person, p/day 

 

W100 $200 $75 $75 $75 p/h, p/tech 
person, p/day 

 

      

Adult Building $200 $75 p/room $50 $75 p/h, p/tech 
person, p/day 

 

      

Student Bldg. 
South 

$300 $150 $75 $75 p/h, p/tech 
person, p/day 

 

      

Student Bldg. 
North 

$300 $150 $75 $75 p/h, p/tech 
person, p/day 

 

      

Lawn $300 $125  $75 p/h, p/tech 
person, p/day 

 

      

Kid’s Bldg. $300 $75 p/room $50 $75 p/h, p/tech 
person, p/day 

 

      

Commons $300 $150 $100 $75 p/h, p/tech 
person, p/day 

 

      

Outdoor 
Fields (Field 
1, 2, 3) 

$15 p/h, p/field   not available  

      

Volleyball Court $15 p/h   not available  

      

Total      

The building, maintenance, utility and tech fees will be combined to determine the total. If reservations are 
canceled 48 hours prior to the event, the fee(s) will be refunded. 
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