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Rules & Regulations for Using The Church Facility

1. — % {E BFH 5FHI] General Rules & Regulations
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Any illegal activities are strictly prohibited.
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Please do not make disturbing noise (e.g. shout) and perform activities not
suitable inside the premises. In order not to cause nuisance to the
neighbours, please also endeavour to keep quiet outside the premises.
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Smoking, Cannabis and related substances, and Alcohol are strictly
prohibited inside and outside the premises.
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The Booking Co-ordinator should be informed immediately of any loss or
damages, or the groups may be held responsible for repair or replacement.
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Unauthorised posting of any kind of materials on walls, windows or
exteriors etc. are not allowed.
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The premises is open from 8:00 am to no later than11:00 pm.
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No single male and female should stay together alone in the premises
(except staff).
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Please handle all the utensils and appliances with care and place them
back to their original position.
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Please take care of your own possession; the Church is not responsible
for any loss or damages.
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Please switch off the respective lights and appliances before leaving, turn
the thermostat to OFF.
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Please keep the premises clean and tidy: the user should clean up after
use; all garbage should be put in garbage bags and dispose at the
garbage bin or take home individually.
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The Church is not responsible for damage to any parked vehicles.
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The bookings and the utensils/appliances should not be transferred or lent
to unauthorised parties.
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All activities should not have adverse effect on the Church regular
operations.

1, REEH FESE Emergency Procedures
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In case of emergencies like Fire, call 911 immediately and exit with
precaution to the outside of the building.
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Please inform the Booking Co-ordinator as soon as possible for follow-up
actions.

I11, $5RE{EFH Use of Keys
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Please return the keys to the Booking Co-ordinator or his/her designate as
soon as possible.
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Please do not keep or duplicate keys.

3. FrRLEER R - ETZRIAAG GG B - DUEEHEE AR E (A
B~ EFECEHRL ) -
In case of loss of keys, please inform the Booking Co-ordinator
immediately for follow-up actions.

IV. g £Hg {EH FH Use of Notice Board
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Please seek approval from the Church before posting any materials on the
Notice Board.

V., Z8EHEH FH Use of Sound System and AV System

1. SEANNEERE R T HAERTES EREIT S #(F -
The Sanctuary sound system is only to be operated by the Church sound
technicians.
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Audio/Video appliances in the rooms should only be operated by
authorised persons.

VL. B E Use of Kitchen
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All kitchen utensils should be cleaned up and stored as they were after
use. Left over foods should be taken away.
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All tables and chairs should be in their original place.
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When using dishwasher, it should not be left attended.




VII. TEETEH Booking of Facility
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Please apply in writing (e.g. e-mail) to the Booking Co-ordinator for

bookings (mainly on first come first serve basis), specifying date, time,
nature of activities & No. of attendants .
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Please advise the Booking Co-ordinator of any changes or cancellations

as soon as possible, preferably before 48 hours. Failure to comply this will
result suspension of booking for one month.
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The Church reserves the right to change or cancel the bookings.



