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Attention All Church Family and Property Users:
In an effort to keep the church clean and ready for each class, group, presentation, etc., we 
would like for All Church Family and Property Users to be responsible for the tables and chairs 
that are used and the clean-up after their functions. They need to set-up tables and chairs 
needed and take them down after the function has ended. Tables should be wiped down, the 
floor vacuumed, and trash put in trash cans found in each room. Light cleaning supplies can be 
found in each room. In some situations, the responsibilities of cleaning may include checking 
the bathrooms for supplies and any messes that may have been left. Vacuum cleaners are 
located in the janitor closet in each building. A copy of our Cleaning & Closing Procedures are 
placed in a drawer in each room for reference.

Trash – If the trash containers are full of trash, especially when there is food, please let us know 
so we can change them out in advance of our weekly scheduled Saturday cleaning (as needed).

Vacuuming – When you use an area like the Sanctuary or Inspiration Room, if there are visible 
debris on the floors that can not be picked up easily, please vacuum afterwards. When you have 
a large number of people outdoor dirt, pebbles and the like tend to be carried inside. Always 
check, no matter how large or small your group is, the floor of the area you used should be 
vacuumed when necessary.

Bathrooms – We need to be considerate of others who use the church. Check the bathroom 
floors for paper and throw away if any, check to make sure water is cleaned off the bathroom 
floor, check the toilets and urinals and make sure they have been flushed. If there is a mess on 
the toilets, please be considerate and clean up. If you cannot fix the problem, please leave an 
out of order sign and send an email with explanation to office@lordofthehills.org

Kitchen – When you use the kitchen, for whatever reason, please ensure you leave it like you 
found it. Sweep or mop when items have been spilled on the floor. Clean the countertops. Wash 
anything used in the kitchen.

Tables – If tables are used, please clean before putting them away. Tables are sometimes left 
out for use by an upcoming events so please leave tables in the location and condition originally 
found.

Security & Lights - Please check to make sure all lights have been turned off. See light switch 
configurations for main building on back of page.  Make sure doors are locked.

Doors - If Sanctuary in the main building is used - make sure all glass doors to the sanctuary 
are closed before you leave.

Please leave the church in the condition found. If you have concerns about condition email us at 
office@lordofthehills.org or text me at 501.529.9419 with pictures.
Please use this document as a reference when you or your group or team uses the church 
facilities. While some of these steps may not always need attention, if you could check the 
areas as appropriate for your event, it would be appreciated. Thank you for your attention to and 
consideration of these procedures.
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Main building light switch configurations. These pictures should help you to double check that 
lights in our main building are off in 3 main areas: The sanctuary, the inspiration room and the 
gathering area outside the office doors.

The Sanctuary: Please make sure the slide bar is pushed 
all the way down till you hear a click. All switches should 
look like the below example.

The Inspiration Room:

The lights outside the Office under prayer 
request board.


