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HIGHLAND COMMUNITY CHURCH FACILITY RENTAL POLICY 

For the agreed upon rental period of Highland Community Church (“HCC”) and all property at 13800 US Highway 

12 SW, Cokato, MN 55321, Renter(s) agree to all requirements within this policy.  

1. The facility will not be used for any purpose that is contrary to the mission, purpose, or belief of Highland 

Community Church.  (See pages 8-9: “Highland Community Church: Who We Are” of this packet.) 

2. Wedding events conducted at the property must follow the beliefs of Highland Community Church, 

“Highland Community Church operates on a strongly-held belief that the marriage relationship has been 

established by God as a solemn union between a man and a woman (Genesis 2:24; Ephesians 5:31, 1 

Corinthians 7:2; Hebrews 13:4).” 

3. The facility is a smoke-free building thus no smoking is allowed in the building. 

4. No alcoholic beverages are allowed at any event at HCC. 

5. The property will not be used for any unlawful purposes under state and federal regulations. 

6. Renters are responsible for the behavior of all of those in attendance at their event. 

7. Children in attendance must be supervised by adults at all times.  No rough play or running in the Worship 

Center or Lobby Area is allowed. 

8. Food and beverages are not allowed in the Worship Center. 

9. Upholstered chairs are not to be used for dining. 

10. Any damage to the property will be the responsibility of the renter.  The rental damage deposit will be 

refunded within ten (10) business days, if no damage is incurred. 

11. All rental fees must be paid at time of booking.  Any additional fees incurred at the time of the event must 

be paid within five (5) business days following the event. 

12. All Worship Center audio and visual equipment must be operated by trained HCC technicians. 

13. Any PowerPoint slideshow to be used at the event must be submitted to Event Coordinator at least five (5) 

days in advance of event.  No changes to slideshow will be allowed after submission. 

14. Any events occurring on a Sunday are not allowed until after 2:00 pm at the earliest.  No decorating of the 

building may be done until 2:00 pm on that Sunday of the event. 

15. Decorations, signs, pictures, balloons, etc. are not allowed to be attached to any walls in the building. 

16. No rice, bird seed or confetti allowed in the building or on HCC Property.  Bubbles are allowed outdoors. 

17. The Highland Kids area is not available for rent nor use. 

18. The Highland Youth area is not available for rent nor use. 

19. Any marketing materials indicating event is held at Highland Community Church must include the following 

statement – “This event is not necessarily supported nor endorsed by Highland Community Church.” 

20. Organizations (for-profit and non-profit) must provide Certificate of Insurance with a minimum liability 

occurrence limit of $1,000,000.  The certificate of insurance will indicate that the renter has named Highland 

Community Church as “additional insured” on the organization’s insurance policy with respect to the rental 

of the facility. The certificate must be provided to HCC at least seven (7) days prior to the date(s) of rental. 

21. Renters agree to hold harmless, indemnify and defend HCC, employees and representatives from any and 

all liability for injury or damage including, but not limited to, bodily injury, personal injury, emotional injury 

or property damage which may result from any person using HCC, its exits and entrances and surrounding 

areas, for renter’s purposes, regardless of whether such injury or damage results from the negligence of 

HCC, its employees and representatives. 

22. All outside equipment brought in must be listed at time of rental agreement. 

23. Number of attendees must be listed at time of rental agreement and RSVPs confirmed one month prior to 

event.  
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24. No moving of furniture or furnishings is allowed without approval of Building Supervisor. 

25. All events held at HCC must be out of the building by 10:00 pm., unless prior approval has been granted. 

26. Building Supervisor has the authority to request discontinuation of any activity deemed unacceptable under 

this policy.  If request is not adhered to, renters agree to waiving the return of the damage deposit. 

27. No animals allowed in the building.

   HCC Non-
Member Fees 

HCC Member* 
Fees 

 

WEDDING PACKAGES  
Not Included: Sound Tech(s), Building Supervisor fees and other fees, as applicable.  
See Additional Fees on Page 3. 

 

Option 1 
Wedding and 

Rehearsal 

Includes: Use of Worship Center, 
Audio/Video Equipment, Stage 
Clearing, Classrooms for Bridal Party, 
Lobby Area, and Custodial & Setup 
fees. 

$800.00 $400.00  

Option 2 
Wedding/Rehearsal 
& Groom's Dinner 

Includes: Use of Worship Center, 
Audio/Visual Equipment, Classrooms 
for Bridal Party, Lobby Area, and 
Stage Clearing. Use of Kitchen & 
Fellowship Hall including Custodial 
and Setup fees. 

$1,000.00 $500.00  

Option 3 
Wedding/Rehearsal 

& Reception 

Includes: Use of Worship Center, 
Audio/Visual Equipment, Classrooms 
for Bridal Party, Lobby Area and 
Stage Clearing. Use of Kitchen & 
Fellowship Hall including Custodial 
and Setup fees. 

$1,200.00 $600.00  

Option 4 
Wedding, 

Rehearsal, Groom's 
Dinner & Reception 

Includes use of Worship Center, 
Audio/Visual Equipment, Classrooms 
for Bridal Party, Lobby Area and 
Stage Clearing. Use of Kitchen & 
Fellowship Hall (2 days) including 
Custodial and Setup fees. 

$1,400.00 $700.00  

FUNERALS  
Not Included: Sound Tech(s), Building Supervisor fees and other fees, as applicable.  
See Additional Fees on Page 3. 

 

Ceremony and Reception 

Includes use of Worship Center, 
Audio/Visual Equipment, Lobby 
Area, and Stage Clearing.  Use of 
Kitchen & Fellowship Hall including 
Custodian/ Setup fees. 

$500.00 $200.00  

 

*HCC Member: Individual who has completed the HCC Membership Process and has been voted into Membership by 

the Congregation of HCC as outlined in our Constitutional By-Laws. Parents of bride/groom who are HCC members 

constitutes member fees for wedding events.  
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OTHER EVENTS  
Not Included: Sound Tech(s), Building Supervisor fees and other fees, as applicable.  
See Additional Fees below. 

  
For-Profit 

Organization
 

Non-Profit 
Organization 
or HCC Non-

Member 

HCC 
Member* 

Fees 

Bridal/Baby Shower 
  

Includes use of Fellowship 
Hall, Lobby Area & Kitchen 
including Tables, Chairs, 
Custodian, Setup. 

NA $50.00 $25.00 

Half Day Meetings/Conference/Other 
Events 

Includes use of Fellowship 
Hall, Lobby Area & Kitchen 
including Tables, Chairs, 
Custodian, Setup.  

$250.00 $75.00 $50.00 

Use of Worship Center  
(Additional Fee) 

$100.00 $75.00 $50.00 

Full-Day Meetings/Conference/Other 
Events 

Includes use of Fellowship 
Hall, Lobby Area & Kitchen 
including Tables, Chairs, 
Custodian, Setup. 

$350.00 $100.00 $75.00 

Use of Worship Center 
(Additional Fee) 

$100.00 $75.00 $50.00 

ADDITIONAL FEES – ALL RENTERS, AS APPLICABLE  

AV Manager – Trained technician to 
manage all audio during event. 

Minimum of 2 hours per day  
for each person 

$50.00/hour  

Additional Sound Technician(s) - Includes 
Livestream, Visual (PP/Slideshow.  Could be 
up to 2 additional staff depending on 
needs. 

$40.00/hour  

Building Supervisor (Required for all events) $30.00/hour  

Building Supervisor (after 10:00 pm)  $45.00/hour  

Wall Removal in Fellowship Hall $50.00  

 

DAMAGE DEPOSIT: Receipt of Damage Deposit reserves and holds date(s). 

Weddings (All Packages) NA $500.00 $200.00 

Funerals NA $250.00 Waived 

Baby or Bridal Shower  $150.00 $100.00 Waived 

Half Day Meetings/Conference/Other Events $200.00 $100.00 Waived 

Full Day Meetings/Conference/Other Events $500.00 $250.00 Waived 
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Rental Application (Upon completion, Invoice will be generated by Church Office.) 

Date(s) of Rental: _______________________        M   T   W   Th   F   S   S    (Circle day(s) of week) 

Time(s) of Use:  Event hours:______________________________________________________________________ 

             Bldg usage hours:__________________________________________________________________ 

            (When church needs to be open including prep time, decorating, event time and cleanup.) 

RENTER(S):  

❒ Individual(s)________________________________________________________________________ 

       ❒ Member of HCC* (Definition on Page 2)   ❒ Non-Member of HCC 

❒ Name of Organization: _________________________________________________________________  

     Organization Representative:_________________________   Title: _____________________________

 ❒ For Profit ❒ Non-Profit 

 Local  (Dassel-Cokato Area)  Non-Local 

(Local Organizations received 20% discount on Facility Fees) 

EVENT:   This Event is: (Circle one.)  Public      Private 

❒ Wedding: (Check option below) 

 Option 1: Wedding/Rehearsal         

 Option 2: Wedding/Rehearsal/Groom’s Dinner         

 Option 3: Wedding, Rehearsal, Reception      

 Option 4: Wedding, Rehearsal, Groom’s Dinner and Rehearsal 

No. of Attendees: ______ Wedding      _______ Groom’s Dinner      _______ Reception 

❒ Funeral: Estimated number of attendees _______   

❒ Meeting(s) (describe below):  No. of Attendees ________ 

❒ Conference (describe below): No. of Attendees ________ 

❒ Bridal Shower: No. of Attendees ________ 

❒ Baby Shower: No. of Attendees ________ 

❒ Other: ________________________________ No. of Attendees: _________ 

Description/Details of Event: _____________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

ROOMS/AREAS REQUESTED: 

❒ Worship Center          ❒ Fellowship Hall          ❒ Kitchen             

❒ Classrooms: No. of classrooms _____   

Classroom(s) Requested: ❒ Conference Room      ❒ Room #1   ❒ Room #2       ❒ Room #3     ❒ Room #4 
         (By West Entrance)    (Adjoins Fellowship Hall)                (East Hallway) 
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AUDIO/VIDEO NEEDS: 

❒ Worship Center Sound System         ❒ Video System       ❒ Livestream        Microphones          

❒ Piano     ❒ Portable Mic/Speaker     ❒ TV Monitors in Lobby           

FELLOWSHIP HALL TABLES/CHAIRS NEEDS:  

❒ Round: _____ (Max: 36)     ❒ 8’: _____ (Max: 4)     ❒ 6’: _____ (Max: 4)     

❒ 6’x18”:  _____ (Max: 4)     ❒ Chairs: _____ (Max: 277)  
Note: 16 Rounds fit comfortably in Fellowship Hall without wall removed. 

(Layout of Tables must be provided at least one week prior to event.) 

KITCHEN: (See Kitchen Use Policy and Requirements.) 

❒ Oven   ❒ Stovetop   ❒ Freezer  ❒ Refrigerator 

❒ Coffeemakers ❒ Outside Countertop(s) 

LIST OF ALL EQUIPMENTS BEING BROUGHT INTO THE FACILITY FOR THE EVENT: 

__________________________________________________________________________________________ 

--------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------- 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

(Note: Any equipment not listed above, will not be allowed to be brought in on day of event.) 

AGREEMENT:  I/We, the individual(s), requesting rental of Highland Community Church facility, 

understand and agree to all policies as written within this Facility Rental Policy & Agreement.   

_____________________________________ ____________________________ ____/____/______ 

Printed Name     Signature    Date 

_____________________________________ ____________________________ ____/____/______ 

Printed Name     Signature    Date 

On Behalf of Organization, ______________________________________________        NA 

Address: __________________________________________________________________________________

 

  



 
 

6 
 

Highland Community Church Kitchen Use Policy  
Kitchen Management Agreement 

These guidelines have been designed to provide the information needed to maintain a healthy and attractive 

kitchen that will serve our community well for many years to come. Many people, including members of the 

congregation and groups from the broader community, use the kitchen at Highland Community Church. We 

thank you for your effort and thoughtful care for the kitchen at Highland.  

NOTE: Highland Community Church considers the person who requests to reserve the kitchen space to be the 

“Event Kitchen Manager” and shall be responsible for completing this Agreement. The Event Kitchen Manager 

must return the completed Agreement to the Event Coordinator prior to reserving kitchen space. 

 

Group Name: _____________________________  Event Name:  ________________________________ 

Event Kitchen Manager: _______________________________ Phone Number: (_____) ______- ______ 

I understand I am responsible to be present during the entire event while the kitchen is in use.  I agree to follow 

and enforce the itemized procedures and will ensure the safety and sanitation standards are met as listed on 

page 7 of this document. 

_________________________________________________________ ____/____/______ 

Signature of the Event Kitchen Manager     Date 
 

 

 

(To Be Completed by Event Building Supervisor) 

Kitchen checked by:  ______________________________________  Date checked: ____/____/______ 

Recommendation for future use: _____________________________________________________________ 

________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 
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Highland Community Church Kitchen Policy & Procedures 

All Kitchen Users Must: 

 Follow the posted guidelines in the kitchen for kitchen servers, dishwashing, hand washing, and check out 

procedures. 

 Follow the posted directions for using coffee maker, convection ovens, air conditioner, overhead fans, and 

ceiling air conditioner. 

 Use disposable gloves when touching ready-to-eat food, mixing food, serving food, or clearing tables. 

 Store coats, purses, and other personal belongings away from food preparation areas. 

 Wash all dishes, utensils, pots and pitchers, trays and cookware, let dry and return to original storage. 

 Handwash coffee pots and coffee ground holder.  Tip upside-down to dry in drying rack.  Do not submerge 

coffee pots in water.  

 Clean oven and stove and remove any spills. 

 Remove all food debris from sinks, wash, sanitize, and dry. 

 Sanitize kitchen counters and fellowship tables using towels and the red sanitization bucket (1 tablet in 

water), before leaving the kitchen area. 

 Clear kitchen of leftovers and personal belongings. Do not leave food leftovers on kitchen counters, racks, 

refrigerators, or freezers. 

 Turn off vent fan (switch on hood) and counter lights (switch to left of window).  

Caterers and Non-Church Event (weddings, private parties, etc.) Kitchen Users: 

 May have full use of kitchen equipment not including paper goods, coffee, consumables,  supplies, or items 

in the refrigerator or pantry. 

 Must provide coffee supplies, rubber gloves, aprons, paper and plastic products, and cleaning linens (i.e., 

bar towels, dishcloths, and dish towels). The coffee makers and paper filters are available for your use. 

 Must prepare food offsite and use oven and stove to warm food only, and refrigerator/freezer to keep food 

cool or frozen.  

 Must leave used Highland tablecloths on a prep table to be cleaned. Fees for cleaning are in fee schedule.  

                                        Dishwashing Area Layout 

 

  

      Drying rack                 *Sanitization Sink                  Rinsing Sink                   Washing Sink 

                    *10 tablets in silver container, set in sink, fill sink to line on container. 
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HIGHLAND COMMUNITY CHURCH - WHO WE ARE 
MISSION STATEMENT: 
Highland Community Church exists with the purpose of: 

• Helping People Come to KNOW Christ 

• GROW in Faith 

• GO Engage in Ministry 

CORE VALUES:                    
1. BIBLICAL TEACHING (2 Timothy 3:16-17; Psalm 119) 

The Bible is the foundation of all church ministry, taught in a relevant and appropriate way for the spiritual 

transformation of the individual and the church body. 

2. CORPORATE PRAYER (Ephesians 6:18; Col. 4:2) 

God calls the congregation to a life of prayer. We commit ourselves to weekly and special times of corporate 

prayer. 

 3. GLOBAL AND LOCAL OUTREACH (Matthew. 28:18-20) 

The Bible teaches that God loves everyone and wants all to have eternal life. Therefore, we will actively 

participate in evangelism through prayer, finances, ministry, and outreach efforts to all ages. 

 4. LOVING RELATIONSHIPS (John 13:34-35; I Cor. 13; 1 John 3:16) 

God's love is demonstrated in how we love and care for one another. We will seek to encourage and nurture 

through fellowship, acts of service and visitation. 

 5. FAMILY FOCUSED (Deut. 6:4-9; Psalm 78:1-11; Joshua 24:15) 

The ministry of the church is to complement and support the work of parents in their role as spiritual leaders of 

their children. Therefore, the church will provide training opportunities that strengthen the family. 

 6. STEWARDSHIP (2 Corinthians 8 & 9) 

Biblical stewardship means being obedient in sharing of our time, talents, and finances. Therefore, we will teach 

and practice biblical stewardship for the glory of God. 

7. PERSONAL SPIRITUAL GROWTH (Col. 3:15 - 17; 1 John 2:6) 

Christian maturity means becoming like Christ in character and action. This is accomplished through the 

disciplines of prayer, study of the Bible, worship, meditation, fasting and ministry. 

 8. LEADERSHIP DEVELOPMENT (1 Timothy 3:1-13; 2 Timothy 2:2) 

God calls us to various levels of leadership. Our goal is to effectively develop leaders who display spiritual 

discernment, servant attitudes, strategic focus, and the exercise of leadership gifts. 

9. CENTRALITY OF WORSHIP (Psalm 100; Hebrews 13:15-16) 

Our lives are to be an act of worship. Therefore, we worship God by serving Him in our daily lives and by offering 

praises and adoration in corporate worship. 

10. RELATIONAL DISCIPLESHIP (Matthew 28:19; Colossians 1:28) 

We desire that all believers be discipled and grow in maturity to disciple others through community groups, 

families, and small groups to grow the local church of Highland for the kingdom of God. 

WHAT WE BELIEVE 
1. GOD:   We believe in one God, Creator of all things, holy, infinitely perfect, and eternally existing in a loving 

unity of three equally divine Persons: the Father, the Son and the Holy Spirit. Having limitless knowledge and 
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sovereign power, God has graciously purposed from eternity to redeem a people for Himself and to make all 

things new for His own glory. 

2. THE BIBILE:   We believe that God has spoken in the Scriptures, both Old and New Testaments, through the 

words of human authors. As the verbally inspired Word of God, the Bible is without error in the original writings, 

the complete revelation of His will for salvation, and the ultimate authority by which every realm of human 

knowledge and endeavor should be judged. Therefore, it is to be believed in all that it teaches, obeyed in all that 

it requires, and trusted in all that it promises. 

3. THE HUMAN CONDITION:  We believe that God created Adam and Eve in His image, but they sinned when 

tempted by Satan. In union with Adam, human beings are sinners by nature and by choice, alienated from God, 

and under His wrath. Only through God's saving work in Jesus Christ can we be rescued, reconciled and renewed. 

4. JESUS CHRIST:  We believe that Jesus Christ is God incarnate, fully God and fully man, one Person in two 

natures. Jesus-Israel's promised Messiah-was conceived through the Holy Spirit and born of the virgin Mary. He 

lived a sinless life, was crucified under Pontius Pilate, arose bodily from the dead, ascended into heaven and sits 

at the right hand of God the Father as our High Priest and Advocate. 

5. THE WORK OF CHRIST:  We believe that Jesus Christ, as our representative and substitute, shed His blood on 

the cross as the perfect, all-sufficient sacrifice for our sins. His atoning death and victorious resurrection 

constitute the only ground for salvation. 

6. THE HOLY SPIRIT:  We believe that the Holy Spirit, in all that He does, glorifies the Lord Jesus Christ. He 

convicts the world of its guilt. He regenerates sinners, and in Him they are baptized into union with Christ and 

adopted as heirs in the family of God. He also indwells, illuminates, guides, equips and empowers believers for 

Christ-like living and service. 

7. THE CHURCH:  We believe that the true church comprises all who have been justified by God's grace through 

faith alone in Christ alone. They are united by the Holy Spirit in the body of Christ, of which He is the Head. The 

true church is manifest in local churches, whose membership should be composed only of believers. The Lord 

Jesus mandated two ordinances - baptism and the Lord's Supper, which visibly and tangibly express the gospel. 

Though they are not the means of salvation, when celebrated by the church in genuine faith, these ordinances 

confirm and nourish the believer. 

8. CHRISTIAN LIVING:  We believe that God's justifying grace must not be separated from His sanctifying power 

and purpose. God commands us to love Him supremely and others sacrificially, and to live out our faith with care 

for one another, compassion toward the poor and justice for the oppressed. With God's Word, the Spirit's 

power, and fervent prayer in Christ's name, we are to combat the spiritual forces of evil. In obedience to Christ's 

commission, we are to make disciples among all people, always bearing witness to the gospel in word and deed. 

9. CHRIST'S RETURN:  We believe in the personal, bodily and glorious return of our Lord Jesus Christ. The 

coming of Christ, at a time known only to God, demands constant expectancy and, as our blessed hope, 

motivates the believer to godly living, sacrificial service and energetic mission. 

10. RESPONSE AND ETERNAL DESTINY:  We believe that God commands everyone everywhere to believe the 

gospel by turning to Him in repentance and receiving the Lord Jesus Christ. We believe that God will raise the 

dead bodily and judge the world, assigning the unbeliever to condemnation and eternal conscious punishment 

and the believer to eternal blessedness and joy with the Lord in the new heaven and the new earth, to the praise 

of His glorious grace. Amen. 

 


