THE HEIGHTS BAPTIST CHURCH EXTENSION CAMPUS

FOR

DALLAS BAPTIST UNIVERSITY

STUDENT AND STAFF POLICIES AND GUIDELINES

We are pleased to welcome you to The Heights Baptist Church as an extension of Dallas Baptist University. Our facilities are used throughout the week for a multitude of activities. We want to make every attempt to provide the best arrangement for each activity and maintain our facility for future events. We have established the following policies for each student and staff member of DBU to follow while at The Heights. Because The Heights is a place of worship, some of these policies have been established to assure that all activities and events at The Heights reflect the principles taught in God’s Word. Other policies have been established to accommodate multiple use of our facility and to assure that proper use of our facility and equipment is maintained. These policies are:

1. Alcoholic beverages and/or drugs are not permitted on the church property, including inside and outside all buildings and in parking areas. Anyone under the influence of alcohol or drugs will be escorted of f church property.
2. Smoking is not permitted on church property, including inside and outside all buildings and in parking areas.
3. All DBU students and staff are to use the South Parking Lot. We ask that all handicap parking be used appropriately since our church facilities are used for other events throughout the day and evening. For security reasons, no vehicles should be left at the church over night.
4. DBU students and staff are to use the Lower Courtyard Entrance ONLY. The doors are scheduled to open at 5:00 PM. If students and/or staff need to arrive early, they are to enter through the Administration Building entrance and sign in with the Receptionist.  The classroom will be opened early for them. Students and staff are to use ONLY the Lower Courtyard Entrance after 5:00 PM. Classrooms  will also be opened at 5 PM. 
5. All DBU students and staff are to limit  their activity to the following areas: South Parking Lot, Lower Courtyard Entrance, assigned DBU Classrooms, Administration Area Restrooms, and Administration Area Snack Area. DBU personnel are not allowed to freely roam the church facilities.
6. DBU students and staff are not allowed to use church computers, copiers, or other office equipment. The phone in the 1st floor kitchen may be used for emergency calls only.
7. DBU students and staff are not to enter any offices and/or desks.
The Snack Area in the Administration Area is available for use. HOWEVER, drinks must be purchased for $.50 each from the refrigerator. [image: image1.jpg]The Heights Baptist Church
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 INSTRUCTOR GUIDELINES

The following guidelines have been set forth for all instructors. Your compliance will be 

Greatly appreciated.

Before you leave, please check the following:


· Make sure all items that were brought into the classroom are removed.


· If you re-arranged the room, return it to the way it was.


· Place chairs under tables.


· Pick-up all trash and dispose of in proper location.


· Make sure all white boards are clean.


· Turn off all electronic equipment.


· Turn off all lights.


· Make sure all classroom doors are locked

Name of Instructor:

Date:

Room:

ATTENTION: If you have not been briefed on electronic equipment, please request instruction prior to use.

CAUTION: Make certain that lock cams are disengaged prior to moving tables.

Comments: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

