
USAGE POLICY HANDBOOK 
St. Paul Catholic Church 

Highland, Illinois 
 This handbook is for the purpose of respecting, protecting and maintaining 

our parish buildings, property, facilities, equipment and furniture. 

  Promulgated by Rev. Pat G. Jakel, Pastor 
St. Paul Catholic Church, Highland, Illinois 

Solemnity of The Most Holy Trinity, Sunday, June 12, 2022 
   

Trinity Hall Purpose Statement 
  

St. Paul Catholic Church, Highland, IL 
Trinity Sunday, June 12, 2022 

  
God has blessed us with a welcoming and hospitable gathering space for parishioners and guests, 

due to the sacrificial gifts of many parishioners. St. Paul Church Trinity Hall is primarily designed as a 
gathering space. It is located at the heart of our campus; thereby making the space that connects three 
campus buildings. The intention of the space is to be a welcoming environment before and after worship 
and to provide space for introductory liturgical rites for baptisms, weddings, funerals, blessing of palms, 
Easter Vigil Service of light, etc., as well as overflow seating for the church. 

Trinity Hall’s purpose is also to provide a space for conversation and socializing, thereby respecting 
the serene sacredness of the church proper for private prayer where the Blessed Sacrament is reserved in 
the tabernacle. 

Its design is not meant to be an isolated hall for functions.  Functions that occur in Trinity Hall have 
to be strategically planned by the parish staff to avoid conflicts in scheduling/spaces. Socializing and faith 
sharing happens in this space through various events of hospitality or potential gatherings/uses not yet 
planned that, form and support our Catholic community of believers. 

The two ancillary rooms, the St. Paul and St. Cecilia Conference Rooms, will also be available for 
parish use and will be used on a regular basis. There will be no rental availability for private functions in 
any St. Paul Church and School facilities for personal or family use. All usage will be consistent with the 
Parish meeting room policy. 

The following organizations are able to use our parish space free of charge, with a custodial fee 
only, whose practices do not conflict with Catholic Church teaching and when it does not interfere with St. 
Paul Church and School functions: 

 The Diocese of Springfield in Illinois 

 The Alton Deanery 

 Catholic parishes 

 Other Christian denominations in the area 

 Catholic Boy and Girl Scouts 

 Knights of Columbus/Ladies’ Auxiliary,  #1580  

 Mater Dei & Fr. McGivney Catholic High Schools 

 HAMA (Highland Area Ministerial Alliance) 

 Any Highland Area Service Outreach Ministry  

Other organizations/groups, designated by the pastor 

  



Trinity Hall Usage Policy 
St. Paul Catholic Church, Highland, IL 

Trinity Sunday, June 12, 2022 
  

God has blessed us with a welcoming and hospitable gathering space for parishioners and guests that 
demands respect to preserve its form and function. This hall is for parish-related activities and will be used 
on a regular basis. There will be no rental availability for private functions in any St. Paul Church and School 
facilities for personal or family use. 
  

Guidelines for use of Trinity Hall and Servery: 
  

 The “User” must designate a person responsible for clean-up, whose name and cell phone number is listed 

with the Parish Office. 

 You must supply your own paper/plastic goods and necessary serving utensils for food and drink. 

 Do not remove or consume any parish food or drink that is in cabinets or refrigerator. 

 No food or refreshments are allowed in the church proper; only bottled water. 

 The following are prohibited on campus: alcohol, legal cannabis, illegal drugs, smoking or littering. 

 Gum is NEVER ALLOWED in the church. If chewing gum, it MUST be disposed of properly. 

 Dispose of food waste in trash cans; only food residue from the sinks goes in garbage disposals. 

 All leftover food and drink must be removed after the function. 

 Cleaning supplies and trash bags are provided in labeled cabinets.  

 All counters, sinks, appliances, tables, chairs and floors must be cleaned to pre-use condition. 

 Soiled dishcloths/towels must be placed in the labeled laundry receptacle provided. 

 Unconsumed drinks must be poured down the sink before placing them in the trash cans 

 All trash bags in trash cans containing any food waste must be placed in the tilt-truck dumpster behind the 

rectory, under the balcony at the NE exit. 

 Ensure restrooms are free of trash or debris.  

 Ensure all tables/chairs are in the arrangement that you found them. (take a picture beforehand) 

 Please report to the parish office any and all damage or accidents that occur. 

 Ensure the building is locked (if applicable)  

 If a room is left in unsatisfactory condition, a donation will be required. 

  
Thank you for your adherence to these policies, as St. Paul Parish wants to provide facilities for your 
convenience in an ongoing ministry of hospitality. We are glad to provide these spaces for your use and 
comfort. To reserve a room for a function related to St. Paul Parish email: jhilling@stpaulhighland.org or 
call (618) 654-2339, ext. 200. 

  
 
 
 
 



Policy for Liturgical Art Acceptance &  
Placement in St. Paul Church Building 

 St. Paul Catholic Church, Highland, IL 
Trinity Sunday, June 12, 2022 

  

 God has blessed us with a beautifully renovated church, due to the overwhelming sacrificial gifts of 
many parishioners! This space allows us to celebrate for years to come, the presence of God, a home for the 
Blessed Sacrament and the liturgical appointments that are central to our worship. This place, above all, 
demands respect to preserve its form and function.  
 The architecture of our church is one of noble simplicity, not ornate by any means, that allows 
worshipers to focus on the elements that are primary in our liturgical celebrations. We preserved all statues. 
We appreciate the windows containing images of St. Paul, St. Cecilia, St. Gregory and the Eucharistic 
Images that were preserved in our renovation. These art pieces are the most ornate that our church building 
offers, telling stories of the beginning of Christianity. They are located in the clerestory, thereby giving 
precedence to the liturgical appointments; namely, the Altar, Ambo, Presider chair and baptismal font during 
the celebration of the Mass and outside of Mass, the tabernacle, with the Blessed Sacrament for Communion 
to the sick, homebound, dying, and for prayer/adoration outside of Mass. 
 While other art is important to increase our devotion, we should do our very best to avoid anything 
that would distract us from these primary liturgical appointments. Some churches are, in some ways, 
cluttered with multiple images that are often duplicated or triplicated within the worship space. This should 
not happen to our church. For example, it is preferred that a processional cross that has the corpus of Jesus, 
in procession, not be placed in the sanctuary, as a crucifix is already present at the very center of our church. 
 Therefore, it is the policy of St. Paul Parish to avoid the placement of art, particularly duplicated 
images, so as not to distract from the appointments that are used for the celebration of the liturgy; namely, 
the worship of the Eucharist inside and outside of Mass. 
 Consistent with this overarching policy, seasonal and one-time art or décor will be allowed at the sole 
discretion of the pastor. Examples of these are: 

 The Advent Wreath and the crèche during Christmas 

 The stark décor during Lent and the flowers celebrating the resurrection of Jesus during Easter 

 Items recalling the our soldier’s sacrifices: Veteran’s Day 

 Divine Mercy image of Jesus during the Octave of Easter  

 Colored cloths that highlighting liturgical seasons 

 Flowers, plants, décor during various liturgical seasons 

 Lights, candles, banners for prominence during special celebrations 

Religious art certainly has a place in our journey of faith; however, it doesn’t need to be in the 
church. We should be inspired to bring this art into other spaces of our lives, particularly in our homes. There 
are places around St. Paul Campus that allow us to bring the “spiritual” into the “temporal” areas of our 
campus: school, vestibules, Trinity Hall, hallways, cafeteria, gym, outside, etc. Religious art extends beyond 
our worship space.  
 Acceptance and placement of art will be granted by the pastor, after advice from the liturgy 
committee. Moving of any furniture in the church is not allowed, without permission of the pastor. Thank 
you for your respect for these policies, as St. Paul Parish wants to provide a space for worship that clearly 
focuses on Jesus Christ who feeds us in Word and Sacrament - His body, blood, soul and divinity. 



Meeting Room Usage Policy 
St. Paul Catholic Church, Highland, IL 

Trinity Sunday, June 12, 2022 
  

Seven meeting rooms are available parish–related activities only, and not intended for individual 
parishioner use. These rooms are: Saints Paul, Cecilia, Matthew, Mark, Luke, John and All Saints. 
Examples of users: 

 St. Paul School and Parish activities 

 Faith-based organizations, councils, boards & clubs that adhere to the tenants of the Catholic Church. 

 Before and after St Paul weddings for the bride, groom, wedding attendants, immediate family. 

 For immediate bereaved family members during visitations held in Trinity Hall. 

 Other parish related events as scheduled at the discretion of St. Paul Parish Staff and pastor. 

Rules for events in meeting rooms by approved users: 

 The “User” must designate a person responsible for clean-up, whose contact info is held at the Parish 

Office. 

 User must supply their own paper/plastic goods and necessary serving utensils for food and drink. 

 All food and beverages must remain in the authorized meeting room. 

 The designated person will ensure no one in the group takes, removes or consumes any parish food or drink 

that is in cabinets or the refrigerator. 

 No food or refreshments are allowed in the church proper or Trinity Hall; only bottled water.        

 The following are prohibited on campus: alcohol, legal cannabis, illegal drugs, smoking or littering. 

 Gum is NEVER ALLOWED in the church. If chewing gum, it MUST be disposed of properly. 

 All leftover food and drink must be removed after the function. 

 Cleaning supplies and trash bags are provided in labeled kitchenette cabinets. 

 Unconsumed drinks must be poured down the sink before placing them in the trash cans 

 All trash bags in trash cans containing any food waste must be placed in the tilt-truck dumpster behind the 

rectory, under the balcony at the NE exit. 

 Clean up will include vacuuming the meeting room.  A vacuum cleaner is provided in Saints Paul & 

Cecilia Rooms & the 2nd floor hallway of the PLC.                                                                                       

 Food or drink spilled on floors/chairs must be cleaned up immediately. 

 All counters, sink, appliances, tables, chairs and floors must be cleaned to pre-use condition. 

 Soiled dishcloths/towels must be placed in the labeled laundry receptacle provided. 

 Ensure restrooms are free of trash or debris.  

 Ensure all tables/chairs are in the arrangement that you found them. (take a picture beforehand) 

 Please report to the parish office any and all damage or accidents that occur. 

 Ensure the building is locked upon departure (if applicable) 

 If a room is left in unsatisfactory condition, a donation will be required. 

  Thank you for your adherence to these policies, as St. Paul Parish wants to provide facilities for your 
convenience in an ongoing ministry of hospitality. We are glad to provide these spaces for your use and 
comfort, including for weddings or funeral visitations. To reserve a room for a St. Paul Parish function 
email: jhilling@stpaulhighland.org or call (618) 654-2339, ext. 200. 



Church Reverence Policy 
 St. Paul Catholic Church, Highland, IL 

Trinity Sunday, June 12, 2022 
  
 One of the main purposes for the construction of Trinity Hall was to provide a space for fellowship, 
conversation and socializing outside the church, before and after Mass.  
 This then reserves the church to be a place for quiet prayer and meditation outside of Mass, so that 
before and after Mass the faithful of St. Paul Parish can enjoy quiet-solitude in the presence of the Blessed 
Sacrament in preparation for Mass and thanksgiving after Mass. 
 This reverence policy provides quiet in the church for blessings, rituals and sacraments to be 
celebrated before and after Mass. Some examples are: 

 Blessing of people and sacred items 

 Individual requests for the Anointing of the Sick and communal anointing 

 Emergency requests for the Sacrament of Reconciliation 

 Instrumental music or choir pieces sung before or after Mass 

  
 Whispering with others can happen with hospitality ministers or others to ensure our liturgies flow 
well, that all feel welcomed, to ask or answer questions, or to quietly instruct or even reprimand a child, etc. 
As you can see, there are appropriate occasions to quietly converse in the church. 
  
TRINITY HALL Our new Trinity Hall provides us with a place to welcome people, celebrate community, 
socialize in the spirit of Jesus as he taught and demonstrated by his life on earth. 
 It is also the “hub” of our parish complex, connecting various buildings and spaces. That being said, 
it is important to remember that when Mass or other liturgical prayer or devotions are happening in the 
church, that low speaking volume, in necessary conversations, is requested in Trinity Hall. Here is some 
information that can be helpful: 
  

 The area in Trinity Hall that is immediately east of the sanctuary is the new cry area, where quiet respect 

should be given to parents who are trying their best to participate in Mass and other prayer 

 There is a good possibility that there will be occasions where Trinity Hall will become overflow space for 

Mass when the church is filled 

 This area is a route to the main restrooms of the church on the east end of Trinity Hall, the drinking 

fountains and to other campus areas 

 Dismissal of children and adults for RCIA will pass through the space 

 Various Introductory Rites will take place, such as welcoming families of those to be baptized, welcoming 

RCIA candidates and catechumens, welcoming families of the beloved deceased, among other occasions 

 Gathering for initial rites for Palm Sunday and the Easter Vigil 

  
Thank you for your adherence to these guidelines. This will greatly assist our parish in prayer, hospitality, 
formation and service to others. St. Paul Parish wants to provide a space for worship that clearly focuses on 
Jesus Christ who feeds us in Word and Sacrament - His body, blood, soul and divinity. 

   



OTHER CONSIDERATIONS 
 St. Paul Catholic Church, Highland, IL 

Trinity Sunday, June 12, 2022 
  
  

THE LEAVING OF LITERATURE SPP administration reserves the right to determine what literature is 
in the church, Trinity Hall and meeting rooms, for people to view or take with them. Anything of this nature 
that is left in our buildings will be disposed of, if not given the proper permission to leave them. 
  
FUNDRAISING AND PROMOTIONAL EVENTS SPP administration reserves the right to determine 
what groups can promote or sell items in the church and/or Trinity Hall. No person or group is allowed to 
sell or offer promotional materials without the expressed permission of St. Paul Parish administration. With 
permission, these groups certainly can sell or promote items: St. Paul Parish and School groups or 
organizations, Mater Dei & Fr. McGivney High Schools, Knights of Columbus & Ladies #1580. 
  
PLACEMENT OF FLIERS ON VEHICLES SPP administration reserves the right to determine what 
fliers or literature are placed on vehicles during Masses or other functions held on our parish property. 
Without expressed permission, no individuals or groups shall place any items on vehicles parked in St. Paul 
Parish parking lots. 
  
ALCOHOL ON PARISH PROPERTY Generally, alcohol is not permitted on parish property. St. Paul 
Parish administration reserves the right to grant permission to those who wish to offer or consume alcohol on 
our parish property.  
  
OUTSIDE PROPERTY USE The use of ramps, stairs, curbs, sidewalks or walls for recreation is 
prohibited. Only equipment designed for such use may occur, but at your own risk. Eg: the playset at Main & 
Olive Streets. 


