ST. ELIZABETH ANN SETON CATHOLIC CHURCH

PARISH CENTER POLICY

Revised July 2013
I. Statement of Purpose - The St. Elizabeth Ann Seton Parish Center is part of the St. Elizabeth Ann Parish grounds and this St. Elizabeth Ann Seton Catholic Church Parish Center Policy sets forth the rules and restrictions for its use.  The Parish Center offers a place for the people of our parish to gather.  It is intended to support the community, service, and social activities of our parish.  The Parish Center belongs to the whole parish community and should be treated with respect and care.  Fees charged for use of the Parish Center are intended to help offset the cost of its operations and maintenance.

II.
Permitted Uses and Priorities - The Parish Center Space may be used only for purposes that are listed in Part II of this Policy Statement.  Subject to Part III of this Policy Statement, Parish Center Space may be reserved on a first come, first served basis.  In the event of concurrent requests to reserve Parish Center Space, the space will be given to the following groups with priority in the order listed.


A.
Total Parish Functions - Large Group


1.  
Liturgies and Sacraments




a.  
Funeral Luncheons


    

b.  
Masses


     

c.
Sacraments/Meetings



2.  
Annual Meetings



3.  
Social Events



4.  
Other Parish Meetings or Events (large)


B.
Pastoral Ministries - Small Group


1.  
RCIA



2.  
Youth Ministry


3.  
Governing Bodies - Parish and School



4.  
Parish Committees and Parish Pastoral Council Sub-committees



5.  
Evangelization



6.  
Other Parish Meetings or Events (small)


C.
Parish Sponsored Small Group - Social Service



1.  
Knights of Columbus



2.  
Daughters of Seton



3.  
Book Clubs/Book Review



4.  
Other parish sponsored groups' meetings or events


D.
St. Elizabeth Ann Seton Parishioner Family Functions (Immediate-Family Events
)


Gatherings for registered parishioners of St. Elizabeth Ann Seton Parish and their immediate family members.



1.  
Weddings



2.  
Baptism Celebrations



3.  
Communion Celebrations



4.  
Birthday Parties



5.  
Reunions



6.  
Showers



7.  
Other Family Functions


E.
Family Functions Sponsored by St James Parishioners or                                                                               St. James/Seton School Staff (Immediate-Family Events2)


Gatherings for registered parishioners of St. James Parish or St. James/Seton School and their immediate family members.



1.  
Weddings



2.  
Baptism Celebrations



3.  
Communion Celebrations



4.  
Birthday Parties



5.  
Reunions



6.  
Showers



7.  
Other Family Functions


F.
Non-Parishioner Functions (Other Catholics’ Events
)



1.  
Weddings



2.  
Baptism Celebrations



3.  
Communion Celebrations



4.  
Birthday Parties



5.  
Reunions



6.  
Showers



7.  
Other Functions


G.
School-Sponsored Functions - Large Group



1.  
All School Gatherings



2.  
Parent Meetings



3.  
Other


H.
School-Sponsored Functions - Small Group4


1.  
Home and School Association



2.  
Parent Functions



3.  
Other


I.
Community - Service Groups


1.  
Blood Mobile



2.  
AA Meetings



3.  
Scouting Groups

4. Other Community Service Meetings and Events


J.
Archdiocesan Sponsored Groups - The Parish Center is intended to be used as a facility for its parishioners; but, realizing our responsibility to the Archdiocese, we are willing to share our facility with Archdiocesan sponsored groups.  Because of scheduling limitations, the St. Elizabeth Ann Parish Center cannot provide a regular home for various Archdiocese events.  Other parishes should also be available and used for such functions.

III.
Parish Center Bookings


A.
Time - Bookings of Parish Center facilities may be made up to twenty-four (24) months in advance.


B.
Responsibilities of Parish Center Staff: 



1. The Parish Center Staff schedules all usage and maintenance of the Parish Center facilities. 


2.  The Parish Center Staff will provide set-up for paid rentals at the rates in effect at the time of booking the event. 


3.   The Parish Center Staff will also be responsible for the placement of the moveable wall sections.

C.
Excluded Rooms - The following rooms may not be booked for functions:



1.  
The Family Room



2.
The Overflow Room



3.
The Conference Room


D.
Weddings.  Parishioners wishing to book a wedding reception or prenuptial dinner must first contact a priest and start the marriage preparation process.   Verification is required.

IV.
Facility Use Payment(s) - The Parish Center facilities shall be available for use as provided in Part II of this Policy without requirement of usage charges or fees except for the uses specified in Part II D, E, F, I, or J, in which event usage fees shall be paid as provided in this Part IV.
A. Booking Fee. - A non-refundable booking fee of $100 (or full payment if usage fee is under $100) is required for the event to be placed on the calendar.  This fee will be applied towards the total usage charges.


C.
Damage Deposits - A deposit equal to 50% of the total rental amount is required for every event and is due one week prior to the event.  The deposit shall be refundable as provided in the Facility Use Agreement.


D.
Rental Items - A variety of rental items such as place settings, glassware, etc. are available for an additional charge.  Contact the Parish Center Staff for details.


E.
Cancellations - In the event of a cancellation of a reservation, all prepaid usage fees will be refunded only as provided in the Facilities Use Agreement.

V.
Rules and Responsibilities

A.
Facilities Use Agreement (paid rentals only) - The individual that sponsors the event shall sign the Facilities Use Agreement and shall be responsible for the performance of all obligations, including payments due under the Facilities Use Agreement.


B.
Hours of Operation / Fines - Rental hours for the Parish Center facilities 


are:



7:00 a.m. to 12:00 p.m.

All events must be stopped, all cleaning performed, and the Parish Center must be vacated by midnight.  A fine of $200 per hour or part of an hour that the Parish Center is occupied past midnight will be assessed against the renter.  It is the renter’s responsibility to stop the event in a timely fashion to allow sufficient time to clean and vacate the Parish Center by midnight.



12:00 – 12:30 AM = $100 fine




12:30 – 1:00 AM = $200 fine




 1:00 - 1:30AM = $300 fine

C.
Non-smoking Building - The Parish Center is a non-smoking facility.  Smoking is only permitted outside in the social courtyard.  Ash trays are provided.

D.
Scheduling - Every effort will be made to avoid scheduling conflicts.  All persons are encouraged to schedule in advance.  Scheduling conflicts will be settled as per the priorities set forth in Part II of this Policy Statement.



1.
Weddings or Large Group Rentals - 1 per day



2.
Small Group Rentals - 2 per day.
3. Combination of Small Group Rental and Parish Sponsored Group only if there is no conflict over the kitchen.

E.
Decorating - Decorating is anticipated before a wedding or function.  Time allowed for decorating is considered a courtesy beyond the rental period and is only allowed if there is no conflict in scheduling.  Decorating of the Parish Center is limited to table and free standing decorations.  No tape or pins in the walls or items hanging from the ceiling are allowed.  ABSOLUTELY NO DUCT TAPE!!  Rice, confetti, fireworks of any kind, or bird seed are not allowed on parish property.  Safer alternatives are bottles of bubbles, or small bells tied securely together.  In today’s “greener” mindset, there are many other ideas that can be found in magazines and on the internet.  If you have difficulties with this area, please consult parish staff helping you with setting up for your reception.  They will have ideas of internet sites or magazines that will help you decide.

F.
Alcohol - We expect and demand that people who use our facilities will encourage the reasonable use of alcohol. 
 The sale of any alcoholic beverage is prohibited.  


All alcoholic beverages must be offered at an open bar.  A “tip” jar is well within reason, but should never be presented in such a way that it is a “rule”.  All drinks are on the house or not in the house at all!

Liquor should never be served to an individual who is under the legal drinking age.



All drinks should be dispensed by a bartender that is licensed or who has had sufficient training in serving drinks.  The bartender should only serve one drink at a time to an individual. 



Drinks should be carefully measured, and no doubles of any drink should ever be served.  Food should be served constantly throughout the event that is taking place.  All individuals should be carefully observed throughout the event to make sure they are eating and not just drinking.




Every precaution should be taken to ensure that no alcoholic beverages be brought into the event, and that the only alcoholic beverages consumed are the ones being distributed under the guidance and control of the staff members of the event in question.  




A pre-existing plan should be devised to handle an individual who has had too much to drink, including:




1.  Alternative methods of transportation home after the event




2.  Method to limit or stop an individual’s consumption should he or she had too much to drink in the opinion of the bartender handling the event.


G.
Security - When more than 75 people will be in attendance at an event, a security guard is required, at an additional charge of $25 per hour (or market rate if greater).   Parish Center Staff will make arrangements for security.  The security guard must remain at the event until all individuals vacate the Parish Center.


The security guard's responsibilities are as follows:



1.
Ensure that alcohol does not leave the premises.



2.  
Enforce the no-smoking policy.



3.  
Survey the premises and parking lot for vandalism.



4.  
Ensure that alcohol is not being served to minors.



5.  
Ensure that guests do not enter the family room and other areas of the 




building.



6.  
Intervention where necessary for the safety and well being of the guests.


H.
Cleaning Responsibilities - The renter is responsible for removing leftover food, drinks, catering equipment, and decorations before leaving the building.



Renter is also responsible for cleaning  the restrooms before leaving the building.  All trash must be placed in the containers provided and taken to dumpster located on east side of parish center.


      Countertops, tables, and chairs must be cleaned and wiped down.  No decorations or equipment may be left in the Parish Center after the event.

I.
Damage - It is the responsibility of the renter to ensure that damage to the Parish Center does not occur.  In the event that damage does happen, the full cost of the repair or replacement will be assessed against the damage deposit and any further cost will be paid by the renter.  Damage assessment is determined by the Parish Center Staff.  Specific damage that can be assessed is as follows but not limited to:



1.  
Excessive spillage of liquids.



2.  
Excessive cleaning required (beyond the average amount of time required).



3.  
Breakage of any type.



4.  
Failure to return keys.

J. Caterers - No food preparation is allowed in the kitchen by caterers.  Ovens are used for warming only.  Refrigeration is available.  Caterers must bring in their own serving equipment and utensils.  Caterers are expected to remove all of their equipment before leaving the premises and to leave the kitchen in the same condition in which it was found.  This includes wiping down countertops and wiping up spills.  No red punch of any kind may be used in the building because of permanent staining problems.  Abuse of this policy may lead to revocation of future catering privileges.

K. Food Preparation – Parishioners who rent the kitchen may use all of the kitchen equipment and utensils for their event if they are preparing the food themselves (without the use of a caterer).  Parishioners are expected to leave the kitchen in the same condition in which it was found.  This includes wiping down countertops and wiping up spills.  No red punch of any kind may be used in the building because of permanent staining problems.  Abuse of this policy may lead to an assessment against the damage deposit and/or a fine.

VI.
Rules and Responsibilities for Non-paid Facilities Use

A.
Reservations - Each parish group is responsible for filling out a reservation form for the use of the Parish Center.  Reservation forms are available at the Parish offices or online.  Space will be assigned as stated in the priorities.  Groups who have standard meeting times need only submit a reservation form annually.  These groups are asked to submit a calendar for that year.  Any additional dates to the calendar are subject to the same priorities and will be assigned as space is available.


B.
Key Check-out/Security - Each parish group is responsible for making arrangements for the key to the Parish Center.  The keys can be picked up during regular Parish Office hours and returned to the Parish Office after the event.  Each parish group is responsible for making sure that the Parish Center is left unoccupied, locked, and the lights turned off.


C.
Set-up/Tear-down - Each parish group is responsible for the set-up of the tables and chairs.  Each group is also required to place the table and chairs in the same position that they were found unless otherwise instructed by the Parish Center Staff.  Set-up for specific events may be arranged but the group is responsible for the expense.  Movable wall sections shall only by repositioned by Parish Center Staff.


D.
Supplies and Equipment - Each parish group should make arrangements with the Parish Center Staff for the use of supplies and equipment provided by the Parish Center.


E.
Cleaning - After each function, the parish group must wipe down any tables used, empty the trash, reline the garbage containers, and vacuum, as needed.  If cleaning responsibilities are neglected, the group will be billed for the full amount of the cleaning expenses.


F.
Damage - Each parish group is responsible for any damage caused during the period of usage.  The group will be billed for the full amount of the repair or replacement of the damage..  
Third Party Special Events Insurance Coverage

The Archdiocese of Omaha & Catholic Mutual Insurance have elected to provide $1,000,000 liability Special Event insurance coverage at no cost to the renter or to St Elizabeth Ann Seton Parish, to provide coverage while you and your guests are on St Elizabeth Ann Seton property.  This insurance coverage protects the facility user, as well as extending coverage to the parish of St Elizabeth Ann Seton Church, and the Archdiocese of Omaha. 
This third party Special Events Coverage insurance is a mechanism that allows the diocese to extend liability coverage to an individual or organization using parish / school facilities for a non-parish sponsored event.  The cost of the coverage is established annually.

Many individuals need this coverage for events such as private wedding receptions or family reunions.  Non-profit organizations such as a charity organization may need the coverage for a pancake breakfast.  A for-profit organization such as a local business may need the coverage for an employee Christmas party held at parish facilities.

Most non-parish sponsored activities are covered by Special Events Coverage:


1.  Wedding Receptions


2.  Family reunions


3.  Award banquets


4.  Fund-raisers

Liquor liability coverage is provided.

Some types of events are NOT COVERED and therefore PROHIBITED on St Elizabeth Ann Seton property:

1.  Fireworks


2.  Events involving more than 1,000 people


3.  Events where admission is charged unless all proceeds go to charity.


4.  Events where guests bring their own alcohol (“BYOB”)


5.  Carnivals



6.  Events involving amusement devices or trampolines


7.  Political Rallies


8.  Any event organized or run by a professional promoter


9.  Events involving recreational vehicles, camps & tournaments, and pool or lake activities.
� Combined parish groups are given the same consideration given other parish groups but are expected to share the facilities of other parishes.


� Immediate Family Events shall mean events celebrated for the parishioner, the parishioner's children or the parishioner's parents.


� Other Catholics’ Events shall mean events celebrated by other Catholics not members of St. Elizabeth Ann Seton Parish or St. James Parish.


� When other appropriate accommodations are not available.
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