
The Parish of Saint James the Greater 
Charles Town, WV 

Reservations 
 

 
 

 
Do not withhold good from those to whom it is due,  

when it is in your power to act. 
 

Proverbs 3:27 



Welcome to Stewardship at Saint James! 
We are excited and hopeful for a great year for your group.  Your meetings, events, fundraisers, and 
fellowship are what make our parish a vibrant community.  We can’t wait to see the amazing activities 
you plan that will help us come back to parish life!  Your reservation allows you to use space at Saint 
James for your ministry.  To that, we would like to share some information and refresh our minds in 
the logistics of life as a ministry leader. 

 

1. Don’t forget to make reservations for your meeting/event.  Do not assume that a empty room 
is an available room.  Please read the reservation confirmation email.  It comes directly to you 
from Master Calendar once a reservation has been made. 
 

2. If your reservation is for monthly meetings, please note that reservations run from September 
to May of the following year.  Summer reservations must be done separately once the Summer 
at Saint James camp schedule has been determined. 
 

3. Would you like to use the table at the Narthex?  You need a reservation for a Ministry 
Spotlight!  One Ministry Spotlight is allowed per week.  This allows for maximum exposure of 
your ministry/activity and helps with the flow of traffic in the Narthex.  No sales are allowed in 
the Narthex.  We are happy to help you with options. Please do not use the table unless you 
have made a reservation.   
 

4. Are youth attending your meeting/event?  If so, be sure to secure two VIRTUS certified adults 
prior to making your reservation.  The reservation system will not allow you to submit a request 
without the names of two VIRTUS adults who will be attending the event.  Please contact Allie 
Enos, vcre@stjameswv.org for more information about VIRTUS. 
 

5. This booklet includes photos of each room available to be reserved.  Please be sure to leave 
the room in the same configuration as the photo shows.  The Social Hall has photos and a 
diagram in the podium.  Do not worry about tablecloths and centerpieces!  Please leave the 
chairs on top of the table and the tables in the same position as the diagram shows.  
 

6. Is your group having snacks, a meal, or drinks during your meeting?  Please pull the trash bag 
out before you leave and replace it.  Leaving food in the garbage cans brings bugs and 

The Online reservation form can be found on our parish website. 
 

About Us > Reservations > Parish Ministries and Organizations 
 

If you have a private event you would like to hold at Saint James or belong to a group or a ministry of 
another parish, please use the following reservation form. 
 

About Us > Reservations > Groups or Individuals 
 

Reservations for weddings and quinceañeras cannot be requested using this system. 



unpleasant smells to the room.  Please be kind to others and let them come into a room 
without foul odors. 

7. Please pick up any food, water bottles, garbage, paper clippings, wrappers, etc.  There are
garbage cans in every room.  If the garbage can is full, please pull the bag and leave it by the
door to the Social Hall Kitchen.  There are bags in the bottom of the garbage can.  Please
replace the bag so it’s ready for use by the next group.

8. Each room has a spray bottle and cloths.  Please spray the tables and wipe them.  The used
cloths can be placed in the bucket.

9. Are there crumbs on the carpet? If the carpet needs to be vacuumed, you can find a vacuum
cleaner in the single stall women’s bathroom.

10. Each room has an American flag and a crucifix.  Both items are to be left in the room.  They
are not to be moved or used for any reason.

11. All rooms, hallways, sitting areas at Saint James require a reservation for use.  The main
kitchen, located in the Social Hall, can only be used by trained personnel.

12. Do not leave items in the Lower-Level rooms, hang/post anything on walls, or take tables out
of the classrooms without permission from Allie Enos, Director of Faith Formation,
vcre@stjameswv.org.

13. Do not leave items in any other rooms, hang/post anything on walls, or take tables out of
rooms or Narthex, without permission from Ana Boné, Reservations,
reservations@stjameswv.org.

14. Vehicles, canoes, kayaks, outdoor spaces such as the Cristo Rey Soccer Field, Irish Ring of Fire
bonfire area, Fátima Shrine, etc., also require reservations.

15. Users of the Cristo Rey Soccer Field: Do not park on the grass.  Let your users know that
parking on, or along, the grass is not allowed.  There is plenty of parking available in our
parking lots.

16. Regular users of the Cristo Rey Soccer Field will be asked to help with the maintenance and
upkeep of the field.  For the safety of all players, we also ask that you cancel or reschedule
games or practices if the field is wet.

17. Users of the Social Hall: Events at the Social Hall, particularly those who involve serving a meal
require the hiring of the Saint James Servers.  Any questions about the Saint James Servers
should be sent to sjservers@stjameswv.org

The Saint James Servers are available to reset the Social Hall to the regular set up should you be 
unable to do so after your event.  Please send an email to sjservers@stjameswv.org to let us know you 
need this service.  If you leave the room and do not reset it, the Saint James Servers will be hired to 
address this.  Your ministry will be invoiced for the Saint James Servers’ time.



For all our ministries to work together in a harmony, we must be considerate of one 
another.  Making reservations, keeping to the days and times of the reservation, and 

returning the room to the standard set up goes a long way!   

THANK YOU! 

Questions? 

reservations@stjameswv.org 
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View from the Fireplace 

View from the Saint George Classroom View from southeast corner of the Social Hall (near kitchen) 



 



 



 
 
 
Bear one another’s burdens, and so you will fulfill the law of Christ. 

Gal 6:2 
 
 
 
 
 
 
 
 
 
 

 
 

Saint Roch, pray for us! 


