St. Andrew The Apostle Church, Milford, Ohio

Facility Usage, Parish Center


Scheduling and Keys

· Any use of the parish center must be scheduled with the parish office. Sports events can be scheduled a season at a time.  All activities are subject to re-scheduling depending on parish needs. 
· At the time of scheduling, a “person in charge” must be designated. It is assumed that, at sports games and practices, the “person in charge” is the coach whose team is on the floor.  
· There is to be no activity in the Parish Center:  all day Tuesday; no activity on Wednesday until 4:00 p.m.; no activity on Saturday between 4:00 p.m. and 6:30 p.m.; no activity Sunday until 12:30 p.m.; no activity on Holy Days; no activity for several days prior to and following Christmas.
· All activities in parish facilities must end by 11:00 p.m. on Sunday through Thursday and by 1:00 a.m. on Friday and Saturday night.
· When the Parish Office is open, pick up the keys at the office. When the office is closed, pick up the keys from the locked box on the side of the parish office. 
· Keys must be returned to the locked box. When putting the key back in the lock box, be sure the “front of the lock” is on the outside.  Additionally, rotate the numbers on the lock, so the combination will not show or open.  
· If you take the keys home, the next person cannot get in. You will get a call and be assessed a $10 fine. You will need to bring them ASAP to let the next person in. 
· Report lost keys immediately to St. Andrew parish office or staff.  If not found, there will be a charge of $500 to re-key and replace the building keys.  

Emergencies

· In case of fire or medical emergencies, call 911. Phone is inside the kitchen by the walk-in refrigerator.

· In case of other emergencies that cannot be handled by the “person in charge,” call a St Andrew staff person, in order, until someone is reached:  
SHIRLEY

513-833-1894; 513-831-8990

BOB


513-600-1090; 513-231-7109

JIM


513-276-5745
Cleanup
· Each organization/individual using the building is responsible for having the Parish Center cleaned after their event (floors, kitchen, bathrooms, etc.). 
· Fundraisers:  if funds are not going exclusively to St. Andrew Church, the event coordinators are responsible for having the Parish Center cleaned after the event (floors, kitchen, bathrooms, etc.). 
Lobby/Vestibule

· The lobby is not a place for play.  Balls are not to be tossed or bounced in lobby. 

Meeting Room

· No tables, chairs, or other items are to be removed from the meeting room. 
Broken and Bruised

· When entering the building, if you see something broken, damaged or in need of repair, notify Shirley Soellner in the parish office 513-831-3353, so that we know that it was the event before you that may have caused the damage.

· During your time in the building, if something gets broken or damaged, notify the parish office (831-3353) the next business day, so that we can address the issue.

Storage Area

· Locked cages are designated for various parish ministries, Boosters, School, and Bingo.
· Some floor space is marked for specific carts, which are to be returned to those particular spaces.

· Volleyball equipment is to be returned to the designated space. 

· The storage area is not a place for play of any kind. Children are not allowed in the storage area unsupervised.
Building Temperature
· The building temperature controls for the main gym area will be set by computer for your event. Thermostats are behind a locked panel and cannot be adjusted. It is imperative, therefore, that the parish office knows about the scheduled event and the exact start and end times of the event. Notify the parish office if you scheduled an event/practice and you cancel it.
Kitchen

· If you brought it in, take it out with you. Do not leave any leftovers!
· Do not leave anything in the freezer, refrigerator or pantry. Do not leave any dishes or utensils. (Bingo and Boosters can leave their concession serving items, if they are clearly marked.)  

· Put back all washed pots, pans and utensils that you used.
· Please clean off the counters and stove.
· Make sure that the door of the walk-in refrigerator is closed and the light inside refrigerator is turned off.
Garbage

· Please bag all garbage and remove to the dumpster, which is brown and located near the school (next to green and yellow recycling bins).

· Do not put the bags on the floor ~ they leak! 
· Garbage bags are in the kitchen under the serving counter.
Lost and Found and Left Unattended

· Items left behind or not put back in place will be discarded or put into the lost and found barrel in the storage area. The barrel is emptied at the end of each month or when it becomes full.

Before Leaving

· Leave the place cleaner than you found it.

· If you got it out, put it away; if you changed it, put it back; if you put it up, take it down; if it got spilled, mop it up.

· If there are items left behind, take them with you or put them into the “lost and found” barrel in the storage area.
· If you borrow something, return it in good condition.
Lights and Locks
The last person to leave should ….. 

· Turn off the lights in all areas, whether you used them or not
· Handicap restroom

· Meeting room

· Kitchen

· Stage

· Storage area (behind stage)

· Lobby

· Main gym area

· Note: There are six switches in the main gym area on the same wall – four near the lobby door, two near the outside door. All six of the switches must be turned off. No overhead lights should remain on in the main gym area. 

· Emergency “night lights” – a single ceiling light – will remain on: 
1. storage area behind the stage

2. inside kitchen

3. kitchen door (outside kitchen)

4. lobby

5. meeting room

6. boys restroom

7. girls restroom  
· Lock all doors, whether you unlocked them or not
· outside door by kitchen

· kitchen door

· stage door (should be locked from the stage side)

· storage room behind stage
· meeting room doors
· dark metal door near the lobby doors that leads from gym to sidewalk
· exterior lobby doors
Distribution – continued below.
+ + + + +
Distribution

This “Facility Usage, Parish Center” will be given to the individual in charge of an event at the time of the scheduling of an event.

This “Facility Usage, Parish Center” will be sent to heads of all parish groups in August of each year, including 
· Men’s Holy Name
· Ladies Sodality
· School
· Bingo 
· Alumni

· Staff
· Boosters, including the gym scheduler, sports coordinators, and each individual coach 
· Other groups that meet in or use the Parish Center
____________________________________________

__________________

Organization Chairperson/Coach/Group Representative/Staff
Date

Please return signed form to Shirley Soellner in the Parish Office by August 1, 2011.  Thanks for all you do for St. Andrew.
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