Facility Usage Policy
Catholic Church of St. Gabriel

A facility reservation request form to schedule the use of any facilities shall be obtained from the administrative assistant.  The application will be reviewed/approved by the business administrator and placed on the parish calendar.  If changes need to be made, the administrative assistant will contact the pertinent party and discuss/resolve any scheduling conflicts.

Approval for the use of the facilities will be awarded using the following priorities:
1. Liturgies

2. Liturgy commission events

3. Religious education classes/events

4. Parish-wide sponsored events

5. Parish organizations

6. Parishioners personal use

7. Outside organizations

A facility rental application, agreement and fee schedule is available at the parish office for priority 6-7.  An event coordinator must be used for priorities 6-7.

Nave

This area shall be used only for liturgical events.
Narthex
The narthex shall not have tables or displays obstructing the traffic flow.  Any tables or displays will be placed to the left of the building entrance within the narthex.  Optimally, the outside gathering area should be used for any tables or displays.

Groups collecting goods such as the food pantry or Angel tree will display to the right of the building entrance within the narthex.  The removal of the collected goods should be completed after the weekend Masses.

Family Room

This room is used for weddings, funerals and other limited activities.  It is not available for general use.

Lower Level Church

The classrooms are available for use when there are no religious education classes or events.  The music room is not available for general use.  The nursery is available on Sunday and with prior arrangements.

Parish Hall

The banners, crucifix, stations of the cross and pictures are to remain as currently placed.  If anything is removed from the walls, it must be replaced prior to leaving the facility.
Signs, Posters, Announcements

Posters, notices, etc. are to be placed only on the bulletin boards located in the narthex and lower level church.  Nothing should be taped or tacked in any way to the walls.
Lights

All lights inside the facilities should be turned off prior to leaving the building.  Outside lights are on timers at the church.  The parish hall outside lights need to be turned off (rear parking lot).

Alarm System
Only key holders should set and disarm the system.  Codes or keys should not be given to unauthorized people.  

Kitchen

Any use of the kitchen other than routine, daily use needs to be coordinated through the kitchen coordinator.  The kitchen guidelines must be adhered to and any items left will be discarded.  The kitchen must be left clean – floors included.  The freezer in the storage room is available for kitchen use.  Items left for extended periods of time are subject to removal by the coordinator.

Maintenance, Equipment, Storage Rooms
These rooms are used for specific purposes.  If you have a need for long-term storage, please contact the parish office.  Please do not place items without prior approval.
Playground
The playground is for parishioner use only.  The guidelines are posted on the fence.  Anyone hurt while using this area should immediately contact the person in charge of the event and the parish office.

Maintenance Items

Any item needing maintenance attention should be given to the parish office.  If it is an urgent issue, the buildings and grounds assistant should be contacted for immediate attention.

Additional Information

Any outside vendors must be approved by the finance council.  An appropriate space will be determined based on the needs of the organization.   If you have any questions or concerns, please contact the business administrator.

All facilities used must be returned to the original set up prior to leaving.
