St. Mary's Church Hall
FACILITY USAGE POLICY
Introduction: St. Mary's Hall is owned and maintained by St. Mary's Parish primarily for parish activities. However, subject to the approval of the pastor, the Hall may be made available to groups for non-parish activities, programs or social gatherings.
1) Any parishioner, charitable organization, or community civic group which is not a political partisan group may use the Hall for non-commercial purposes but will be subject to space availability and possible charges.
2) Special Events Coverage: Unless already covered by its own insurance policy, in accordance with Diocesan regulations, a Special Events Coverage Policy is required for any non-parish sponsored event regardless of the number of people attending. This must be received by the Catholic Mutual Group no later than 15 days before the date of the event. a) The cost of the special event insurance is $100.00 per event. These are discounted prices obtained by Catholic Mutual Group and made available to the parishes though the Diocese of Peoria. The average cost on the "outside market" for this type of coverage is $350.00 to $750.00.
b) Please make all checks payable to: Dunne Property, N.F.P. The application for Special Events can be found on the St. Mary's webpage: www.stmaryselpaso.org or from the parish office. The application and check must be submitted to Catholic Mutual no later than 15 days prior to the event.
c) In lieu of purchasing special event insurance, an individual or organization may provide a Certificate of Insurance documenting general liability coverage in the amount of one million dollars ($ 1 ,000.000) per occurrence. This certificate must name St. Mary's/El Paso and the Catholic Diocese of Peoria as an ADDITIONAL INSURED.
3) St. Mary's Facility Usage/lndemnity Agreement: This form needs to be completed when anyone rents the Hall. This form will accompany either the Special Events Application or a
Certificate of Insurance and can be found on the St. Mary's webpage: www.stmaryselpaso.org or from the parish office.
4) Funeral Dinners and receptions or reunions by and for parishioners are parish-sponsored events. These are covered under the Diocesan Insurance Policy.
5) The use of alcohol, tobacco products and any illegal substance is not allowed in St. Mary's Hall.
6) Rental Fees: No charge for Funeral Dinners for our parishioners.
Other uses by Parishioners: $50.00 (in addition to Special Events Coverage fees).
By others: $100.00 plus a $100.00 refundable fee (in addition to Special Events Coverage fees).
7) The individuals or groups using the Hall are responsible for clean-up and trash removal according to the Clean Up Regulations provided upon delivery of Hall keys.
8) The use or rental of the Hall is available first of all for parish activities and then on a first come, first serve basis.
9) The use and rental of the Hall includes: Tables, chairs, coffee pots, and miscellaneous kitchen equipment. Tablecloths, napkins, place mats, food and drinks are not included. The use of other equipment including electronics requires permission of the pastor.
10) Hall keys can be picked up prior to the event by making arrangements with the parish office and must be returned promptly after the completion of the event.
FACILITY USAGE/INDEMNITY AGREEMENT
PARISH :

PARISH is understood to include the Arch/Diocese of

FACILITY USER:

DATES OF FACILITY USAGE:

TYPE OF FACILITY USAGE:

The above named FACILITY USER agrees to defend, protect, indemnify and hold harmless the above named PARISH against and from all claims arising from the negligence or fault of the above named FACILITY USER or any of its agents, family members, officers, volunteers, helpers, partners, organizational members or associates which arise out of the above identified FACILITY USAGE at the above named PARISH. [image: ]
FACILITY USER agrees to provide a certificate of insurance to the PARISH, which provides evidence of general liability coverage of not less than one million dollars ($ 1 per occurrence. FACILITY USER also agrees to have the PARISH named as an "Additional Insured" on its general liability policy for the DATE(S) OF FACILITY USAGE in relationship to the TYPE OF FACILITY USAGE for claims which arise out of FACILITY USER'S operations or are brought against the PARISH by FACILITY USERS' employees, agents, partners, family members, students, customers, ftmction attendees, guests, invitees, organizational members or associates. FACILITY USER also agrees to ensure that its liability insurance policy will be primary in the event of a covered claim or cause of action against PARISH.
If and only if FACILITY USER fails to comply with the above (second) paragraph, then the above named FACILITY USER agrees to protect, defend, hold harmless and fully indemnify the above named PARISH for any claim or cause of action whatsoever arising out of or related to the usage which takes place during the above identified DATE(S) OF FACILITY USAGE that is brought against the PARISH by the above named FACILITY USER or its employees, agents, partners, family members, students, customers, function attendees, guests, invitees, organizational members or associates, even if such claim arises from the alleged negligence of the PARISH, its employees or agents, or the negligence of any other individual or organization. If any sentence or paragraph of this agreement is held invalid, it is agreed that the balance thereof, shall continue in full legal force and effect.
SIGNED BY:

(Must be an official agent of FACILITY USER)
NAME (Please print):

DATE:

FACUSAG (5/01)
7/1/2018	2018-2019
St. Mary's Hall
Clean up after using!
1. Take down all Decorations and tape used
2. Clean all tables and chairs with soap and water.
3. Clean kitchen dishes and all equipment before putting away.
4. Take home towels, wash and return to rectory porch
5. Empty all trash and put in outside dumpster Northwest of hall.
6. Vacuum all carpeted area used.
7. Sweep and mop all tiled floor areas (kitchens and bathrooms)
8. Make sure all toilets are flushed and clean
9. Wipe down countertops bathroom, kitchen and hall
10. Return tables to the original set up unless instructed other wise
11. Shut off all lights, fans, lock doors and return key to rectory porch
12. Text Jessica when done at 309-712-4338

Clean: Social Room
Restroom
Kitchen, Kitchenette and hallways
Cleaning supplies: Located in storage room North E of kitchen. Key hangs upper left inside pantry door	[image: ]	
*If temperature of building was changed, please set back to 80 in summer and 65 in winter.
*MAKE SURE to shut off all lights and lock all doors. *Please remember not to smoke in the building
THANKS!!!
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