Saint Stephen Catholic Church
1441 W. Oakwood Road | Oak Creek, WI 53154 | (414) 762-0552
FACILITIES USAGE AGREEMENT
  EVENT INFORMATION
	Applicant Name: ________________________________________
	
	Phone Number: ______________________

	Event Contact Name: _________________________________
	
	Email Address: ______________________

	Best Time to Reach You: ____________________________
	
	 

	Event Type: __________________________________________________________
	
	 

	Event Purpose: _______________________________________________________
	
	 

	Application Date: __________________
	
	Event Date(s): ______________________

	Start Time: __________________
	
	End Time: ________________________


  SPACE & SETUP DETAILS
	Space Requested: Chapel/Church ____   Madonna Room ____   Narthex/Commons/Kitchen ____

	Number of Guests: ____________

	Does your event require heating or cooling: Yes, ____ No ____

	Do you need the campus open and locked: Yes, ____ No ____

	Does a church representative need to be present: Yes, ____ No ____



  KITCHEN EQUIPMENT (if applicable)
Please check all that apply:
	☐ Coffee 
	☐ Freezers
	☐ Coolers
	☐ Stoves
	☐ Warmers
	☐ Dishwasher

	☐ Griddle
	☐ Microwave
	
	
	
	


 FACILITY USAGE KEY GUIDELINES
This is a mandatory agreement for all facilities to use.
1. Pre-Approval: You must secure the approval and signature of your Staff Liaison or Director before submitting the scheduling form.
1. Scheduling: Submit the official Facility Request Form to the Parish Office at least one month in advance. Submission does not guarantee availability.
1. Cancellations: Notify the Parish Office immediately if your event is canceled or requires rescheduling.
1. Narthex Table Setup: All ministries requesting a table to be set up in the Narthex must make their own arrangements for both setup and takedown. Parish staff will not be responsible for this.
1. Space Return: The facility space, including all equipment, must be returned to its original setup immediately after use. Damage to property is prohibited.
1. Clean-Up: Users are responsible for a complete clean-up, including wiping all surfaces (tables, chairs, floors) and removing all garbage from the premises. All decorations must be removed.
1. Prohibited Items: Tobacco products are not permitted inside church buildings. Illegal drugs are strictly prohibited.
1. Alcohol Fee (Commons Only): If alcohol is offered in the Commons, a $95 insurance fee is required, and a mandatory insurance rider form must be completed before the event.

  ACKNOWLEDGMENT & SIGNATURE
Please read carefully, sign, and date below. I agree to abide by the stated policies. I understand that my group is responsible for any additional charges incurred (custodial, technical, equipment, etc.) beyond the initial request, and that changes to this application are not permitted without church staff approval.
	Signature: _________________________________________
	Date: ______________________



  OFFICE USE ONLY
	Date Accepted/Approved: ______________________
	Contacted B&G: ______________________________

	Added to Digital Calendar: ___________________
	Ministry Copies: ____________________________



