

St. Joseph the Worker
[image: ]Space Rental Request and Usage Policy for Parishioner Groups
 


Space Rental Request for Parishioner Groups
Name: _________________________________________ Cell Phone:  _________________
Address: _________________________________________City: ________________________             
Email: ______________________________________
Date of Rental:	___________________________ Time: _______________ to _______________
Space Requested (circle): 
O’Hara Hall     Kollross Hall      Kitchen     Resource Room    Church     Other Space
Reason for Use: ________________________________________________________________	 
Will kitchen facilities be needed? (circle one)  	YES          	NO
Will alcohol be served? (circle one)     	YES	      	NO 

Group/Event Coordinator: ______________________________________

Agreement for Usage Thereof
 
I, the undersigned, have read and agree to the usage policy of St. Joseph the Worker parish spaces.
This will acknowledge that I agree with the usage policy and that I understand that SJW Group/Event Coordinator: _____________________ will be charged a $50 cleaning fee if the rented spaces are not cleaned properly and the space furnishings are not returned to their rightful place. I understand that the cleaning checklist is to be completed, signed, and returned to the office via the office drop box following the completion of the event or the following business day.
 


Date:  ____________________________	            Date:  _____________________________
 
By Lessee:  ________________________     		By SJW Lessor:  _____________________
 

PLEASE NOTE: This Rental Request is a REQUEST until the request has been signed and approved by Office Staff/Father. Do not make any solidified plans until you have received a confirmation call or email from the parish secretary.
___________________
CHURCH USE ONLY:
Approved:	YES		NO	Insurance Rider Received:		YES		NO 
 
Signed:  __________________________  		Date Insurance Rider Received: __________________
In order to assure St. Joseph the Worker’s parish spaces longevity and proper use, the following policies are presented:
 
Event:
	Rental of any parish space by parish groups is only allowed for events that have a sacramental or church related connection such as Trivia Night, Mostaccioli Dinner, Bible Studies, Afternoon of Games, etc.
 
 
Seating capacity of areas: 
	O’Hara Hall Seating Capacity:   60 people
            Kollross Hall Seating Capacity: 130 People
            Resource Room Seating Capacity: 20 People
            Misc. Rooms in Faith Formation Hall: Roughly 20 People
            Youth Room in Faith Formation Hall: Roughly 35 people
 
 
Time of Rental:
Please inform the Office of any set up planned to take place before the start of event.
Lessee must receive key from Parish Office during the week prior to event and is responsible for securing outdoor locks after event cessation. 
All activity must cease by 11PM.
 
Area of Rental
	The lessee and all event participants are required to stay within the confines of the space(s) being rented, unless accessing the restrooms or dumpster area. Due to safety and security issues, all event participants are prohibited from accessing areas outside of the rented area.
 
Alcoholic Beverages will be permitted but with discretion:
No alcohol will be served to minors
The lessee must provide proof of “host liability coverage” through the Diocese of Springfield at least one day in advance of event. There is a separate $75 fee to the Diocese for the purchase of insurance due one month prior to event.
 
Smoking is not permitted within any church facilities or on the grounds of the St. Joseph the Worker/Chatham Area Public Library shared campus.
 
Decorations are allowed in restraint. Any items attached to any surface must not damage the surface. Taping decorations to walls/ceiling is not allowed. Lessee will be held liable for any damage from decorations. If you are hosting an event that is recurring, you will be asked to set up your decorations/materials immediately prior to your event and to remove them immediately following your event. This is to ensure that if multiple groups are renting the spaces, the spaces are “ready to go” for the next group.
 
Cleanup – See attached “Checklist after Renting Parish Spaces”The lessee is responsible for the behavior of those in attendance and responsible
for restitution for any and all damage to building, property or equipment.




Checklist after Renting SJW Spaces
Kitchen Area (If Used):
	
	Stoves, ovens, countertops & sinks wiped clean and stoves turned off.  Disinfectant cleaner is in cabinet under small sink. Clean any stainless steel with glass cleaner.

	
	Coffee Maker turned off, old grounds removed, pot rinsed and machine wiped clean.

	
	Cloth Towels/rags, if used, taken home to launder and returned within 3 days.

	
	Dishes, if used, washed and put back where they were found.

	
	Plastic Dishware/Napkins, if used, put any remaining unused utensils back in the closet according to the photo diagram in closet.

	
	Dishwasher area:  if used, sink wiped clean, filters cleaned out (see Dishwasher Instruction sheet taped near dishwasher for details).

	
	Cabinets, if any splashes/spills, wipe down the fronts of cabinets.

	
	Fridges, if used and any splashes/spills, wipe down the fridges.

	
	Floor:  If kitchen was used for COOKING, damp mop the floor.



Rooms Used:
	
	Tables put back in place (see diagram if O’Hara/Kollross Halls).

	
	Tabletops wiped down and sanitized.

	
	Chairs placed under tables neatly (3 chairs on each side placed within table legs for 4’ tables, 4 chairs on each side for 6’ tables, 4 chairs for round tables).

	
	Remove any food or spills from floor to prevent vermin infestation. This includes sweeping and mopping, as needed.
If it’s a large spill notify the office as soon as possible.

	
	Reset thermostat to 80 in summer and 65 in Winter.

	
	Remove all decorations, group materials, etc.

	
	Kollross Hall: If walls were moved, put them back to the way they were prior to your rental. 

	
	Close all double doors.



Miscellaneous:
	
	All trash taken to exterior gray dumpster located in the alcove on the east side of facilities.

	
	All recycle taken to blue recycle dumpster in the alcove.  Flatten any boxes.

	
	Fresh garbage bags placed in trashcans.  Black trash bags are in drawer under black microwave.

	
	Restrooms checked and tidied up as necessary.

	
	All lights turned off.

	
	All access doors secured and locked before leaving the building.

	
	After locking door, return keys and signed, completed checklist to the office via the drop box located outside of the office area door.



Date: __________________________                  Signature: __________________________  	

In general, leave the area better than you found it.  THANK YOU!
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