28% Saint Michael

» Catholic Community

800 -85 Street S.W. Calgary, AB T3H 4C7
Telephone: 403-249-0423 Email: info@saintmichael.ca

PARISH FACILITY BOOKING AGREEMENT

We consider our Church and Parish Centre to be a gift from God
and a tool that allows us to offer holistic ministry to our congregation and community.
We are therefore privileged to enter into this agreement with you.
We ask that you abide by these terms of use with a sense of privilege and partnership.
Itis our sincere desire to be of service to you and that your experience in our facility is positive.

Organization or Ministry:

Contact Name: Phone Number:

Email:

Number of Adults: Number of Children:

Name of Certified Adult Supervisor:

Event Start Date: Event End Date: Description:

Set Up Time: Start Time: End Time: Room Empty By:

Is this arecurring event? [JYes |:|No
If Yes: [Weekly[ |Monthly (year end is June)

If Yes: dates the event WILL NOT take place:

Key/Card Holder: Date:

Signature: Pastor Signature:



mailto:info@saintmichael.ca
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PARISH FACILITY BOOKING AGREEMENT

Please check off the rooms required and technical requests for each room.

Rooms and Capacity Available:

Tech Available Per Room:
AV Playback: Audio/Video/Slides (specify in notes)
TV-Sm: 55” Smart TV w/DVD | TV-Lg: 75” Smart TV

[0 Sanctuary (1200 seated)

[] Stream/Record 0 AV Playback [0 Other (notes)

[0 Day Chapel (150 seated)

OTV-Sm. OTV-Lg. AV Playback O Projector [ Mic

[0 Confessionals (2 seated)

1 Priest Vestry for Confessional (2 seated)

[0 Lay Vestry for Confessional (2 seated)

[0 Little Conference Room (5 seated)

[0 Mezzanine (150 seated)

OTV-Sm. OTV-Lg.

O Mic

[0 Narthex (168 seated, 300 standing)

OTV-Sm. OTV-Lg.

O Mic

O Kitchen

O Library

O Music Room

OTV-Sm. OOTV-Lg.

O St. Michael’s Room (20 seated, 40 standing)

OTV-Sm. OOTV-Lg.

1 St. Nicholas Room (60-80 seated with tables,
or 80-100 chairs only, or 150 standing)

OTV-Sm. OTV-Lg.

J AV Playback I Projector [ Mic

1 Theater (main floor) (40-50 seated)

OTV-Sm. OOTV-Lg.

J AV Playback I Projector

1 Room 143 (15-20 seated)

OTV-Sm. OOTV-Lg.

1 Room 144 (15-20 seated)

OTV-Sm. OOTV-Lg.

1 Room 145 (15-20 seated)

OTV-Sm. OOTV-Lg.

1 Rooms 143/144/145 opened as one
(45-60 seated)

OTV-Sm. OTV-Lg.

[0 Guardian Angel Room (15-20 seated)

OTV-Sm. OOTV-Lg.

[J Nursery (locked storage)

1 Theater (basement) (40-50 seated)

OTV-Sm. OOTV-Lg.

AV Playback [IProjector

1 Youth Room (basement) (50-60 seated)

OTV-Sm. OOTV-Lg.

Additional Notes:

Please check off the type of tables and number of chairs you require for each room.
Please refer to the above for the capacity available for each room.

Tables and Chairs:

[ Rectangular Tables Amount [ Tablecloths [ Chairs Amount
[0 Round Tables Amount [ Tablecloths [ Chairs Amount
O Chairs Only Amount

Additional Notes:
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ST. MICHAEL’S FACILITY USAGE GUIDELINES:

1. Ourfacilities are for Church related programs only. All groups wishing to use St. Michael’s facilities must be
approved by the Pastor in advance of the scheduled events and agree to abide by the Calgary Diocese Model
Code of Conduct and St. Michael Facility Usage Guidelines.

2. Priority will be given to sacramental events, hence, it may be necessary to change the date and time or cancel
a scheduled event. As much notice as possible will be given should this occur.

3. ltisthe responsibility of the Access Card Holder of the event to arrange for an access card to the facility prior
to the event during office hours. Office Hours are Tuesday - Friday, 9:30am-12:00pm. The access card is to be
returned to the Parish Office at the completion of the event.

4. You are responsible for managing access to the external Church and the hall doors, and for security during the
times you scheduled to be in the facilities.

5. Aninvoice will be prepared for the use of St. Michael’s facilities and equipment.

FACILITY USAGE GUIDELINES:

e People are not to be left alone on the premises for any reason. A minimum of 2 people is always required.

e Minors must be supervised at all times by a minimum of 2 certified adult supervisors for every 10-15 children
(see RC Diocese of Calgary Volunteer Policies, Procedures and Screening Manual, page 10, for supervision
requirements by age group). All adult supervisors must be certified by the Parish Screening Coordinator in
advance of the event.

e Food and drink are not allowed in the Sanctuary or Day Chapel.

e Alcoholis normally prohibited on Church property. Any request to waive this policy for specific events must
be approved by the Pastor in writing and a liquor licence purchased and provided to the office prior to the
event.

e Smoking is not permitted anywhere on Church property.

e Confetti, rice, or similar products may not be used in the facility or on the grounds outside.

e Styrofoam products are prohibited for use on the premises. Non-recyclable products are not permitted.

e You are welcome to use our Van Houtte coffee system. Training will be provided prior to your event.

e Our policy is that only commercially prepared food products (receipted) can be served.

o We ask the facility to be left in the same condition that it is found. A checklist will be provided to the Access
Card Holder to complete at the end of the event.

e Reportallincidents to the Parish Office within 24 hours (the next business day) of the event using the Incident
Report Form located on the wall near the Sanctuary Doors.

For emergencies contact the appropriate emergency services
and the pastor Fr. Edmund Vargas at 403-874-2015.

PLEASE NOTE: St. Michael Catholic Community is not responsible for any injury, loss, or damage to any person
attending or present at this function. The user assumes all responsibility.

Representing , | take responsibility for agreeing to conduct our event in line with the

St. Michael’s Parish Facility Usage Guidelines and the Calgary Diocese Model Code of Conduct.

Name (print): Date:

Signature: Model Code of Conduct: [1Signed [10n File
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