St. Michael Parish Center

Rental Obligations, Responsibilities and Restrictions:

Call-outs and Addendum to the Terms and Condition

(Please read carefully)

Things to Keep in Mind about Renting at the St. Michael Parish Center:

· All rental fees are due in full a minimum of two weeks prior to an event

· Parish Center custodians set up, break down, mop, and reset the room 

· The event custodian addresses renter’s needs or problems during set-up and the event; he disposes the trash during the event as needed

· Renters are responsible for clearing tables, cleaning the kitchen, cleaning all spills (including in the refrigerator, on the stove, cabinets, counter top, etc.), returning Parish items borrowed from the kitchen or elsewhere for use during the event clean and to their original location (including coffeemaker, etc.), removing decorations, including tape, extra food, etc., and generally leaving the Hall, kitchen and other rooms used as they were originally found

· Renters supply their own tablecloths for the round standard 6’ banquet-size tables and 6’x 3.5’rectangular tables 

· No use of Parish dinnerware including plates, glasses and silverware; use of other non-disposable kitchen supplies such as trays, cooking utensils, water pitchers, etc. is permitted.  However, these supplies must be returned clean and to their original location.  Renters are responsible for reporting and replacing any items that are damaged during their event

· Renters may use the drip coffeemaker in the kitchen and Parish-supplied coffee filters, but must supply their own coffee and condiments, such as sugar, cream, etc.

· With the exception of the coffee filters and trash bags, use of all other disposable Parish supplies found in the kitchen, such as paper products, plastic tablecloths, etc. is not permitted
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· Children in attendance must be supervised and not allowed to wander around the building or outside the grounds alone; refer to our Terms & Conditions document posted online for the required ratio of children to adults

· Items left for pick-up after an event must be stored outside the building near the kitchen entrance or inside the foyer storage area next to the kitchen (do not block the exit doors, however) and retrieved within 48 hours.  No items may be left in the kitchen, hall, lobby or meeting rooms after an event unless prior arrangements are made with the rental coordinator.  Items may be picked up weekdays between 8:30-3:00 with advance notification.  Other pick-up times can be arranged with the rental coordinator.  Check in with the Parish administrative office before retrieving items

· Renters may drop off supplies and arrange deliveries (etc.) before an event with prior arrangement and notification of the rental coordinator; storage use of one of the refrigerators is allowed

· Park in the main parking lot and not in staff or handicap designated spots; no parking and no delivery vehicles in the main entrance courtyard (this is for pedestrians only) and no parking behind the rectory (these spots are reserved for the Parish priests, staff and visitors to the rectory)

· Use only the rooms assigned and only for the usage specified in the signed booking request document; renters are required to end their event and complete their clean-up on time

· Special set-up requests, such as use of the couch on stage, requiring extra manpower and time will incur an additional fee

· Seek onsite custodian assistance during the event for needs or problems, e.g., additional tables/chairs, moving the podium, adjustments to the sound system, etc. 

· Renters and their guests are required to maintain a sound level that does not disturb others in the building or on the property; evening guests are urged to leave the building quietly so as not to disturb those living on the property or nearby

· All in attendance are expected to maintain proper decorum and civility at all times

Additional Restrictions:

· No access to the Parish Center Function Hall and kitchen on Sundays before 1:00 p.m. unless prior arrangements have been made with the rental coordinator and confirmed in writing

· No access to the building outside of the times confirmed by the rental coordinator
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· No alcohol without proof of liability insurance (“nips” are prohibited regardless)

· Decorate only with “painter’s tape”– no tacks, pins, nails, harsh tape, or other adhesive that could damage the walls and ceilings

· No open burning candles – only protected ones

· No animals in the building or on the property unless they assist the handicapped

· No propane gas allowed in the building; grilling permitted outside the kitchen entrance at least 5 feet from the building

· Prior clearance required from the rental coordinator to bring in additional cooking equipment 

· No power equipment in the building; all materials brought in must be pre-assembled (i.e., no building sets or decorations in the building)

· No children’s “bouncy” equipment in the building or on the premises

· No smoking in the building or within 50 feet of the Parish Center, Rectory or Church

· No use of the piano without prior permission and an additional usage fee

· No adjusting the sound system

· No use of common areas such as lobby or lobby furniture without discussion of usage and prior approval (note that an additional fee may be imposed)

· No littering on the property

AV Equipment Availability and Fees:

· TV/DVD/VCR: $25 per event

· Piano: $50 per event

· Podium with mike: n/c

· Projector stand/table: n/c

· Projector: not available (n/a)

· Portable projection screen: n/a

Miscellaneous:

· Dance floor space available upon request and contingent on number of attendees 

· Room divider partitions available upon request (n/c)

· Meeting rooms available for an additional rental fee

· High chair available upon request (n/c)

· Round cake table available upon request (n/c)

· Carpet squares available for an additional fee

· Large coat room 

· Ample parking

· Spacious bathrooms
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Violations:  

Any violations of the Terms and Conditions may result in a complete or partial loss of a renter’s security deposit and/or the imposition of additional fees.
Updated: January 2008/PLL

