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Dear Ministry Leaders,  
 
Thank you for serving the community of Our Lady of the Assumption. Our parish is blessed by your 
willingness to use your gifts and abilities, which strengthen us as a parish community, as we work 
together towards our mission and vision.  
 
We invite you to reflect on our mission often: Through Worship, Education, and Service we continue to 
grow in our relationship with God and one another through Jesus Christ, in the spirit of Mary, our 
Patroness. Like Mary we are called to continually grow closer to Christ and to bring others along as we 
grow in faith.  
 
Focus on this vision in our daily and ministerial lives can help keep us grounded, especially in our busy 
lives. In all we do, as we keep God as part of our journey – through prayer and discernment – may we 
know His will for us and the parish. 
 
OLA is a multipurpose facility built through the generosity of the parishioners and others moved by the 
Holy Spirit over these past 70+ years. The great sacrifices made by contributors, such as yourself, place a 
responsibility on those who use the facility to do so in a respectful way. We ask that you care for our 
facilities as if it were your home.  
 
This handbook is designed to be a resource for you, as you run your ministries and use the facilities for 
gatherings. In this booklet, you will find information to help you navigate leading your ministry.  
 
General guidelines for the campus can be found at Appendix A of this document. This handbook and all 
forms can be downloaded from www.olachurch.org/ministry-leaders.  
 
The OLA Staff and Pastoral Council are here to serve you. Please feel free to reach out to us anytime.  
 
 
Father Jim Duffy, SM    Lawrence Lee 
Pastor      Chair, Parish Pastoral Council 
 
 
 

Through Worship, Education, and Service  
we continue to grow in our relationship 

with God and one another 
through Jesus Christ, 

in the spirit of Mary, our Patroness. 
 

A MESSAGE FROM OUR PASTOR 
AND PASTORAL COUNCIL CHAIR 

http://www.olachurch.org/ministry-leaders-guidelines
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IMPORTANT ADDRESSES 
Parish Office: 1406 Hearst Drive NE, Brookhaven, GA 30319 

Church/Upper Room/Choir Room/Moylan Hall: 1350 Hearst Drive NE, Brookhaven, GA 30319 

OLA Preschool: 1350 Hearst Drive NE, Brookhaven, GA 30319 

OLA School/Marist Hall/Murray Center: 1320 Hearst Drive NE, Brookhaven, GA 30319 

 

PARISH OFFICE PHONE 
404-261-7181 

See page 7 for specific extensions.  

 

HOURS AND CLOSINGS 
The Parish Office is open Monday through Friday, 8am-4pm. 
 
Parish Office Summer Hours are Monday through Friday, 8am – 3pm.  
 
The Parish Office is closed on all Holy Days of Obligation, Christmas break, Holy Thursday through Easter 
Monday, and on all National Holidays.  
 
The Daily Chapel is open Monday – Friday from 8am – 3:30pm each day for private prayer. There is no 
daily access to the main church except during liturgies.  
 
Meeting Rooms are available for booking daily from 7am – 9:30pm. 
 

WEBSITES 
Parish: www.olachurch.org 

Preschool: www.olapreschool-atlanta.org 

OLA School: www.olaschool.org 

 
 
 
 
 
 
 
 

GENERAL PARISH INFORMATION 

http://www.olachurch.org/
http://www.olapreschool-atlanta.org/
http://www.olaschool.org/
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PRIESTS 

OLA is served by priests of the Society of Mary (Marists). 

Father Jim Duffy, SM, Pastor   jduffy@olachurch.org 

Father John Bolduc, Parochial Vicar   jbolduc@olachurch.org  

Father Kevin Duggan, SM, Parochial Vicar   kduggan@olachurch.org 

Father Ed Sheehan, SM, In Residence   p61riest@yahoo.com 

Father John Ulrich, SM, In Residence   ulrichj@marist.com 
 

DEACONS  

Deacon Antonius Anugerah   deaconantonius2008@gmail.com   

Deacon Terry Biglow       terry.biglow@cdhpartners.com 

Deacon Bill Kester      bkester@olachurch.org 

Deacon Ed Patterson       epatterson@olachurch.org 

Deacon Mat Mathews   mmathews@olachurch.org 

Deacon Carlos Vizcaino (Ordination Feb. 2025)  cvizcaino@olachurch.org  
 

PARISH STAFF 

Karen Kotara, Pastor’s Secretary      Ext. 128, kkotara@olachurch.org 

Nick Ables, Middle School Youth Minister       nables@olachurch.org 

Gretchen Heath, Parish & Sacraments Secretary        Ext. 122, gheath@olachurch.org 

Martin Hernandez, Facilities Assistant   mhernandez@olachurch.org 

Laura Kleinman, Sunday 9am Mass Nursery       nursery@olachurch.org 

Andrew Knuckles, Director of Youth Ministry    Ext. 113, aknuckles@olachurch.org 

Enrique Lopez, Latino Community Coordinator   comunidadlatina@olachurch.org  

Jon Mangiaracina, Facilities Manager    jmangiaracina@olachurch.org 

Jake Mappes, Director of Music & Liturgy   jmappes@olachurch.org 

Elizabeth Piper, Director of Faith Formation      Ext. 126, epiper@olachurch.org 

Jim Schweizer, Parish Bookkeeper    Ext. 130, jschweizer@olachurch.org 

Anne Stephens, Communications Director   Ext. 172, astephens@olachurch.org 

Benny Strozier, Business Manager       Ext. 132, bstrozier@olachurch.org 
 

OLA Preschool 

Kathleen Jackowski, Director       Ext. 112, kjackowski@olachurch.org 
 

OLA School 

Mandy Crock, OLA Catholic School Principal       mcrock@olacschool.org 

Amy Aldrich, Communications Coordinator   aaldrich@olaschool.org 

 
 

PARISH CLERGY AND STAFF 

mailto:jduffy@olachurch.org
mailto:jbolduc@olachurch.org
mailto:kduggan@olachurch.org
mailto:p61riest@yahoo.com
mailto:julrich@marist.com
mailto:deaconantonius2008@gmail.com
mailto:terry.biglow@cdhpartners.com
mailto:bkester@olachurch.org
mailto:epatterson@olachurch.org
mailto:mmathews@olachurch.org
mailto:cvizcaino@olachurch.org
file:///C:/Users/AnneStephens.OLACC-LT05/Documents/kkotara@olachurch.org
mailto:nables@olachurch.org
file:///C:/Users/AnneStephens.OLACC-LT05/Documents/gheath@olachurch.org
mailto:mhernandez@olachurch.org
mailto:nursery@olachurch.org
file:///C:/Users/AnneStephens.OLACC-LT05/Documents/aknuckles@olachurch.org
mailto:comunidadlatina@olachurch.org
mailto:jmangiaracina@olachurch.org
mailto:jmappes@olachurch.org
file:///C:/Users/AnneStephens.OLACC-LT05/Documents/epiper@olachurch.org
file:///C:/Users/AnneStephens.OLACC-LT05/Documents/jschweizer@olachurch.org
file:///C:/Users/AnneStephens.OLACC-LT05/Documents/astephens@olachurch.org
file:///C:/Users/AnneStephens.OLACC-LT05/Documents/bstrozier@olachurch.org
mailto:kjackowski@olachurch.org
mailto:mcrock@olacschool.org
mailto:aaldrich@olaschool.org
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Fundraisers 
 

If you wish to host a fundraiser, it must be approved by the Pastor prior to scheduling. Requests are made 
through Karen Kotara at kkotara@olachurch.org.  
 

Fundraising requests should be made when submitting your ministry dates in the Spring. See “Reserving 
Your Meeting Space/Event Space” below for details.  
 

Requesting A Recognition/Blessing at Mass 
 

If you wish to have your ministry receive a special recognition or blessing at one of our weekend Masses, it 
must be approved by the Pastor prior to scheduling. Requests are made through Karen Kotara at 
kkotara@olachurch.org.  
 

These requests should be made when submitting your ministry dates in the Spring. (See the following 
section for details.) 
 
 

If you wish to have a member of your ministry speak briefly after Mass, that also must be approved by the 
pastor. See page 16 for detailed information on ‘pulpit pitches’.  
 

Once approved, a Schema for the Recognition/Blessing at Mass must be turned in to Karen at least 8 weeks 
prior to the Mass. The Schema for the Recognition/Blessing at Mass can be found at Appendix B.  
 

If you wish to hold a gathering on campus after the Mass, these must be scheduled in advance through 
Karen.  

 

Reserving Your Meeting/Event Space  
 

Contact Person 
All facility scheduling is handled by Karen Kotara, Pastor’s Secretary. Karen can be reached during office 
hours at 404-261-7181 Ext. 128 or kkotara@olachurch.org.  
 
All scheduling requests must be submitted online using one of the following forms: 
 

• One Time Requests:  www.olachurch.org/one-time-schedule-request  

• Recurring Requests:   www.olachurch.org/recurring-schedule-request  

 
 
 
 
 
 

MEETINGS, EVENTS, RECOGNITIONS, AND FUNDRAISERS 

mailto:kkotara@olachurch.org
mailto:kkotara@olachurch.org
mailto:kkotara@olachurch.org
http://www.olachurch.org/one-time-schedule-request
http://www.olachurch.org/recurring-schedule-request
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Who Can Reserve Meeting/Event Space 
Only heads of established ministries can schedule meetings/events on campus.  
 

Spring Calendar Requests 
The Parish Calendar runs from July 1 to June 30 of the following year. The Parish Staff meets each May to set 
the calendar for the following calendar year.  
 

In February a request for calendar bookings is sent to all ministry leaders for the following calendar year. A 
deadline in late March will be set.  
 

The scheduling of a meeting space is on a first come-first served basis. Liturgy takes precedence over all 
other requests. 
 

Requests received after the cut-off date will be reviewed after the May calendar meeting and will be based 
on availability.   
 
Scheduling Confirmation 
Please note that your calendar requests are not confirmed until you have received a confirmation email 
indicating approval from Karen Kotara.  (This includes requests submitted for the Spring Calendar Meeting.) 
 
Scheduling on Holy Days of Obligation, Holy Week, and Parish Reconciliation Services 
No meetings/events may be scheduled on campus during liturgies on Holy Days of Obligation, Holy Week, or 
Parish Reconciliation Services.  
 
Required Information for Scheduling  
The following information must be included for your request to be processed.  
 

One-Time Events 
 

• Your Name and Name of Ministry 

• Contact Information for Event 

• Date and Time of Event/Meeting  
o Set-Up Start Time (This is the EARLIEST you may occupy space. This is also the time that the 

doors will be scheduled to unlock.) 
o Meeting/Event Start Time 
o Meeting/Event End Time 
o Meeting/Event Clean Up Time (This is the LATEST you may occupy the space. This is also the 

time that the doors will be scheduled to lock.) 
• Location/Meeting Space Request 
• Approximate number of attendees at event. 
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Recurring Events 
 
• Your Name and Name of Ministry 
• Contact Information for Event 
• Dates and Times of Recurring Event/Meeting  

o Set-Up Start Time (This is the EARLIEST you may occupy space. This is also the time that the 
doors will be scheduled to unlock.) 

o Meeting/Event Start Time 
o Meeting/Event End Time 
o Meeting/Event Clean Up Time (This is the LATEST you may occupy the space. This is also the 

time that the doors will be scheduled to lock.) 
• Location/Meeting Space Request 
• Approximate number of attendees at event 
• Dates you will not meet due to holiday or other reasons. (For parish/school security it is important 

that you provide dates when you will not meet so that the doors are not left unlocked.) 

Available Space 
The required meeting space user agreement and checklists for each meeting space can be found in the 
Appendices.  

  

Chanel Center  
(See Appendices C1-C2 for more information and Space User Agreement) 
The Chanel Center is located in the school and is accessed through the main entrance.  
Capacity:   36 people 
Set-up:   6 tables that seat 6 per table 
Special Notice: No alcohol is permitted in the Chanel Center. 

Please do not move tables.  
   Do not allow access into the school areas outside of the Chanel Center.  
   Do not prop open doors. 
    

Marist Hall  
(See Appendices D1-D3 for more information and Space User Agreement) 
Marist Hall is located in the school and is accessed through the main entrance.  
 

Please note that the Marist Hall Kitchen is a separate booking from the Marist Hall space. If you have booked Marist 
Hall and not the Marist Hall Kitchen, do not access the Kitchen.  
 

Capacity:   120 people 
Set-up:     
Special Notices: No alcohol is permitted in Marist Hall.         
   There is no access to Marist Hall prior to 6pm on school days. 

Do not prop open exterior doors.  
Do not allow access into the gym or school areas outside of Marist Hall. Make sure that doors 
into school are closed.  
School Cafeteria tables are folded and stored in Marist Hall. They cannot be removed.  
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Marist Hall Kitchen  
(See Appendix E1-E2 for more information and Space User Agreement) 
The Marist Hall Kitchen is located in the school and is accessed through an exterior door.  
 

Special advanced training is required to use the Marist Hall Kitchen and must be coordinated through the school.  
 

Please note that the Marist Hall Kitchen is a separate booking from the Marist Hall space. If you have booked the 
kitchen, but not Marist Hall, do not access Marist Hall.  
 

No alcohol is permitted in the Marist Hall Kitchen.  
 

Moylan Hall  
(See Appendix F1-F3 for more information and Space User Agreement) 
Moylan Hall is located on the upper level across from the second floor of the church.  
 

Theater/Assembly Style Seating 
Capacity:   220 people 
Set-up:   Rows of chairs, Podium, Microphone 
AV:   Monitor with HDMI port. Laptop is not provided. Bring your own laptop with HDMI port. 
 

Dinner/Events with Tables 
Capacity:   180 people 
Set-up:   6’ Round tables, 6’ rectangular tables, and/or card tables, if available 
AV:   Monitor with HDMI port. Laptop is not provided. Bring your own laptop with HDMI port. 
 

Murray Center (Gym)  
(See Appendix G1-G3 for more information and Space User Agreement) 
Capacity:   250 people (Approximately 200 chairs available) 
Set-up:   6’ Round tables, 6’ rectangular tables, and/or card tables  
Special Notice: No alcohol is permitted in the Murray Center.  

Access to the stage is NOT allowed unless prior authorization is obtained through the school.  
   Do not prop open exterior doors.  
    

   Floors must be swept and mopped if food or drinks are served.  
 

     

Parish Office Conference Room  
(See Appendix C1-C2 for more information and Space User Agreement) 
The Parish Office Conference Room is located in the Parish Office at the Intersection of Lanier Drive and Hearst Drive.  
Capacity:   8 people 
Set-up:   Conference Table Only 
AV:   Monitor with HDMI port. Laptop is not provided. Bring your own laptop with HDMI port. 
Parking:  Parking for the Parish Office Conference Room is located on the upper level of the church 

parking lot (not at the parish office or the rectory). There is a walkway from that parking lot up 
to the parish office.  

 

School Library  
(See Appendix C1-C2 for more information and Space User Agreement) 
The School Library is located in the school and is accessed through the main entrance.  
Capacity:   16 people 
Set-up:   4 tables that seat 4 per table 
Special Notice: No alcohol is permitted in the School Library.  

Do not move tables.  
   Do not allow access into the school areas outside of the School Library.  
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Do not prop open exterior doors.  
     
 
 
 
 
 

The Upper Room  
(See Appendix H1-H3 for more information and Space User Agreement) 
The Upper Room is located on the second floor of the church.  
 

Capacity  Up to 30 depending on set-up. 
 

Theater/Assembly Style Seating 
Capacity:   30 people 
Set-up:   Rows of chairs, Podium, Microphone 
AV:   Monitor with HDMI port. Laptop is not provided. Bring your own laptop with HDMI port. 
Special Notices: Do not prop open exterior doors.  
 

Classroom Table Style Seating 
Capacity:   24 people 
Set-up:   60” x 18” rectangular tables, and chairs 
AV:   Monitor with HDMI port. Laptop is not provided. Bring your own laptop with HDMI port. 
Special Notices: Do not prop open exterior doors.  
 

Youth Room  
(See Appendix C1-C2 for more information and Space User Agreement) 
The Youth Room is located in the Parish Office at the Intersection of Lanier Drive and Hearst Drive.  
Capacity  Up to 20  
Set-up:  4 couches, 2 chairs. You can bring your own additional seating or sit on the floor.  
Room Rules: If you move furniture, please put it back in its original position. Snacks, Drinks, and Supplies in 

the room are NOT available for your use. These are for the Youth Ministry.  
AV:  Monitor with HDMI port – bring your own HDMI cord. Laptop is not provided. Bring a laptop 

with HDMI port.  
Parking:  Parking for the Youth Room is located on the upper level of the church parking lot (not at the 

parish office or the rectory). There is a walkway from that parking lot up to the Youth Room.  

 

Meeting Space Usage Policy 
All persons/ministries that book meeting space at Our Lady of the Assumption Catholic Church must fill out 
the OLA Meeting Space User Agreement and Check List which includes a diagram of the required set-up and 
specific information on certain meeting spaces. OLA Facilities personnel will assist with set-up/break-down 
as they are available. Due to the busy schedule on campus, OLA staff may not be available for set-up/break-
down. Please plan to have volunteers provide set-up/break-down when possible.  

 

One Time Events: The agreement and diagram must be signed and returned to Karen Kotara 
(kkotara@olachurch.org)  at the parish office no later than TWO WEEKS prior to the date of the event. If form 
is turned in late, the ministry is responsible for set-up/break-down. 

 

Ongoing Events: If you have monthly meetings, please fill out the OLA Meeting Space User Agreement and 
turn it in to Karen Kotara (kkotara@olachurch.org) in the parish office no later than TWO WEEKS PRIOR TO 
your first meeting of the year. This will ensure that each month your meeting space will be set up correctly. If 
form is turned in late, the ministry is responsible for set-up/break-down. 
 

 

Meeting Space User Agreements and Meeting Space Check Lists can be found in Appendices C - H.  
 

 

mailto:kkotara@olachurch.org
mailto:kkotara@olachurch.org
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Hosting Your Meeting/Event 
The items below apply only after your meeting/event has been confirmed by Karen Kotara. 

If Registration Forms, RSVPs, or Payment Options are required, contact Anne Stephens, Communications 
Director, at astephens@olachurch.org.  

Advertise! Learn how to promote your ministry in the following section.  

Set-Up: If you require a set-up for your booking, set-up requests must be turned in to the parish office no later 
than TWO WEEKS PRIOR to the date. OLA Facilities personnel will assist with set-up/break-down as they are 
available. Due to the busy schedule on campus, OLA staff may not be available. Please plan to have 
volunteers provide set-up/break-down when possible. If the form is turned in late, the ministry is responsible 
for set-up/break-down. 
 

Set-up requests are submitted to Karen Kotara (kkotara@olachurch.org) and Jon Mangiaracina, Facilities 
Manager (jmangiaracina@olachurch.org) 
 

See Appendices D1-H3 for diagrams of each meeting space. 

Break-down: Ministries are responsible for breaking down chairs, tables, etc. unless notified otherwise by the 
parish office.  

Cleaning of Space: Ministries are responsible for ensuring that the space is left clean. That includes wiping 
down tables, taking out trash, replacing any outlet covers that were removed during the event, and vacuuming 
when needed. Failure to do so may impact your ability to schedule space in the future. Trash should be taken 
to the main dumpster across from the lower-level playground.  

Please help us to be good stewards of the spaces entrusted to us.  

 

 
 

 
Communication is extremely important in getting your message out to the community. The tools 
available to help spread the good news about your ministry can be found in the following pages. 
 

Remember: It is YOUR responsibility to ensure that information is provided to the Communications Director. 
Don’t assume that your ministry/event will automatically be advertised because it is on the parish calendar.  
 

Plan early to ensure that your meetings and events receive adequate promotion in the parish. The following 
information outlines the specific avenues we have for advertising.  
 

Requests for the promotions listed on the following page must be submitted online at 
www.olachurch.org/bulletin-submissions.  
 
 
 
 
 
 
 
 
 
 

PROMOTING YOUR MINISTRY AND EVENTS 

mailto:astephens@olachurch.org
mailto:kkotara@olachurch.org
mailto:jmangiaracina@olachurch.org
http://www.olachurch.org/bulletin-submissions
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Ministries and their meetings, events, needs, and good news are promoted through the following:  
  

• Weekly Printed Bulletin 

• Parish Website (www.olachurch.org) 

• Parish Weekly E-News 

• Social Media  
o Instagram (www.instagram.com/olachurchbrookhaven/),   
o Facebook (https://www.facebook.com/olachurch.atlanta) 

• Narthex Monitor (Church) 

• Outside Electronic Sign (by Murray Center) 
 

Write-Up 
You are responsible for providing a brief description of your events/meetings for publication through the OLA 
Website: www.olachurch.org/bulletin-submissions. 
 

Submissions must include: 

• Ministry Name 

• Event Name 

• Date/Time/Location 

• Brief description 

• Cost (if any) 

• Contact Information 

• Links for RSVP/Payment/Etc. 

Requests for promotion through the bulletin will automatically be added to our parish website and to our 
Facebook and Social Media platforms.  
 

All submissions are subject to editing.  
 

Please do not send images to promote your event. Due to photo copyrights and the numerous sizes required, 
images are created through the Communications Department.  

 

Weekly Bulletin  

• Due to increasingly limited space, non-OLA outside events are NOT published except on rare 
occasions. Outside events, upon approval, can be included on our website’s Around the Archdiocese 
page at https://www.olachurch.org/around-archdiocese 
 

• Due to limited space, photos/clip art will only be published when space is available.  
 

• Bulletin Deadlines 
o All bulletin submissions are due by 9am on TUESDAY 12 DAYS PRIOR to publication of the 

bulletin unless otherwise published in the e-news or bulletin.  
 

o Deadlines are subject to change throughout the year. Check the bulletin, website 
(www.olachurch.org/bulletin), and e-news frequently for changes.  

 

o No submissions will be accepted after the published deadline. 
 

 
 
 
 
 
 
 

http://www.olachurch.org/
http://www.instagram.com/olachurchbrookhaven/
https://www.facebook.com/olachurch.atlanta
http://www.olachurch.org/bulletin-submissions
https://www.olachurch.org/around-archdiocese
http://www.olachurch.org/bulletin
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Website  

• Ministry Description 
o Each ministry leader is responsible for monitoring the information for his or her ministry on the 

parish website.  
o If a change/update is required, email Anne Stephens (astephens@olachurch.org). 
o Updates may take up to five business days. 

 

• Upcoming Events 
o Major events are included in the Upcoming Events section on the Home page.  
o These events are generally uploaded 6 weeks prior to the event. 

 

• Share Your Good News! 
The News Section of the Home page is a great place for you to share something exceptional that has 
happened with your ministry. Email details to Anne Stephens (astephens@olachurch.org). Include a 
brief explanation and a few photos if you have them. (See page 16 for photography policy.) Updates 
to the website can take up to 5 business days. 

 

Weekly E-News 
Meeting and Event information submitted for the printed bulletin will automatically be added to the weekly 
parish e-news. The e-news is usually sent on Monday or Tuesday.  
 

Images that accompany your information are created by the Communications Department.  
 

Social Media 
Requests for promotion of events through the bulletin will automatically be added to our Facebook and 
Instagram social media platforms. This does not include weekly ministry meetings.  
 

Images that accompany your information are created by the Communications Department.  
 

Items will post 2-3 times a week until the time of the event.  
 

Please do not send marketing images to promote your event. Due to photo copyrights and the numerous sizes 
required, marketing materials are created through the Communications Department.  
 

Share Your Good News! Social Media is a great place for you to share something exceptional that has 
happened with your ministry. Email Anne Stephens (astephens@olachurch.org) a brief write-up and a few 
photos.  (Please do NOT text the information or photos.) 
 

Narthex Monitor 
Major events will be promoted on the monitor in the Narthex of the Church as space is available. They will be 
included for only a few weeks. Promotion on the Narthex Monitor is not guaranteed.  
 

Narthex 
We sometimes receive requests from ministries to place flyers in the Narthex of the Church for ministries or 
events. Due to limited space and the sacred nature of the space, we limit the amount of advertising we place 
out. Flyers/Posters (for glassed cases) must be approved by the parish office in advance and, if approved, will 
be displayed for a limited amount of time. Contact Benny Strozier (bstrozier@olachurch.org) for more 
information. 
 

 

mailto:astephens@olachurch.org
mailto:astephens@olachurch.org
mailto:astephens@olachurch.org
mailto:bstrozier@olachurch.org


16 | P a g e - A u g u s t  2 0 2 4  

 

 
 

Outside Electronic Sign (By the Gym) 
Major events will be promoted on the electronic sign next to the Murray Center/Gym as space is available. 
They will be included for only a few weeks. As the Parish and School share this sign, usage is limited. 
Promotion on the Electronic Sign is not guaranteed.  
 

Pulpit Announcements 
Pulpit announcements are made by the deacon at the end of our weekend Masses.  
 

• All requests for pulpit announcements MUST be e-mailed to Jake Mappes, Director of Music & Liturgy, 
(jmappes@olachurch.org) for approval. 
 

• Requests MUST be received by the Director of Music & Liturgy by noon on Wednesday before the 
weekend Masses.  
 

• Pulpit announcements are ONLY for events occurring over the next few days and are NOT intended 
for events weeks in advance except for special liturgical events.  Pulpit announcements can only be 
one or two sentences.  Anything more than that should be in the bulletin.  There will be no 
announcements for regularly scheduled recurring meetings. 
 

• Editing for content, brevity, and grammar will be at the discretion of the Director of Music & 
Liturgy.  Do not include emails or phone numbers.  

 

Pulpit Pitches (Speaking at Mass) 
All inquiries/requests for a member of your ministry to speak from the ambo at the end of Mass MUST be e-

mailed to Jake Mappes, Director of Music & Liturgy (jmappes@olachurch.org) and Karen Kotara 

(kkotara@olachurch.org).  

• Requests MUST be received by noon on Wednesday 2 weeks before the desired weekend. Only 1 

speaker is allowed during a weekend, so please plan well in advance to avoid conflicts. It is best to 

make your request during the Spring calendar process.  

 

• A copy of your speech MUST be sent to the Director of Music & Liturgy along with your request. 

Speaking off-the-cuff or without a prepared writeup is strictly prohibited. 

 

• Full approval is granted by the pastor, after which you will receive confirmation. 

 

• No more than 1 representative of your ministry may speak at a Mass. Brevity and conciseness are 

paramount. Speakers are limited to no more than 3 minutes. 

 

• When deciding whether to make a request to speak, please STRONGLY consider the necessity. Short 

announcements by the deacon are always preferable. 
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Photography 
Publishing photographs of parishioners of all ages fosters a greater sense of community. Photos are used to 
enhance the quality of our print materials (such as the Bulletin and Annual Report), website, and social media.  
 

Make sure that you have permission to share photographs before you submit them to the Communications 
Director.  
 

For Public Events – Permission is Implied 
For photos taken at events that are open to the public, there is no expectation of privacy and permission for 
use of images taken at those events is implied. Examples of this include Mass and parish-wide events. Persons 
attending these public events waive any claims and/or rights regarding use of photos. People not wanting to 
be photographed must inform event photographers.  
 

Photographing Minors 
An Archdiocesan Annual Media Release form for minors must be collected by ministry leaders and then 
submitted to the Communications Director in order for photos to be published in print, on the website, or on 
social media. No photos will be accepted or published without signed parental consent. The Communications 
Director is NOT responsible for having forms completed for your ministry. 
 

The Archdiocesan Annual Media Release form can be found in Appendix V. 
 

How to Have Photos Published on Social Media 
We love to share photos of meetings and events! Please be sure to have one of your members take photos for 
you. Using a camera instead of a cell phone will provide better quality for publication. A media form must be 
submitted for events with children. 
 

Due to limited space in the printed bulletin, we can’t promise to publish photos in the bulletin, but photos can 
be posted on social media and may be used in our Annual Report or Ministry Guide.  
 

Sharing Your Photos 
Choose your best photos to be sent to Anne Stephens, Communications Director (astephens@olachurch.org). 
Do not text photos.  
 
Submit photos: 
 

• As attachments to an Email (do not imbed them in the email), or  

• Via a link to Google Photos or another online photo sharing app. 
 
No drones are allowed on campus without permission of the Business Manager. Contact Benny Strozier 
(bstrozier@olachurch.org) for more information.  
 
 
 
 
 
 
 
 

mailto:astephens@olachurch.org
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All ministries are encouraged to have ‘olachurch.org’ email addresses. This aids continuity when leadership 
changes and also protects you from having your personal information made public. Examples include: 
koc@olachurch.org, racialjustice@olachurch.org, loaves-fishes@olachurch.org, and fishfry@olachurch.org.  
 
If you would like a ministry specific email address, contact Anne Stephens at astephens@olachurch.org.  

 

 
 
 

 

New Services Vendor Set-up  
1. All new vendors providing services must complete the “Vendor Acknowledgement Form” (Appendix I) 

along with the required additional documents -W9 (Rev. 3-2024) (Appendix J), Business License, and 
Liability Insurance Coverage (See sample Certificate of Insurance showing new Archdiocesan 
requirements (Appendices M1 & M2). If and only if the vendor cannot provide liability insurance, then 
the Vendor Hold Harmless/Indemnity Agreement must be completed (Appendix L).  All forms must be 
submitted to Jim Schweizer (jschweizer@olachurch.org) no later than two weeks prior to the event. 
(Vendor cannot be paid until all forms are submitted.) 

 

2. If the vendor cannot complete this form acknowledging the performance of background checks, then 
background checks of any employee of the vendor coming to OLA must be done through OLA.  (This 
would primarily apply to individuals, single-proprietor businesses or those with very few employees.)  
W9s are still required, and proof of liability insurance coverage is required as well. 
 

3. It is the responsibility of the requestor to be sure that the new vendor has all the necessary 
information/forms required.  Once all documents are received in good order, the Business Manager 
will notify the original PO requestor.  No payments will be made until all the paperwork is in hand. 

 

Inflatables and Bounce Houses 

Inflatables & Bounces House Contracts/Lease agreements must be turned in to Benny Strozier 
(bstrozier@olachurch.org) as soon as possible, but no later than 30 days prior to the event.  
 
All Inflatable/Bounce House vendors must complete the Vendor Hold Harmless Indemnity Agreement-Mutual 
Indemnity. This must be filled out if the Inflatable/Bounce House Company will be setting up and supervising 
the use of the equipment or if they will only be dropping off the equipment.  
 
For additional guidance on Inflatables/Bounce Houses please see the set of rules in Appendix K. 
 
 

MINISTRY EMAIL 
ADDRESS 

VENDOR INFORMATION 
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OLA is on a July 1- June 30 fiscal year.  All expenses incurred during this period should always be submitted for 
reimbursement prior to June 30.  Budgets are prepared in the March-April time frame.  If specific needs are 
desired for the upcoming fiscal year, please reach out to Jim Schweizer, Parish Bookkeeper, at 
jschweizer@olachurch.org. If you are a new ministry leader, please reach out to Jim to determine if your 
ministry has a budget and to discuss any financial questions you have. 
 

Donations To Cover Expenses 
We have many generous leaders that wish to cover the expenses of their ministry activities. We ask that you 
please submit your receipts for reimbursement to help us keep track of our ministry expenses. This helps us 
with future parish budgeting. You are welcome to then donate back to the church to cover those expenses.  
 

Purchase Orders 
Purchase orders are required for all purchases/expenditures over $250.  

1. Use Purchase Order Form (PO). Complete the form, explain the purchase and expected dollar amount. 
The Purchase Order Form can be found in Appendix N. 
 

2. Submit the PO request to Business Manager (Benny Strozier) via email (bstrozier@olachurch.org) or 
bring it to the parish office. 

 

3. If approved by Benny Strozier, Business Manager, a copy will be sent back to requestor and the parish 
bookkeeper.  If not approved, Benny will discuss with requestor and advise parish bookkeeper. Benny 
will also advise the requestor if this is a new services vendor to OLA. 
 

4. Once approved, if a PO number is required for your vendor, contact Jim Schweizer 
(jschweizer@olachurch.org). 

 

5. The purchase is then made.  
 

It is always preferable to have the vendor invoice OLA.  If it is a services vendor new to OLA, then the new 
vendor set-up process must be followed. (See above).  Once the vendor is set up (notification will be 
provided to you from the Business Manager) and you have the invoice, the purchase order should be 
attached to the bill and the original invoice signed and forwarded to the accounting office for payment. 

 

If an expense is paid by the requestor, the requestor completes the check request form and attaches the 
original or scanned receipts (no jpeg or png files) and the approved purchase order to the check request 
and forwards it to the accounting office.  The Check Request Form can be found in Appendix O.   

 

Check Requests for Reimbursements Under $250.  
If you are requesting reimbursement for a ministry expenditure under $250, please submit the check request 
form with original or scanned receipts to Jim Schweizer (jschweizer@olachurch.org).  
 
 
 
 
 

FINANCIAL/BUDGET INFORMATION 
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Third Party Vendor Usage for Processing Payments 
In most cases, the invoice payment to a vendor or the reimbursement for a ministry expenditure will be made 
through our Third Party payment processing vendor BILL.  BILL allows the payee to have the funds direct 
deposited if desired; otherwise BILL will mail a check as payment.  Instructions on how to set yourself up in 
BILL will be sent to you at the same time BILL sends you an invite. 
 

Collecting Funds 
Handling, managing and safeguarding cash is critical.  In general, the basis of cash controls should be based on 
key steps such as: having dual control of cash at all times; using tamper-evident bags for the cash deposits; 
using drop safes for depositing cash collected, etc.   
 
The Event Reconciliation Form (Appendix P) should be used to track and deposit all cash/checks collected at 
any OLA event.  Bags ready for deposit should be placed in one of the two safes on campus – either in the 
vesting sacristy or the breakroom in the Parish Offices.  Be sure and notify Jim Schweizer well in advance of 
your event if you expect to be handling cash so that you have your deposit bags.  Any questions should be 
directed to Jim Schweizer (jschweizer@olachurch.org) 
 

Payment Links and QR Codes 
If you would like to set up electronic payments for dues, sales, or events contact Anne Stephens 
(astephens@olachurch.org). QR codes linking to the payment form are available upon request. Requests for 
registration links must be made two weeks prior to the time you will use them.  
 

Request For Start-Up Funds 
There are times when a ministry may require minimal start-up funds for an event. Contact 
(jschweizer@olachurch.org) two weeks prior to the event so arrangements may be made to fulfill your 
request. Arrangements to return start-up funds must be made with Jim at that time. Funds must be returned 
to the parish office no later than 3 days after the event. 
 

Request For Cash Box 
There are times when a ministry will need a cash box for an event Contact (jschweizer@olachurch.org) two 
weeks prior to the event so arrangements may be made to fulfill your request. The cash box must be returned 
to the parish office no later than 3 days after the event. 
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The Archdiocese of Atlanta requires that an Events Serving Alcohol Checklist be submitted for all parish 
meetings/events where alcohol is served. In accordance with Archdiocesan Policy the Alcohol Policy at Our 
Lady of the Assumption Catholic Church is as follows: 
 

The Archdiocesan Events Serving Alcohol Checklist must be completed for all EVENTS and MINISTRY 
MEETINGS where alcohol is served and must be turned into Benny Strozier (bstrozier@olachurch.org) 30 days 
prior to the event. 
 

No alcohol can be served in any areas of the school (Chanel Center, Library, Marist Hall, Marist Hall Kitchen, 
and Murray Center).  
 
Ministry Leaders are responsible for ensuring that all items on this checklist are adhered to including, but not 
limited to, the following: 

• Alcohol is not permitted in any school facility (Chanel Center, School, Library, Marist Hall, or the 
Murray Center).  

• Food must be served at events where alcohol is consumed. 
• Alcohol cannot be sold but may be provided; No “Cash Bars” are allowed. 
• Alcohol is to be limited to beer and wine.  
• A limit of one (1) drink per hour with a maximum of 2 drinks per event unless the event lasts over three 

(3) hours. 
• Serving of Alcohol must end 1 hour prior to the end of the event. 
• No BYOB (Bring Your Own Beverage) is allowed at any time. This must be included in advertising for 

events and posted at events – especially events where BYOB was previously allowed. 
• Backup Transportation must be provided in case someone drinks too much; and 
• A police officer must be present when alcohol is served. ($65-70/hour with a 3-hour minimum. This 

cost is paid for by the ministry hosting the event.)  Staffing of the police officer is handled by OLA’s 
Communications Office. Contact Anne Stephens (astephens@olachurch.org) to request a police officer. 
Ministry leaders are responsible for submitting check request for officer payment.  

 
The Events Serving Alcohol Checklist can be found in Appendix Q. The Check Request Form can be found in 
Appendix O. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ARCHDIOCESAN ALCOHOL POLICY 
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If you have any questions with regard to the requirements/policies below, contact Benny Strozier, Business 
Manager, at bstrozier@olachurch.org.  

 
Safe Environment/ Volunteer Requirements 
Ministry leaders are responsible for ensuring that their volunteers complete the following steps before 
allowing them to volunteer – especially with children and other vulnerable individuals. 
 

Adult Volunteers 
ALL adults who volunteer with children (those under the age of 18) or vulnerable adults at OLA must complete 
the following PRIOR to volunteering at OLA: 
 

1. Complete the Volunteer Application and the Sterling Consent Form (for background check) and 
turn completed paperwork in to Benny Strozier at the Parish Office. Original paperwork is 
required, no electronic copies. 

 

To download these forms go to www.olachurch.org/ministry-leaders or email Benny Strozier at 
bstrozier@olachurch.org. 
 

a. You MUST sign both forms.  
b. You MUST include your birthday on your paperwork, or your application cannot be 

processed.  
c. You MUST include your social security number on your paperwork, or your application 

cannot be processed. 
 

2. Sign-up for and complete a VIRTUS Training Class by following the instructions below. 
 

a. Click here or, 
b. Go to www.olahchurch.org/ministry-leaders for the link to the Archdiocesan site. 

  

No one is permitted to volunteer with children or other vulnerable persons 
until this process has been completed. 

  

Volunteer & Employee Driver Information 
The Archdiocese of Atlanta requires that any driver on church business who is driving others must adhere to 
the requirements listed in the Employee/Volunteer Driver Requirements Checklist. The checklist must be 
turned in to the parish Business Manager, Benny Strozier (bstrozier@olachurch.org), prior to driving on parish 
business. Original forms are required; electronic copies will not be accepted.  
 
Detailed Employee/Volunteer Driver information can be found at Appendices R1-R5. 
 

 
 

VOLUNTEERS/SAFE ENVIRONMENT 
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Volunteering Minors 
ALL minors who volunteer with children or vulnerable adults at OLA must complete the following paperwork 
and turn it in to the parish Business Manager, Benny Strozier (bstrozier@olachurch.org) PRIOR to volunteering 
at OLA. Original paperwork is required, no electronic copies.   
 
Volunteer Paperwork for Minors with instructions can be found in Appendices S and T. 

 

Volunteering Minors do NOT attend VIRTUS Protecting God’s Children training. 
 

Adult to Youth Ratio 
The Archdiocese of Atlanta recommends the following ratio of adults to youth at all meetings and events: 
 

• Elementary Aged Youth (Grades K-5) – 1 adult per 6 children 

• Middle School Aged Youth (Grades 6-8) – 1 adult per 8 children 

• High School Aged Youth (Grades 9-12) – 1 adult per 10 teens 
 

Medical Release for Minors 
The Archdiocese of Atlanta requires that an Annual Medical Release be filled out for every minor who is 
involved in a ministry at the parish. The medical form allows adult leaders of OLA to obtain medical aid in case 
of injury during a ministry meeting or outing. It also provides emergency contact numbers. This form is only 
good for one year. 
 
The Annual Medical Release for Minors can be found at Appendices V1 and V2. 

 

Permission to Contact Youth Form for 6th - 12th Graders 
The Archdiocese of Atlanta requires that permission to contact youth (6th - 12th graders, not younger 
children) be in writing. This form gives a ministry leader permission to contact youth within that ministry via 
text, email, and/or social media. Parents will always be provided with the same communications as their 
child(ren), but it may be transmitted via a separate technology. 

 
The Permission to Contact Youth Form can be found at Appendix W.  
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Ministry Membership Lists 
Ministry leaders are to keep updated lists of their active members – both children/youth and adults - for our 
parish records. This helps us keep track of how healthy our ministries are and how active our parish is.  
 
You will be asked to submit a list of active members to Anne Stephens, Communications Director, each Fall.  
 
As new members join your ministry, please forward those names for our records. Please do NOT send a list 
of all members at that time, just those you have added to the previous list.  
 

Active Parishioner Status for Parish Verifications 
The Archdiocese of Atlanta requires all families to submit a Parish Verification form to their Catholic School to 
verify that the family is registered and active in the parish. 
 
It is up to you, the ministry leader, to determine what qualifies as active status in your ministry. (Example: 
Making a one-time/occasional donation to an event is appreciated, however, it is not sufficient to being 
considered active.) 
  
The Archdiocese of Atlanta defines “Active Parishioners” as: 

• Those who have been registered in the parish for at least six (6) months. (Please note that if you 

registered during the last six (6) months in this parish, you must provide evidence that you were 

previously active members at another parish, for a cumulative period of at least six (6) months, 
  

• Attend Mass weekly and on Holy Days of Obligation, and 
  

• Contribute financially (in a trackable way) to support the parish and the Archbishop’s Annual Appeal, 

and 
 

• Contribute time and talent by participating in at least one ministry in the parish.  
  

Parents must adhere to all the requirements listed above as set forth by the Archdiocese of Atlanta’s Office 

of Catholic Schools to receive Active Parishioner Status.  

 

Please share OLA’s Parish Verification Policy with your ministry members. It can be found at 

www.olachurch.org/parish-verification. 
 

 
 
 
 
 
 

MINISTRY MEMBERSHIP 
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When weather is hazardous – or has the potential to become hazardous – the OLA campus will close. In the 
event of our closing, the information will be provided as soon as possible via the following: 
 

• Posted on the parish website (www.olachurch.org) 

• Posted on Facebook (www.facebook.com/olachurch.atlanta) 

• Posted on Instagram (www.instagram.com/olachurchbrookhaven/) 

• Via the Parish E-News  
 
Please note that in the event of a power outage, it is not possible to send the e-news or to update the website. 
 
If Dekalb County Schools and the Preschool and OLA School are closed, the parish office is closed and all 
meetings, events, and practices are cancelled.   
 
If hazardous weather does occur, please use common sense before getting on the roads to come to OLA.  
 
If the news is telling you to stay off the roads, do not come to OLA - especially in the mornings and after dark! 
 

 
 
 
 

 
 

Safety Concerns 
The safety of all people on our campus is a top priority. We want all our members and guests to feel safe and 
secure at all times.  
 
Safety begins with each of us. If something does not look or feel right, it probably isn’t. Please be alert and 
diligent at all times. 
 
You may want to print this information and keep it with you during your meetings and events.  
 
It is imperative to get everyone present to safety and then call 911 if faced with an emergency situation, 
either non-violent or one you would consider threatening. Then contact clergy/staff.  
 
 
 
 
 
 
 
 

VOLUNTEERS/SAFE ENVIRONMENT 
EMERGENCIES 

INCLEMENT WEATHER POLICY 
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Campus Security Firm 
Due to the increased violence at churches and schools – and in our ongoing effort to keep our community safe 
– we have hired a security firm that will have personnel onsite 7 days a week.  
 

Safety/In Case of Fire 
In case of fire, it is imperative to get everyone present to safety and then call 911.  Then notify clergy/staff. 
 

Fire extinguishers can be found in the following locations (they are visibly marked):  
 

Chanel Center 

• Outside doors in Library 
 

Church – First Floor 

• Outside the Daily Chapel 

• By the bathrooms   

• In the sound/light room next to the choir behind the altar 
 

Church – Second Floor 

• Hallway  

• Upper Room under the sink 
 
Marist Hall 

• Center of room near kitchen 
 
Moylan Hall 

• Kitchen  

• To the right of the girls bathroom 
 

Murray Center 

• Both sides of stage 

• By bathrooms  

• In lobby by double doors 
 

Parish Office Conference Room 

• At the exterior door (church side) across from the meeting space 

• At the end of the hall at the opposite end of the hallway 
 

School Library 

• At doors 
 
 

The Upper Room 

• Under sink 
 

Youth Room 

• At the exterior door (church side) to left as you exit youth room exterior door 

• At the end of the hall at the opposite end of the hallway 
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Medical Emergency 
In case of a medical emergency, call 911 immediately. Then notify clergy/staff.  
 
Clergy or Staff members will notify parish security, but if possible, please wave him/her down for assistance. 
 
AED (Automated External Defibrillator) 
The 911 operator may ask you if you have access to an AED (Automated External Defibrillator). An AED is an 
easy-to-use medical device used to re-establish heart rhythm in those experiencing sudden cardiac arrest. 
Easy to follow instructions are included with the device.  
 
AEDs are located in the following spaces: 
 
Church 
First Floor near bathrooms 
 
Moylan Hall 
Kitchen 
 

School 
By elevator 
Gym lobby  
2nd Floor across from Teacher’s Lounge 

 

 
First Aid Kits   
There are first aid kits located in the meeting spaces listed below.  
 
First floor of Church 
By bathrooms 
 
Second floor of Church 
Under sink in Upper Room 
 
Marist Hall  
Over fire extinguisher 

 
Moylan Hall 
Kitchen 
 
Parish Office 
On top of refrigerator in the kitchen 
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Where to Send First Responders 
If you call 911 it is important that you provide accurate information to assist first responders in finding you.  
 

• Give 911 the correct address: 

o The address of the Parish Office/Youth Room/Parish Office Conference Room is 1406 Hearst 
Drive. 

o The address of the Church/Upper Room/Choir Room/Preschool/Moylan Hall is 1350 Hearst 
Drive. If in Upper Room or Choir Room be sure to specify second story of the church. 

o The address of the School/Chanel Center/School Library/Marist Hall/Murray Center is 1320 
Hearst Drive. 

• If possible, send ministry members outside to key points to point the way for police: 

o At the entrance by the playing field. 

o On lower level to point to upper level as needed. 

o At entrance doors.  

o You may have to have multiple people within sight of one another to properly direct first 
responders. 

o For the Parish Office/Youth Room/Parish Office Conference Room someone will need to wait at 
the street where Hearst Drive and Lanier Drive intersect.  

 
Notify Parish Clergy/Staff Immediately 
Once the authorities have been contacted, the next step is to contact the parish clergy/staff as follows: 
 

• Monday – Friday during office Hours (8am-4pm/3pm in summer): Contact the parish office at 404-261-

7181. 

• After Hours and Weekends: Call the rectory at 404-365-0508. 

• If you cannot reach the Office or Rectory: Contact Benny Strozier (404-316-6080), Business Manager, 

or Anne Stephens (678-879-8290), Communications Director.  

• Clergy or Staff members will notify parish security, but, if possible, please wave him/her down for 
assistance. 
 

Please note that the personal numbers listed in this section are for emergencies only and not for general 
parish/ministry business.  
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Accident/Injury Reports 
Accidents happen. If someone is injured at your event, after providing the appropriate medical care, contact 
Benny Strozier, Business Manager, at bstrozier@olachurch.org.  
 
The Archdiocesan Accident/Injury Report can be found in Appendix X. This should be filled out and turned in 
to Benny Strozier (bstrozier@olachurch.org) as soon as possible after the incident. 
 

Report Damages 
If you have any damaged items or problems to report, please contact Benny Strozier 
(bstrozier@olachurch.org) as soon as possible after your meeting/event. Working together, we can keep our 
parish home in good shape, sparkling clean, and ready for the next group who will use the facilities. 

 
 

 
 
 
 

 
Part of being an effective leader is spotting leaders in your ministry and planning for your retirement.  When 
you begin thinking of stepping down it is important that you be on the lookout for a replacement.  
 
Contact the pastor and/or Anne Stephens (astephens@olachurch.org) when you are making plans to hand 
your ministry over to new leadership.  

 

 
 
 
 
  

 

 

 

 

 

 

 

 

ACCIDENTS, INJURIES, AND DAMAGES 

LEADERSHIP SUCCESSION 
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Appendix A: General Campus Guidelines 
Facilities Scheduler: Karen Kotara, kkotara@olachurch.org 

Facilities Manager:  Jon Mangiaracina, jmangiaracina@olachurch.org  
 

Listed below are some basic guidelines that are in place when using any facilities on the OLA campus.  
This is NOT a complete list of parish policies.  
 

1. All scheduling requests MUST be submitted to Karen Kotara, Pastor’s Secretary, via the parish website.  
 

2. Advertising requests for your meeting/event must be submitted to Anne Stephens at 
www.olachurch.org/bulletin-submissions.   
 

3. Space User Agreements and Set-Up Requests must be submitted to Jon Mangiaracina 
(jmangiaracina@olachurch.org) and Karen Kotara (kkotara@olachurch.org) no later than 2 weeks prior to the 
scheduled event/meeting.  
 

4. All parish policies and procedures are determined by the pastor. Ministries and individuals cannot make policies 
for the parish.  

 

5. No “room hopping.” Access is permitted only to the room(s) scheduled for your event/meeting. 
 

6. The facility is only available for the assigned time that has been scheduled. Do not arrive early or stay late. You 
must be out of the reserved space as scheduled. 
 

7. If an event is cancelled, the individual who made the initial reservation is responsible for notifying the parish 
office as soon as possible. Notify Karen Kotara, kkotara@olachurch.org, and Anne Stephens, 
astephens@olachurch.org, in the event of a cancellation. This is important to make the space available for others, 
for security purposes, to discontinue marketing. 
 

8. The OLA Campus is smoke-free. 
 

9. Alcohol can only be served after approval from the Parish Office and in accordance with the parish alcohol policy. 
Alcohol can NOT be served in areas of the school (Chanel Center, School Library, Marist Hall/Kitchen, Murray 
Center). BYOB is never allowed.  
 

10. Children must never be left unattended. All children under 16 must be supervised by a parent or other Virtus-
trained adult.  
 

11. Rooms are not equipped to accommodate materials storage. All materials used are to be removed at the close of 
each meeting/event. This includes the narthex closet in the church. Any unclaimed items will be discarded.  
 

12. Rooms should be left clean after your meeting/event. This includes wiping down tables, sweeping/vacuuming, 
replacing any outlet covers that were removed during the event, emptying trash to dumpster, and breaking 
down the table/chair set-up (unless notified otherwise).  
 

13. Food and beverages should be removed after the event. Do not leave food/beverages in refrigerator or in 
pantries. Leftover items will be discarded. 
 

14. Reserved equipment should be left in the meeting space. 
 

15. Lights should be turned off after the completion of each meeting/event. 
 

16. The Columbarium/Garden of Memories in front of the Church is NOT a play area for children. All children MUST 
be accompanied by a parent or other VIRTUS trained adult. 

 

17. Many, many people use this campus. Please be a good steward of the campus and clean up any mess you make 
to help keep our facilities in good condition for everyone! 

 

 

mailto:kkotara@olachurch.org
mailto:jmangiaracina@olachurch.org
http://www.olachurch.org/bulletin-submissions
mailto:jmangiaracina@olachurch.org
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Appendix B: Schema for Recognition/Blessing at Mass 

 

Schema for Recognition/Blessing at Mass     

This form is to be submitted to Jake Mappes (jmappes@olachurch.org) and Karen Kotara (kkotara@olachurch.org) 

when you receive confirmation from Karen that your request has been placed on the parish calendar. Only submit an 

original or a scanned PDF. Do NOT take a photo with your cell phone to turn in.  

 

Date and Time of Mass: ____________________________________ 

Group/Ministry Name __________________________________________________ 

Coordinator Name _____________________________________________________ 

Coordinator Email/Phone _______________________________________________ 

 

Do you wish to reserve pews?    Yes ______  No ______  If yes, how many pews?  _________________ 

• The Ministry Leader is responsible for reserving the pews before Mass. 

• We have a limited number of reserved signs available, so we ask that the Ministry Leaders print signs for their 

event. Simply print “RESERVED” on a sheet of paper – print enough to go on both ends of the pews.  

• Arrive at least 30 minutes prior to the start of Mass to reserve pews, otherwise you may find them occupied. 

Will your group provide the following? Please note that volunteers must be TRAINED in the ministry listed below in 

order to serve, except for gift bearers.  

 Lectors  Yes ______  No ______ 

 Gift Bearers Yes ______  No ______ (Check in with Ushers prior to Mass.) 

 Ushers  Yes ______  No ______ 

 Altar Servers Yes ______  No ______    

 

Do you wish to have your group mentioned in the Prayers of the Faithful?  Yes ______  No ______ 

Do you have any questions or special requests?  

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

Date Submitted: ________________________ 

     

mailto:kkotara@olachurch.org
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Appendix C1: Meeting Space User Agreement 
Chanel Center/Parish Conference Room/School Library/Youth Room 

Only submit an original or a scanned PDF. Do NOT take a photo with your cell phone to turn in.  

Chanel Center/Parish Office Conference Room/School Library/Youth Room 
The first page of this document must be filled out by all persons/ministries that book meeting space at Our 

Lady of the Assumption Catholic Church located at 1406 Hearst Drive, Brookhaven, GA 30319.  
 
 

The agreement and diagram must be signed and returned to Karen Kotara (kkotara@olachurch.org) at the parish office 
no later than TWO WEEKS prior to the date of the event. Late submissions cannot be accepted. Within 2 weeks of the 
event, ministries are responsible for all setup/breakdown. Originals or PDFs only, no photos. Please note that leaders 

should be prepared to setup/breakdown space if facilities staff is not available. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This Section is Required for Everyone Using Meeting Space 
 

Event Name: __________________________________________ Date: ___________________________ 
 

Ministry Name: ________________________________ Contact Name: __________________________ 
 

Phone#: _________________________________ Email:  ______________________________________ 
 
 

# of People Expected:      Frequency of Event (Circle One):  One Time         Recurring 
 

 
Meeting Space Reserved:   Chanel Center  Parish Office Conference Room     
    School Library   Youth Room 
 

 

Chanel Center 

The Chanel Center is located in the school and is accessed through the main entrance.  
 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 
 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 
 

Capacity:   36 people  Set-up:  6 tables that seat 6 per table 
 

Special Notice: No alcohol is permitted in the Chanel Center. 
No AV equipment available.     
Please do not move tables.  

   Do not allow access into the school areas outside of the Chanel Center.  

   Do not prop open exterior doors. 
      

 

 

 

Parish Office Conference Room 

 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 
 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 
 

Capacity:   8 people  Set-up:  Conference Table Only 

AV Equipment: Monitor with HDMI port. Must bring laptop with HDMI port with you. 
 

Special Notice:   Parking for the Parish Office Conference Room is located on the upper level of the church 
parking lot (not at the parish office). There is a walkway from that parking lot up to the parish 
office.  

   Do not prop open exterior doors. 
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Appendix C2: Meeting Space User Agreement Continued  
Chanel Center/Parish Conference Room/School Library/Youth Room 

 

 

 

 

 

 

 

Please initial each item acknowledging the following: 
_______  If Alcohol is being served, the Serving Alcohol Checklist will be turned in to the Business Manager, Benny 

Strozier (bstrozier@olachurch.org) 2 weeks prior to the event along with this form. Request for a police 

officer must be submitted to Anne Stephens (astephens@olachurch.org) one month prior to the event. 

($70/hr. 3 hour minimum.) 

_______  If Children are present, they will be supervised at all times to ensure their safety and the cleanliness of the 

facility. Adult to youth ratio:   

▪ 1 adult per 6 children 
▪ Middle School youth – 1 adult per 8 children 
▪ High School youth – 1 adult per 10 teens 

_______  No tape, glue, or other adhesives will be used to affix items/decorations to the walls, floors, equipment, 
fixtures, or tables.  

_______ No running is allowed in any meeting space, except the gym.  
_______ No permanent markers will be used.  
_______ Trash, if any, will be emptied to the dumpster.  
_______ Wipe down/clean tables at end of event.  
______ All food/beverages must be removed from the premises.    
_______ All requirements of this Check List will be adhered to, and the space will be left in the same – or better – 

condition than prior to the event. 
 
_______________________________________________ ____________________________________  
Signature of Ministry Leader     Date 

 

Youth Room 
 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 
 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 
 

Capacity  Up to 20   
Set-up:  4 couches, 2 chairs. You can bring your own seating or sit on the floor.  
 

Room Rules: If you move furniture, please put it back in the original position.  
 

Snacks, Drinks, and Supplies in the room are NOT available for your use. These are for the Youth 
Ministry.  

 
 

AV Equipment: Monitor with HDMI port – bring your own HDMI cord. Must bring laptop with HDMI port.  
 

Parking:  Parking for the Youth Room is located on the upper level of the church parking lot (not at the 
parish office). There is a walkway from that parking lot up to the parish office.  

 
\\\ 

 

 

School Library 
 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 
 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 
 

The School Library is located in the school and is accessed through the main entrance.  
 

Capacity:   16 people   Set-up:         4 tables that seat 4 per table 
Special Notice: No alcohol is permitted  

No AV equipment available.    
Do not move tables.  

   Do not allow access into the school areas outside of the School Library.  
Do not prop open exterior doors.  
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Appendix D1: Meeting Space User Agreement 

Marist Hall 

The first page of this document must be filled out by all persons/ministries that book meeting space at Our Lady of the 
Assumption Catholic Church located at 1406 Hearst Drive, Brookhaven, GA 30319.  

 

On page 3 of this agreement create a diagram of the set-up required.  
 

The agreement and diagram must be signed and returned to Karen Kotara (kkotara@olachurch.org) at the parish office no 
later than TWO WEEKS prior to the date of the event. Late submissions cannot be accepted. Within 2 weeks of the event, 
ministries are responsible for all setup/breakdown. Originals or PDFs only, no photos. Please note that leaders should be 

prepared to setup/breakdown space if facilities staff is not available 

 

 

 

This Section is Required for Everyone Using Marist Hall 
 

Marist Hall is located in the school and is accessed through the main entrance.  
 

Please note that the Marist Hall Kitchen is a separate booking from the Marist Hall space. If you have booked Marist Hall 

and not the Marist Hall Kitchen, do not access the Kitchen.  
 

Capacity:   120 people 

Special Notices: There is no access to Marist Hall prior to 6pm on school days. 

No alcohol permitted in Marist Hall. 

Do not prop open exterior doors.  

   Do not allow access into the school areas outside of Marist Hall.  

   Not accessible before 6pm on school days.  
  

Event Name: __________________________________________ Date: ___________________________ 
 

Ministry Name: ________________________________ Contact Name: __________________________ 
 

Phone#: _________________________________ Email:  ______________________________________ 
 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 

 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 

 

# of People Expected:      Frequency of Event (Circle One):  One Time Recurring 
 

 

# of Round Tables Needed: ____________  # of Round Tablecloths Needed: _________________ 

# of Rectangular Tables Needed: __________  # of Rectangular Tablecloths Needed: ____________ 

 

AV Equipment Requested: Monitor (Must provide your own laptop and HDMI Cord) 
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Appendix D2: Meeting Space User Agreement Continued 

Marist Hall 

Marist Hall Usage Checklist 

Please initial each item acknowledging the following:  

_______  No Alcohol usage/service is permitted in Marist Hall.  

_______ Marist Hall will not be accessed prior to 6pm on school days.  

_______ If the Marist Hall Kitchen has not been reserved, it will not be accessed.  

_______  School Cafeteria tables that are stored in Marist Hall will not be moved. 

_______If Children are present, they will be supervised at all times to ensure their safety and the cleanliness of the 
facility. (Adult to youth ratio:  

▪ Elementary youth and younger: 1 adult per 6 children 

▪ Middle School youth – 1 adult per 8 children 

▪ High School youth – 1 adult per 10 teens 

_______  Running is NOT allowed. 

_______ Equipment shown in red on the Marist Hall Set-Up Diagram on page 3 will NOT be moved.  

_______ No candles will be used. 

_______ No tape, glue, or other adhesives can be used to affix items/decoration on the walls, floors, equipment, 
fixtures, or tables.  

_______   No permanent markers will be used.  

_______ The space will be left in the same – or better – condition than prior to the event.  

_______ Tables will be wiped down.  

_______ All food and beverages must be removed from the premises at the conclusion of the event. Any leftover food 
or beverage will be removed.  

_______ Tables and chairs will be put up unless otherwise coordinated with the Facilities Manager.  

_______ Trash, if any, will be emptied to the dumpster.  

_______ Laundered tablecloths will be returned to the parish office within 3 days of the event.  

_______ In the event of injuries, after providing the appropriate medical care, Benny Strozier, Business Manager, at 
bstrozier@olachurch.org will be contacted to submit an Archdiocesan Accident/Injury Report immediately 
following the incident. 

_______ In the event of damages, a note will be left in Marist Hall and Mrs. Mandy Crock, Principal of OLA School 
(mcrock@olachurch.org) and Benny Strozier, Business Manager (bstrozier@olachurch.org), will be notified 
immediately. 

 

_______________________________________________ ____________________________________  

Signature of Ministry Leader    Date 

Thank you for adhering to these policies! 

Working together, we can keep our parish and school home in good shape, sparkling clean, 
and ready for the next group who will use the facilities! 
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Appendix D3: Meeting Space User Agreement Continued 

Marist Hall 
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Appendix E1: Meeting Space User Agreement 
 

Marist Hall Kitchen 
 

 The first page of this document must be filled out by all persons/ministries that book meeting space at Our Lady of the 
Assumption Catholic Church. 

 

Special advanced training is required to use the Marist Hall Kitchen and must be coordinated through the school.  
 
 

The agreement and diagram must be signed and returned to Karen Kotara (kkotara@olachurch.org) at the parish office 

no later than TWO WEEKS prior to the date of the event. Late submissions cannot be accepted. Within 2 weeks of the 

event, ministries are responsible for all setup/breakdown. Originals or PDFs only, no photos. Please note that leaders 

should be prepared to setup/breakdown space if facilities staff is not available. 

 

Please initial each item acknowledging the following: 

_______ No Alcohol is permitted in the Marist Hall Kitchen. 
_______ Kitchen will only be used by persons who have received the required training by the school. 
_______ The space will be left in the same – or better – condition than prior to the event.  
_______ All food and beverages will be removed from the premises at the conclusion of the event. Any leftover food 

or beverage will be removed.  
_______ Trash, if any, must be emptied to the dumpster.  
_______ In the event of injuries, after providing the appropriate medical care, Benny Strozier, Business Manager, at 

bstrozier@olachurch.org will be contacted to submit an Archdiocesan Accident/Injury Report immediately 
following the incident. 

_______ In the event of damages, a note will be left in the Marist Hall Kitchen and Mrs. Mandy Crock, Principal of 
OLA School (mcrock@olachurch.org) and Benny Strozier, Business Manager (bstrozier@olachurch.org), will 
be notified immediately. 
 
 
 
 

_______________________________________________ ____________________________________  
Signature of Ministry Leader    Date 

 
 

 

 

 

This Section is Required for Everyone Using the Marist Hall Kitchen 
 

The Marist Hall Kitchen is located in the school and is accessed through exterior door at the MH Kitchen.  
 

Please note that the Marist Hall Kitchen is a separate booking from the Marist Hall space. If you have booked the Marist 

Hall Kitchen and not Marist Hall, do not access Marist Hall.  
 

 

Event Name: __________________________________________ Date: ___________________________ 
 

Ministry Name: ________________________________ Contact Name: __________________________ 
 

Phone#: _________________________________ Email:  ______________________________________ 
 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 
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Appendix E2: Meeting Space User Agreement Continued 

Marist Hall Kitchen 

Marist Hall Kitchen Cleaning Checklist 

In the columns to the left check off each item as completed. 

 

Be sure all of the following tasks are completed before leaving. Thank you. 

 

1.   Wipe down and sanitize all table surfaces 

2.   Sweep floor 

3.   Mop floor after sweeping 

4.   Take out all trash and put in dumpster 

5.   Wash all dishes 

6.   Put all dishes, cutlery, and knives in correct locations 

7.   Wipe down outside of dish machine with sanitizer solution. 

8.   Turn OFF dish machine - red switch on front 

9.   Make sure surfaces/walls are clear of all food particles 

10.   Wash and sanitize 3-compartment sink - be sure there is no food left in drains 

11.   Sanitize dish machine and entire dish pit area/surfaces 

12.   Wipe down stove/flattop area 

13.   Wipe outside of fryer 

14.   Be sure to clean any grease from fryer off the floor 

15.   Clean up any spills inside of reach in cooler 

16.   Sanitize hot serving lines if used 

17.   Clean out hot boxes of any food 

18.   Remove all food unless you have a prior arrangement with the school.  
 

Thank you for adhering to these policies! 

Working together, we can keep our parish and school home in good shape, sparkling clean, 
and ready for the next group who will use the facilities! 
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Appendix F1: Meeting Space User Agreement 

 

Moylan Hall 
 

The first page of this document must be filled out by all persons/ministries that book meeting space at 
Our Lady of the Assumption Catholic Church. 

 
On page 3 of this agreement create a diagram of the set-up required.  
 
The agreement and diagram must be signed and returned to Karen Kotara (kkotara@olachurch.org) at the parish 
office no later than TWO WEEKS prior to the date of the event. Late submissions cannot be accepted. Within 2 weeks 
of the event, ministries are responsible for all setup/breakdown. Originals or PDFs only, no photos. Please note that 
leaders should be prepared to setup/breakdown space if facilities staff is not available. 

 

 

 

 

This Section is Required for Everyone Using Moylan Hall 
 

Moylan Hall is located on the upper level across from the second floor of the church.  
 

 

Theater/Assembly Style Seating 
Capacity:   220 people 
Set-up:   Rows of chairs, Podium, Microphone 
AV Equipment: Monitor with HDMI port. Must bring laptop with HDMI port. 
 

Dinner/Events with Tables 
Capacity:   180 people 
Set-up:   6’ Round tables, 6’ rectangular tables, and/or card tables 
AV Equipment: Monitor with HDMI port. Must bring laptop with HDMI port.  

 

 

Event Name: __________________________________________ Date: ___________________________ 
 

Ministry Name: ________________________________ Contact Name: __________________________ 
 

Phone#: _________________________________ Email:  ______________________________________ 
 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 

 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 

 
# of People Expected:      Frequency of Event (Circle One):  One Time Recurring 
 

 

# of Round Tables Needed: ____________  # of Round Tablecloths Needed: _________________ 

# of Rectangular Tables Needed: __________  # of Rectangular Tablecloths Needed: ____________ 

 

Circle Equipment Requested:  Monitor (Must provide your own laptop and HDMI Cord) 

     Microphone and Podium 
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Appendix F2: Meeting Space User Agreement Continued 

Moylan Hall Checklist 
 

Please initial each item acknowledging the following: 

_______  If Alcohol is being served, the Serving Alcohol Checklist will be turned in to the Business Manager, Benny 
Strozier (bstrozier@olachurch.org) 2 weeks prior to the event along with this form. Request for a police 
officer must be submitted to Anne Stephens (astephens@olachurch.org) one month prior to the event. 
($70/hr. 3 hour minimum.) 

_______  If Children are present, they will be supervised at all times to ensure their safety and the cleanliness of 
the facility. (Adult to youth ratio: 

Elementary youth and younger: 1 adult per 6 children 
Middle School youth – 1 adult per 8 children 
High School youth – 1 adult per 10 teens 

_______  Running is NOT allowed. 
_______ No helium balloons will be used.  
_______ No candles will be used. 
_______ No permanent markers will be used.  
_______ No tape, glue, or other adhesives will be used to affix items/decoration on the walls, floors, equipment, 
fixtures, or tables.  
_______ The space will be left in the same – or better – condition than prior to the event.  
_______ If food and beverage are served, tables will be wiped down. Chairs will also be wiped down as needed.  
______ Tables and chairs will be put up unless otherwise coordinated with the Facilities Manager. Tables go in 

table room past girls bathroom. Chairs to be stacked in carts (be sure they all face the same direction).  
_______ Trash, if any, will be emptied in the mini-dumpster outside the kitchen.  
_______ The floor will be vacuumed if needed.  
_______ Replace any outlet covers that were removed during the event. Notify facilities if any are missing.  
_______ Bathrooms will be checked to ensure they are in good condition.  
_______ If the kitchen is used, it will be cleaned up. That includes wiping down countertops and cleaning any 

dishes. 
_______ Dishes, containers, and utensils will be cleaned, dried, and returned to the pantry where they were 

found.  
_______ All food and beverages (especially alcohol) must be removed from the premises at the conclusion of the 

event. (Do NOT leave in the refrigerator. It will be thrown away.)  
_______ Laundered tablecloths will be returned to the parish office within 3 days of the event.  
_______ In the event of injuries, after providing the appropriate medical care, Benny Strozier, Business Manager, 

at bstrozier@olachurch.org will be contacted to submit an Archdiocesan Accident/Injury Report 
immediately following the incident. 

_______ In the event of damages, a note will be left in in the kitchen and Benny Strozier, Business Manager 
(bstrozier@olachurch.org), will be notified immediately. 

 
 
_______________________________________________ ____________________________________  
Signature of Ministry Leader    Date 
 
 

Thank you for adhering to these policies! 
Working together, we can keep our parish and school home in good shape, sparkling clean, and ready for the next 

group who will use the facilities! 
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Appendix F3: Meeting Space User Agreement Continued 

Moylan Hall 
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Appendix G1: Meeting Space User Agreement 

Murray Center  

The first page of this document must be filled out by all persons/ministries that book meeting space at Our 
Lady of the Assumption Catholic Church.  

 

On page 3 of this agreement create a diagram of the set-up required.  
 

The agreement and diagram must be signed and returned to Karen Kotara (kkotara@olachurch.org) at the parish 
office no later than TWO WEEKS prior to the date of the event. Late submissions cannot be accepted. Within 2 weeks 
of the event, ministries are responsible for all setup/breakdown. Originals or PDFs only, no photos. Please note that 

leaders should be prepared to setup/breakdown space if facilities staff is not available. 
 

 

 

 

 

This Section is Required for Everyone Using the Murray Center 
 

The Murray Center is the gym and located on the lower level. It is accessed through the doors to the Murray Center.   
 

 

Capacity:   250 people (Approximately 200 chairs available) 
Set-up:   6’ Round tables, 6’ rectangular tables, and/or card tables  
Special Notice: No alcohol is permitted in the Murray Center. 

Access to the stage is NOT allowed.  
   Please do not prop open exterior doors.  
    

   Floors must be swept and mopped if food or drinks are served.  
  

 

Event Name: __________________________________________ Date: ___________________________ 
 

Ministry Name: ________________________________ Contact Name: __________________________ 
 

Phone#: _________________________________ Email:  ______________________________________ 
 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 

 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 

 
# of People Expected:      Frequency of Event (Circle One):  One Time      Recurring 
 

 

# of Round Tables Needed: ____________  # of Round Tablecloths Needed: _________________ 

# of Rectangular Tables Needed: __________  # of Rectangular Tablecloths Needed: ____________ 

 

Circle Equipment Requested:  Microphone and Podium 
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Appendix G2: Meeting Space User Agreement 

Murray Center 

Please initial each item acknowledging the following:  

_______  No Alcohol usage/service is permitted in the Murray Center.   

_______  If Children are present, they will be supervised at all times to ensure their safety and the cleanliness of the 
facility. Adult to youth ratio:  

▪ Elementary youth and younger: 1 adult per 6 children 

▪ Middle School youth – 1 adult per 8 children 

▪ High School youth – 1 adult per 10 teens 

_______ No helium balloons will be used.  

_______ No candles will be used. 

_______ No tape, glue, or other adhesives will be used to affix items/decoration on the walls, floors, equipment, 
fixtures, or tables.  

_______ No permanent markers will be used.  

_______ The space will be left in the same – or better – condition than prior to the event.  

_______ If food and beverage are served, tables will be wiped down.  

______ Tables and chairs will be put up.  

_______ Trash, if any, will be emptied in the dumpster.  

_______ The floor will be swept and mopped if needed.  

_______ Bathrooms will be checked to ensure they are in good condition.  

_______ All food and beverages will be removed from the premises at the conclusion of the event.  

_______ Laundered tablecloths will be returned to the parish office within 3 days of the event.  

_______ In the event of injuries, after providing the appropriate medical care, Benny Strozier, Business Manager, at 
bstrozier@olachurch.org will be contacted to submit an Archdiocesan Accident/Injury Report immediately 
following the incident. 

_______ In the event of damages, a note will be left in the Murray Center and Benny Strozier, Business Manager 
(bstrozier@olachurch.org), will be notified immediately. 

 

 

 

 

 

_______________________________________________ ____________________________________  

Signature of Ministry Leader    Date 

 

Thank you for adhering to these policies!  

Working together, we can keep our parish and school home in good shape, sparkling clean, 

and ready for the next group who will use the facilities! 
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Appendix G3: Meeting Space User Agreement Continued 

Murray Center 
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Appendix H1 Meeting Space User Agreement 

The Upper Room 

The first page of this document must be filled out by all persons/ministries that book meeting space at Our 
Lady of the Assumption Catholic Church.  
 

On page 3 of this agreement create a diagram of the set-up required.  
 

The agreement and diagram must be signed and returned to Karen Kotara (kkotara@olachurch.org) at the parish office 

no later than TWO WEEKS prior to the date of the event. Late submissions cannot be accepted. Within 2 weeks of the 

event, ministries are responsible for all setup/breakdown. Originals or PDFs only, no photos. Please note that leaders 

should be prepared to setup/breakdown space if facilities staff is not available 

  
 

 

 

 

This Section is Required for Everyone Using The Upper Room 
 

The Upper Room is located on the second floor of the church.  
 

 

Capacity:  Up to 30 depending on set-up 
 

Theater/Assembly Style Seating 
Capacity:   30 people 
Set-up:   Rows of chairs, Podium, Microphone 
AV:  Monitor with HDMI port. Must bring laptop with HDMI port. 
Special Notices: Do not prop open exterior doors.  
 

Theater/Assembly Style Seating 
Capacity:   24 people 
Set-up:   60” x 18” rectangular tables, and chairs 
AV:  Monitor with HDMI port. Must bring laptop with HDMI port. 
Special Notices: Do not prop open exterior doors.  

  
 

 

Event Name: __________________________________________ Date: ___________________________ 
 

Ministry Name: ________________________________ Contact Name: __________________________ 
 

Phone#: _________________________________ Email:  ______________________________________ 
 

Set Up Date/Time: ____________   Door Unlock Time: ___________ 

 

Start Time of Event: ____________  End Time of Event: ___________  Door Lock Time: ___________ 

 
# of People Expected:      Frequency of Event (Circle One):  One Time      Recurring 
 

 

# of Round Tables Needed: ____________  # of Round Tablecloths Needed: _________________ 

# of Rectangular Tables Needed: __________  # of Rectangular Tablecloths Needed: ____________ 

 

Circle Equipment Requested:  Microphone and Podium 
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Appendix H2: Meeting Space User Agreement Continued 

The Upper Room Usage Checklist 

Please initial each item acknowledging the following:  

_______  If Alcohol is being served, the Serving Alcohol Checklist will be turned in to the Business Manager, Benny Strozier 
(bstrozier@olachurch.org) 2 weeks prior to the event along with this form. Request for a police officer must be 
submitted to Anne Stephens (astephens@olachurch.org) one month prior to the event. ($70/hr. 3 hour 
minimum.) 

_______  If Children are present, they will be supervised at all times to ensure their safety and the cleanliness of the 
facility. Adult to youth ratio:  

▪ Elementary youth and younger: 1 adult per 6 children 

▪ Middle School youth – 1 adult per 8 children 

▪ High School youth – 1 adult per 10 teens 

_______ No candles will be used. 

_______ No tape, glue, or other adhesives will be used to affix items/decoration on the walls, floors, equipment, 
fixtures, or tables.  

_______ No permanent markers will be used.  

_______ The space will be left in the same – or better – condition than prior to the event.  

_______ If food and beverage are served, tables will be wiped down and vacuumed.  

_______ Trash, if any, will be emptied in the dumpster.  

_______ All food and beverages (especially alcohol) will be removed from the premises at the conclusion of the event. 
(Do NOT leave in the refrigerator.)  

_______ Laundered tablecloths will be returned to the parish office within 3 days of the event.  

_______ In the event of injuries, after providing the appropriate medical care, Benny Strozier, Business Manager, at 
bstrozier@olachurch.org will be contacted to submit an Archdiocesan Accident/Injury Report immediately 
following the incident. 

_______ In the event of damages, a note will be left in the Upper Room and Benny Strozier, Business Manager 
(bstrozier@olachurch.org), will be notified immediately. 

 

 

 

_______________________________________________ ____________________________________  

Signature of Ministry Leader    Date 

 

Thank you for adhering to these policies!  

Working together, we can keep our parish and school home in good shape, sparkling clean, 

and ready for the next group who will use the facilities! 
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Appendix H3: Meeting Space User Agreement Continued 

The Upper Room 
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Appendix I: New Vendor Acknowledgement Form 
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Appendix J: New Vendor W-9 
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Appendix K: Inflatables/Bounce House Rules 
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Appendix L: Vendor Hold Harmless/Indemnity Agreement 
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Appendix M1: Certificate of Liability Insurance, Page 1 
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Appendix M2: Certificate of Liability Insurance, Page 2 
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Appendix N: Purchase Order Form 
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Appendix O: Check Request Form 
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Appendix P: Event Reconciliation Form 
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Appendix Q: Events Serving Alcohol Checklist 
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Appendix R1:  Volunteer & Employee Driver Information 

See the information below regarding the requirements for anyone driving on church or school business. This is 

required of both employees and volunteers who are driving their personal vehicle for church/school use. This 

would include something as simple as running an errand to pick up and item from the grocery store to driving 

children to retreats and field trips. The Volunteer Driver Requirements checklist and the Volunteer Driver 

Form are required for each driver. The “Be Smart/Drive Safe” video must be views on the CMG website. (See 

following pags.) 

Please see following pages for forms.  

 

1. Volunteer & Employee Driver Requirements – This is a checklist to be used for each volunteer 

and employee driver. All nine steps need to be completed. 

2. Volunteer & Employee Driver Form – This is item #5 on the checklist. This needs to be 

completed for each volunteer and employee driver.  

3. Be Smart/Drive Safe Video – The “Defensive Driving” flyer explains how to access the “Be 

Smart/Drive Safe” video. This is item #6 on the checklist and needs to be viewed by each driver.  

 

Please contact Benny Strozier (bstrozier@olachurch.org) if you have any questions or concerns.  
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Appendix R2:  Volunteer & Employee Driver Information Continued 
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Appendix R3:  Volunteer & Employee Driver Information Continued 

Employee/Volunteer Driver Form 
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Appendix R4:  Volunteer & Employer Driver Information Continued 
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Appendix R5:  Volunteer & Employer Driver Information Continued 
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Appendix S:   Volunteer Application for Minors 
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Appendix T:   School Reference for Minors 

 



65 | P a g e - A u g u s t  2 0 2 4  

 

 

 

Appendix U1:  Annual Medical Release for Minors Page 1 
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Appendix U2:  Annual Medical Release for Minors Page 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(This 

Medical Release is good for a period of one year beginning ____________ and ending _______.) 

 

 

 

 

 

 



67 | P a g e - A u g u s t  2 0 2 4  

 

 

Appendix V: Annual Media Release 
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Appendix W:  Permission to Contact Youth 
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Appendix X: Accident/Injury Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


