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Letter from
Our Pastor

Dear Ministry Leaders,

As each one has received a gift, use it to serve one another
as good stewards of God's varied grace.”
— | Peter 4:10

Dear Ministry Leader,

Thank you for your generous service to Our Lady of the
Assumption Catholic Church. By sharing your time and
talent, you help fulfill our parish mission of leading others to
Jesus Christ. Every ministry, in its own way, creates
opportunities for people to encounter the Lord, grow as his
disciples, and enrich the life of our church.

This handbook is intended to be a practical resource for
you. | encourage you to refer to it often as you carry out your
ministry. Please also know that you are not serving alone.
Our parish staff is here to support and assist you in every
way we can.

As we serve together, may Our Lady of the Assumption
intercede for us, helping us to follow her example of faithful
discipleship and joyful service to her Son.

Thank you again for your leadership and your dedication to
our parish family.

Sincerely in Christ,

Fr. Daniel P. Ketter, JCL
Pastor
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Parish

Clergy & Staff

PRIESTS

Fr. Dan Ketter, Pastor
dketter@olachurch.org

Fr. Robbie Cotta, In Residence

DEACONS

Deacon Antonius Anugerah
deaconantonius2008@gmail.com

Deacon Terry Biglow
terry.biglow@cdhpartners.com

Deacon Bill Kester
bkester@olachurch.org

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

Mandy Crock, Principal of OLA School
office@olaschool.org

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

Nick Ables, Director of Youth Ministry
470-777-3596, nables@olachurch.org

Karina Bryant, Administrative Assistant
kbryant@olachurch.org

Paul Bamford, Facilities Technician
pbamford@olachurch.org

Jenny Castro, Administrative Assistant
jcastro@olachurch.org

Jim Costlow, Facilities Technician
jcostlow@olachurch.org

Todd Coury, Adult Faith Formation Coordinator
470-777-3595, tcoury@olachurch.org

Martin Hernandez, Facilities Technician
mhernandez@olachurch.org

Lori Howard, Administrative Assistant
Ihoward@olachurch.org

Fr. Nick Le, Parochial Vicar
nle@olachurch.org

Deacon Mat Mathews
mmathews@olachurch.org

Deacon Ed Patterson epatterson@olachurch.org

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

Mily Sdnchez, Latino Community Coordinator
470-343-7149, msanchez@olachurch.org

Jake Mappes, Director of Music & Liturgy
470-777-3598, jmappes@olachurch.org

Sam Russell, Sacramental Records
404-978-0180, srussell@olachurch.org

Anna Sartori, Family Faith Formation Coorinator
470-777-3595, asartori@olachurch.org

Jim Schweizer, Business Manager
470-777-3594, jschweizer@olachurch.org

Bryan Shepherd, Campus Director Facilities
470-777-3599, bshepherd@olachurch.org

Anne Stephens, Parish Life Coordinator
470-777-3597, astephens@olachurch.org
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Parish

Information

IMPORTANT ADDRESSES

Parish Office: 1406 Hearst Drive NE, Brookhaven, GA 30319

Church/Upper Room/Choir Room/Moylan Hall: 1350 Hearst Drive NE

OLA Preschool: 1350 Hearst Drive NE

OLA School/Marist Hall/Murray Center/Turf Field: 1320 Hearst Drive NE

PARISH OFFICE PHONE
404-261-7181

HOURS AND CLOSINGS

The Parish Office is open Monday through Friday, 8am-4pm.

The Parish Office is closed on all Holy Days of Obligation, Christmas break, Holy Thursday
through Easter Monday, and on all National Holidays.

Meeting Rooms are available for booking daily from 7am — 9:30pm.
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Ministry
Email Addresses

To better serve our parish community and improve communication, have an official OLA parish email
address. Using parish emails helps ensure smooth transitions between ministry leaders, protects personal
contact information, and allows our parish community to easily reach the right ministry. Email addresses are
provided through the Parish Life Coordinator.

All ministry communications are to be sent using the official parish email address. This is important for a
number of reasons:

¢ Consistency and Continuity: Ministry leadership changes over time. Using a parish email ensures
communication continues smoothly without needing to update contact information each time a leader
changes.

* Professionalism and Trust: Emails coming from a parish address help parishioners and outside contacts
recognize the message as official parish communication, which builds trust and avoids confusion or
concerns about scams.

e Security and Privacy: Parish-managed accounts are more secure and reduce the risk of exposing personal
contact details or sensitive information. They also help protect against phishing and other cyber threats.

e Archiving.and Accountability: Parish accounts allow staff to archive important communications and
ensure transparency in ministry activities. This is especially important for safeguarding and record-
keeping.

Ministry
Membership

Ministry Membership Lists

All parish ministries are required to submit an updated Ministry Contact List using the official parish form (see
example below). Completed lists will be requested by the parish office in early Winter. A final list will be
requested toward the end of the fiscal year.

Forms will be provided via the parish ministry email list.

Ministries are asked to keep their lists current throughout the year and promptly provide any updates to the
parish office. Forms are available at www.olachurch.org/ministry-leaders.

Sample Membership List

Our Lady of the Assumption Ministry Member List 2026-2027

Ministry Name:

Ministry Leader/s:

Last Name 1st Name Email Phone Role in Ministry |Date Joined (For current year)
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Volunteers and
Safe Environment

If you have any questions with regard to the requirements/policies below, contact Jenny Castro at
jcastro@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.

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 Acknowledgement of the Safe Environment Standards of
Conduct form. Turn completed paperwork in to Jenny Castro at jcastro@olachurch.org. Forms can
be found at Appendices 1and 2.

To download these forms go to www.olachurch.org/ministry-leaders.

2. Complete the First Advantage Background Check once the invitation has been received from First
Advantage. Please note that it will come from at “noreply@fadv.co.com” email address.

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

e Go to www.virtus.org to register and sign up for a VIRTUS training class.
e Once Virtus Trainining is complete, the certificate of completion must be turned in to Jenny

Castro at jcastro@olachurch.org.
No one is permitted to volunteer with children or other vulnerable persons until this process has

been completed.

Volunteering Minors

ALL minors who volunteer with children or vulnerable adults at OLA must complete the following paperwork:
Volunteer Application for Minors and School Reference Form for Minors.

Paperwork must be turned in to Jenny Castro at jcastro@olachurch.org PRIOR to volunteering at OLA.

Volunteer Paperwork for Minors with instructions can be found in Appendices 3 and 4.

Volunteering Minors do NOT attend VIRTUS training.

Adult to Youth Ratio

No adult should ever be alone with a child or group of children.

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

e 18 - 36 months: 2 aduts to 12 children

e 3-4years: 2 adults to 12 children

e 5-10Years: 2 adults to 16 children

e Junior High School: 2 adults to 16 youth
e High School: 2 adults to 20 youth
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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.

Leaders keep the original in case of an emergency. You should have them with you whenever you are
with the youth. Copies are to be emailed to Jenny Castro at jcastro@olachurch.org.

The Annual Medical Release for Minors can be found at Appendix 5A & 5B .

Permission to Contact Youth (6" - 12'" Grades)

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 and/or email.
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 6.

Volunteer and Employee Driver Information

The Archdiocese of Atlanta requires that any driver on church business must adhere to the requirements listed in
the Employee/Volunteer Driver Requirements Checklist. The checklist must be turned in to Jenny Castro at
jeastro@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 Appendix 7A-7E.

Leadership
sSuccesion

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 Anne Stephens at astephens@olachurch.org when you are making plans to hand your ministry over
to new leadership. Final approval will remain with the pastor.

Recognitions
And Fundraisers

Fundraisers

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

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



mailto:jcastro@olachurch.org
mailto:jcastro@olachurch.org
mailto:astephens@olachurch.org
mailto:astephens@olachurch.org

Ministry Leader Handbook | Page 10

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 Anne Stephens at
astephens@olachurch.org.

These requests should be made when submitting your ministry dates in the Spring. Later requests will be based
on availability and pastor’s approval. (See the following section for details.)

Once approved, a Schema for the Recognition/Blessing at Mass must be turned in to Jake Mappes
(jmappes@olachurch.org) at least 8 weeks prior to the Mass and requires final approval from the pastor. The
schema can be found at Appendix 8.

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

Reserving
Meeting & Event Space

Reserving Your Meeting/Event Space

Contact Person

All facility scheduling is handled by Anne Stephens and must be submitted online via the parish website. The link
can be found at www.olachurch.org/ministry-leaders.

Who Can Reserve Meeting/Event Space?

Only parish, OLA Preschoo, and OLA School staff and leaders of established OLA ministries can schedule
meetings/events on campus.

Spring_Calendar Requests

The Parish Calendar runs from July 1to June 30 of the following 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 calendar for the upcoming year is
finalized and will be based on availability regardless of any prior usage.

Booking Confirmation
Calendar requests are not confirmed until you have received a confirmation email from Anne Stephens. This

includes requests submitted in the Spring.
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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 (including Vigil
Masses), Holy Week, Parish Reconciliation Services and other liturgical celebrations.

Required Information for Booking Space
The following information must be included for your request to be processed:

¢ Your Naome and Name of Ministry
 Contact Information for Event (Must be staff or a ministry leader.)
« Date (s) 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.)
o For recurring dates you must include dates when you will not meet to ensure that the doors
are not unlocked when the space is empty.
« Location/Meeting Space Request (This is subject to be changed depending on availability and
group sizefuse.)
¢ Approximate number of attendees at event.

Available
Meeting Space

The information below is a glimpse of the spaces available. More detailed information can be found in the
Space User Agreements and Checklists in the Appendix of this document.

Bride’s Room
Please note that the Bride’s Room in the church is no longer available for ministry usage.

Chanel Center see Appendix 9 for more information and Space User Agreement.
The Chanel Center is located in the school and is accessed through the main entrance. It is not accessible during

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

Choir Room sce Appendix 10 for more information and Space User Agreement.
The Choir Room is located on the second floor of the church. It can only be booked with permission from the
Director of Music & Liturgy.

Church Plaza see aAppendices 12A-12B for more information and Space User Agreement.
The Church Plaza is only available in a very limited capacity and requires approval from the pastor. Approval is
handled through the Parish Life Coordinator.




Marist Hall I School Cafeteria sece Appendices 13A-13C for more information and Space User Agreement.
The Marist Hall is located in the school and is accessed through the main entrance. It is not accessible during
school hours. 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: Cafeteria seating

Marist Hall Kitchen/School Cafeteria Kitchen

See Appendices 14A-14B for more information and Space User Agreement.
The Marist Hall Kitchen is located in the school and is accessed through the main entrance. It is not accessible
during school hours.

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.

Moylan Hall see Appendices 15A-15¢ 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. 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 cable. Bring your own laptop with HDMI port.

MUI'I"CIY Center/ Gym See Appendices 16A-16C for more information and Space User Agreement.
The Murray Center is not accessible during school hours.

Capacity: 250 people

Set-up: 6’ Round tables, 6’ rectangular tables, and/or card tables, if available.

Parish Office Conference Room see Appendix 17 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 cable. 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.

Parish Office Fire Pit see Appendix 19 for more information and Space User Agreement.
The Fire Pit is located outside of the parish office. Parking for the Fire Pit is located in the parking lot for the
2" floor of the church.

Capacity: 20 People

Set-Up: Fire Pit and 4 benches

Ministry Leader Handbook | Page 12
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Pa rking Lot and Grounds see appendices 20A-20E for more information and Space User Agreement.
Set-up Varies.

Scout Room see Appendix 21 for more information and Space User Agreement.
The Scout Room is located in the school and is accessed through the gym entrance. It is not
accessible during school hours.

Capacity: 16 People.

Set-Up: 4 tables that seat 4 persons

Turf Field by the Murrqy Centerl Gym See Appendices 22A-22B for more information and Space User Agreement.
The Turf Field is not accessible during school hours.

Upper ROOM see Appendices 23A-23c for more information and Space User Agreement.
The Upper Room is located in the second floor of the church. No guns or weapons of any kind permitted.

Theater/Assembly Style Seating

Capacity: 30 people
Set-up: Rows of chairs, Podium
AV: Monitor with HDMI port. Bring your own laptop with HDMI port.

Classroom Table Style Seating

Capacity: 24 people
Set-up: 60" x 18" rectangular tables, and chairs
AV: Monitor with HDMI cord. Bring your own laptop with HDMI port.

Youth Room see Appendices 24A-24B 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: 20 people

Set-up: Couches Only. If you move furniture, you must put it back in its original position.

AV: Monitor with HDMI cable. Bring your own 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 parish
office.
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Meeting Space
Usage Policies

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 requested 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 Bryan Shepherd
(bshepherd@olachurch.org) and Anne Stephens (astephens@olachurch.org) 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, the forms must be submitted 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.

Meeting Space User Agreements and Meeting Space Check Lists can be found in Appendices 9-24.

Archdiocesan
Alcohol Policy

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 Jim Schweizer (jschweizer@olqchurch.org) THIRTY DAYS
PRIOR TO THE EVENT.

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/School Cafeterig,
Murray Center/Gym, or the Turf Field).

e 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 limited to beer and wine.

A limit of one (1) drink per hour with a maximum of two (2) drinks per event unless the event lasts over
three (3) hours.

¢ Serving of Alcohol must end one (1) hour prior to the end of the event.

» No BYOB (Bring Your Own Beverage) is allowed on campus 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. ($100/hour with a 3-hour minimum and is subject
to change. This cost is paid for by the ministry hosting the event.) Staffing of the police officer is handled
by the Parish Life Coordinator. Request a police officer online at www.olachurch-forms.org/police-officer-
request

The Events Serving Alcohol Checklist can be found in Appendix 19. Officer payment will be handled by the
Parish Life Coordinator.
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Planning @
Meeting or Event

The items below apply only after your meeting/event has been confirmed by Anne Stephens, Parish Life
Coordinator.

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

Requesting a Priest of Deacon: If you would like to request a priest or decon to offer a blessing or otherwise
participate in your event, contact Karen Kotara at kkotara@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. The agreement and diagram must be signed and returned to Bryan Shepherd
(bshepherd@olachurch.org) and Anne Stephens (astephens@olachurch.org) no later than TWO WEEKS
prior to the date of the event.

Bounce Houses/Inflatables: Please note that bounce houses/inflatables are not permitted.

See Appendices 9-24 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, and vacuuming/sweeping when needed. Trash is to 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. Failure to do so may impact your ability
to schedule space in the future.

Table Cloths: Table cloths may be requested by contacting Karen Kotara (kkotara@olachurch.org). They
must be picked up at the parish office prior to the event. Groups using table cloths provided by the parish
office must wash them and return them no later than three (3) days after the event.

Hosting @
Zero Waste Event

In response to Pope Francis's 215 encyclical LAUDATO SI' we encourage our ministries to strive for their meetings
and events to be Zero Waste Events (ZWE), which aim to drastically reduce or eliminate waste to prevent landfill
disposal, thereby reducing methane emissions and protecting the environment. This approach encourages greater
mindfulness of what we purchase and consume. The suggestions that follow offer practical steps to making a ZWE
attainable, even for small church gatherings.

By adopting simple solutions, reducing waste can become ingrained culturally, fostering community engagement
and a sense of stewardship. Zero Waste events strive to achieve and continuously improve a 90% diversion of waste
from landfills, incinerators, and waste-to-energy facilities, while minimizing environmental impact.

Adopting the Zero Waste International Alliance defines ZWE as:

¢ An event is recognized as a Zero Waste Event once it demonstrates achieving the 90% waste diversion threshold.

e Commit to continuous improvement by reducing the remaining waste that goes to landfills by at least 1%
(based on the event baseline disposal) each year and/or enhancing the highest and best of materials used
over time.

¢ Adopt and use the ZWIA Zero Waste Hierarchy to maximize the highest and best use for materials diverted from
landfills, waste-to-energy facilities, and the environment. The idea is to rethink and prioritize opportunities to
reduce the amount of materials used and consumed in events. Go to https://zwia.org/zwh/ for detailed
information on each level.



mailto:astephens@olachurch.org
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mailto:astephens@olachurch.org
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Event Planning

1.
2.

During initial planning set standard for a ZWE by minimizing material use and waste at all stages of event.

Invite Care for Creation ministry member(s) to join in planning, including a ordering supplies and setting up
a Waste Station at the event. They can be contacted at careforcreation@olachurch.org.

Engage additional volunteers to help plan, set-up, manage waste station and clean-up

Create a food and beverage plan. Ask vendors and caterers to avoid (no) single-use plastic, polystyrene
(Styrofoam), individually wrapped condiments, plastic beverage bottles, plastic utensils, and non-certified
compostable products. Reusable trays, bulk service, refillable dispensers, and clearly labeled ingredients are
preferred.

Consider décor that is reusable (preferred) or recyclable.

Ensure that compost, recycling, and landfill bins are available and placed together at designated waste
stations.
Arrange for composting services.

Event Planning

1.
2.

Use digital invites and or a digital meeting platform to manage invites and RSVPs.

Include “We are committed to hosting a Zero Waste Event! Please bring your own reusable water bottle to
help us reduce waste.”

Food and Beverages

1.

Food and beverage items often produce the most waste due to packaging. Explore and implement ways to
eliminate and reduce the need for single-serve dining items and packaging (e.g., ketchup packages).

For a potluck event, ask attendees to bring food in reusable containers. Label all containers.
If using caterer or pre-made food, ask if they can use reusable platters.

Use, as much as possible, washable items. The Moylan Hall pantry contains platters, serving ware, knives, etc
that may be available depending on the event.

Compostable food ware (e.g., plates, cups, utensils, napkins) must be made of fiber only, GreenScreen
Certified for safer chemicals, and BPI Certified Compostable.

Eliminate straws, plastic stirrers, toothpicks, etc. Acceptable alternatives include paper, wood, and other
natural fiber based (certified) compostable products.

Serve beverages in large pitchers or dispensers instead of individual drink containers. For coffee and teq, use
large carafes instead of single-serve pods.

Provide reusable paper or compostable cups for attendees who don't bring their own.

Arrange to redistribute leftover edible food rather than throwing it away. Provide attendees with the option to
take home leftovers in reusable containers that they bring or offer To-Go reusable or compostable
containers if necessary - not Polystyrene/Styrofoam or plastic.



mailto:careforcreation@olachurch.org

Decorations

1.

Use items that can be reused for future events and not thrown away.

2. Avoid one-time use items like plastic tablecloths, balloons or streamers. Glitter and confetti are not to be
used at OLA events, per parish policy. Avoid balloons because they are difficult to clean up and cause harm
to wildlife and water.

3. Avoid or investigate all products listed as “Biodegradable”. There is not an accepted definition or any
performance standards and therefore it may be harmful.

4. Use cloth, washable table cloths.

Decorate tables with items that can be reused or natural items that can be composted. For centerpieces,
use glass jars filled with locally foraged flowers or dried leaves. After the event, send the flowers home with
attendees or compost them.

Waste Collection

1. Volunteers should be actively helping at waste stations, assisting with setup, and making sure the correct
systems are in place for Zero Waste success.

2. Decide how materials will be collected, sorted and measured during and after the event. Schedule
pickups/deliveries of leftover food and other donations.

3. Zero Waste Stations should be strategically located and clearly visible, making it easy for attendees to sort
their waste correctly. Reduce and eliminate items that cannot be reused or recycled.

4. Remove trash cans from all areas except for waste stations.

5. Clearly label separate collection containers for food scraps (for composting), recyclables (e.g., beverage
cans, glass bottles), and landfill items (plastic wrap). Provide separate containers for each category. Let
those that are setting up know that wrapping material, boxes, etc. will be collected.

6. Set up a "dish drop-off" station where attendees can drop their used plates and utensils for washing. Arrange
for volunteers to assist in washing throughout the event.

Volunteers should be present at waste stations to help guide and inform attendees.
Inform staff and volunteers not to throw away items such as half burned Candles, flowers, other decor. Such
items can often be taken home or donated if they are not suitable for reuse at another event.

9. Collect tablecloths and give to volunteer(s) for washing and returning

10. Weigh and record the total amount of waste in each category (compost, recycling, landfill). Report this back

to the event team.

After the event, weigh all bags from recycling, compost, and landfill bins. Compare the totals to the Zero
Waste goal( 90% or more) (e.g., "We set a goal to divert 90% of waste, and we achieved 87%!").

Post Event Reflection
After each event, the team should report diversion rate, landfill pounds, what worked, visual survey of

contamination and what caused contamination, and one improvement for the next event. This supports
TRUE-style continuous improvement and the Laudato Si’ call to ecological conversion through practice.

Reference:
Created from Zero Waste Event Planning Guide Justice & Peach Ministries — Office of Life, Dignity &
Justice, Roman Catholic Church of Atlanta
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Promoting Your
Ministry and Events

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 Coordinator.
Do not 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.

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 depending upon availability (Church)
Outside Electronic Sign depending upon availability (by Murray Center)

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

¢ 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.

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

¢ No submissions will be accepted after the published deadline.



http://www.olachurch.org/bulletin-submissions
http://www.olachurch.org/
http://www.instagram.com/olachurchbrookhaven/
https://www.facebook.com/olachurch.atlanta
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 at_astephens@olachurch.org.
o Updates may take up to five business days.

e 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.

e Share Your Good News!

o 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 at_astephens@olachurch.org.
Include a brief explanation and a few photos if you have them. See page 19 for the photography
policy.

o 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. ltems will be posted for a limited
amount of time.

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

Requesting Copies
The parish office staff frequently receives requests to make copies for ministries. The staff is able to make
a limited amount of copies.

For larger quantities the ministry leaders will need to come into the office and make copies using the
office copier.

Depending on the number requested - and if color - ministries may be required to have them
professionaly printed through an outside source. The cost for this would come from the ministry budget.



mailto:astephens@olachurch.org
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Photography
Policy

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 Coordinator 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 Office is NOT responsible for having forms completed for your ministry.

The Archdiocesan Annual Media Release form can be found in Appendix 74.

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 the Communications Coordinator. Do not text photos.

Submit photos:
¢ As attachments to an Email (do notimbed them in the email), or
¢ Via a link to Google Photos or another online photo sharing app.

Drones
No drones are allowed on campus without permission of the Business Manager. Contact Jim Schweizer at
jschweizer@olachurch.org for more information.



mailto:jschweizer@olachurch.org
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Finance and Budgets
Expenditures

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, Business Manager, 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.

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

1. Use the Purchase Order Form (PO). Complete the form, explain the purchase and expected dollar amount.

The Purchase Order Form can be found in Appendix 27.

2. Submit the PO request to Jim Schweizer (jschweizer@olachurch.org) or bring it to the parish office. Once
approved by the Business Manager, an approved numbered copy will be sent back to the requestor.

3. You will be advised if this is a new services vendor to OLA.

4. Ifitis a new services vendor, the new vendor set-up process (below) must be followed before
the Purchase Order can be approved or an agreement signed..

5. All contracts or agreements must be signed by the pastor before the purchase can be made.

It is always preferable to have the vendor invoice OLA. Once 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 PHOTOS) 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 28.

New Services Vendor Set-Up

. All new vendors providing services must complete the following:

* Vendor Acknowledgement Form (Appendix 29),

» W9 (Rev. 3-2024) (Appendix 230),

¢ Business License, and

« Liability Insurance Coverage (See sample Certificate of Liability Insurance showing new Archdiocesan
requirements (Appendix 31). If and only if the vendor cannot provide liability insurance, then the
Vendor Hold Harmless/Indemnity Agreement must be completed (Appendix 32).

All forms must be submitted to Jim Schweizer (ischweizer@oldchurch.org) prior to Purchase Order
approval.

2.  If the vendor cannot complete the Vendor Acknowledgement 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. ltis the responsibility of the requestor to be sure that the new vendor has all the necessary
information/forms required.
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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 (Bil.com). 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.

Purchases 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).

Do NOT send photos of receipts.

Finance and Budgets
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 34) 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/kitchen 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 and cash boxes,
if needed. Any questions should be directed to Jim Schweizer at 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 Jim Schweizer
(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.
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Insurance
And Liability

Liabilty Insurance/Certificate of Insurance (COI)

Liability insurance is required from vendors to protect both the vendor and the parish from financial loss in
case of accidents, property damage, or injuries related to their work or services. It ensures that any claims or
legal costs are covered without placing the financial burden on the parish. See Sample in Appendix 31.

Vendor Hold Harmless Agreement

A Vendor Hold Harmless Agreement is a legal document in which the vendor agrees to assume responsibility
for certain risks and to release the parish (or organization) from liability for claims, damages, or losses
arising from the vendor’s activities or services. See Sample in Appendix 32.

Please note that inflatables/bounce houses are not permitted.

Accident/Injury Reports
Accidents happen. If someone is injured at your event, after providing the appropriate medical care, contact
Jim Schweizer (ischweizer@olochurch.org)

The Archdiocesan Accident/Injury Report can be found in Appendix 33. This should be filled out and turned
in to Jim Schweizer (jschweizer@olachurch.org) as soon as possible after the incident.

Report Damages

If you have any damaged items or problems to report, please contact Jim Schweizer
(jschweizer@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.

Inclement Weather
Policy

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/), and
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. It may be possible to update Facebook and Instgram so check there.

If our schools 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!
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Emergency
Procedures

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. A copy is
posted in each meeting space.

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.

Campus Security Firm/Off-Duty Brookhaven Police Officer
Due to the increased violence at churches and schools — and in our ongoing effort to keep our community
safe — we have a security firm (off-duty Brookhaven PD on weekend) that will have personnel onsite 7 days a

week.
Fire Emergencies

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
e Center of room near kitchen

Moylan Hall
e Kitchen
¢ To the right of the girls bathroom

Murray Center
¢ Both sides of stage
e By bathrooms
¢ In lobby by double doors

Parish Office Conference Room
e 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
e 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




Medical Emergencies
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 security 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 Parish Office School

First Floor near bathrooms Breakroom/Kitchen By elevator

Moylan Hall fyénpl"bb¥ hors L
Kitchen nd Floor Teacher’s Lounge
First Aid Kits

There are first aid kits located in the meeting spaces listed

below.

Church: First Floor Moylan Halll

By bathrooms Kitchen

Church: Second Floor Parish Office

Under sink in Upper Room On top of refrigerator in the kitchen/breakroom

Marist Hall
Over fire extinguisher

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 Inmediately

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): Contact the parish office at 404-261-718].
* After Hours and Weekends: Call the rectory at 404-365-0508.

* If you cannot reach the Office or Rectory: Contact Jim Schweizer (404-435-4396), Business Manager, or
Anne Stephens (678-879-8290), Parish Life Coordinator. Please note that these numbers are for use in an
emergency situation only and not for general ministry business.

* 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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Appendix 1
Adult Volunteer Application

THE ROMAN CATHOLIC

ARCHDIOCESE of ATLANTA"

GFFICE OF CHILD & YOUTH PROTECTION

Adult Volunteer (Unpaid Worker) Application

Part A: To be filled out by the Applicant

Full Legal Name:
{Lostt TFirstl Faidcie)
Addrass:
{Srreet) fClhd fsene] 127
Date of Birth: ! ! *Social Security Mumber: KEX -~ X% -
Phone Numbser: _[ 1 Email Address:
YES NO Hawe you ever been charged with, arrested for, or convicted of 2 crime ather than a minor traffic vielation?
YES NO Have you ever been the subject of an investigation imvalving an allegation of sexud abuse?
YES NO Has - civil or criminal complaint ever been filed against you alleging physical abuse or sexual abuse?
YES NO Hawe you ever terminzted your employmient or had your employment terminated for reasons relating to
allegations of physical abuse by you?
YES NO Hawe you ever raceived any medical treatment, physical or psychobogical, for reasons Involving physical

abusse or sexual abuse by you?
If wou answered yes; to any of the above questions, please provide a detailed explanation on the back of this page.

*If wou do not have a soclal security number, the Safe Emvironment Coordinator at the location must check the three non-
relative reference you gravide below:

iMamel (Hiov s Indb vl dows wou) FEman soidteess andfor phone samben)
{mamef (Hevw 'y gyl Anaws wau| JEMa avibpss aadyar piane smbert
[T hkorae I inhaitun b hrows pou) FEmmd sadress eaddfor phane aamlu)

Ihereby certify that all enswers are true to the best of my knowledgs and | agree to have any of the statements checked by the
Archdiocese of Atlante, |understend that as a voluntees who will have sny contact with mirars and/or velnerable isdividuals |
must attend the safe enviconment training - VIRTUS: Protecting Goe's Chikdren and have a complete and cleared background
check® on file prior to volunteering. | also understand that | must have signed an Acknowledament of the Safe Environment
Standards of Conduct 1o ensure my acceptance and full agreement with all Safe Environment pollcies and standards,

Signature of Apphcant: Date: ! !

Part B: To be filled out by the 5afe Environment Coordinator

1 the applicant does not have a 55N, | have contacted the three references of the applicant listed above, asked the relerence
questions provided in the Safe Environment Coordinator User Manual, and | am keeping a racard of the answers to thesa
questions, the date, and the Tme of the conversation on file for each reference,

- This person is approved 15 voluntesr. | This persor is NOT apgroved to valunteer,
Parish / Schoof Mame: City:

Safe Environment Coordinator Mame (plaase print):

Safe Ervdironment Coordinator Signature: Date: / /!

24N Lake Fark Lrive, 5.E. = Smvma, Georgia 3080-8862
e A04-020-7550 * B A04-920-7351 » seyp@archatleom » Call RBeporting Hodline 888-437-0754 » archatl.com

updated Movember 2022
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Appendix 2
Acknowledgement of Safe Environment
Standards of Conduct

THE ROMAN CATHCLIC

ARCHDIOCESE or ATLANTA &

OFFICE OF CHILD & YOUTH PROTECTION

Acknowledgment of Receipt and Compliance
Safe Environment Standards of Conduct
Archdiocese of Atlanta

The Archdiocese of Atlanta (“Archdiocese”) has adopted polices and standards of
conduct as an integral part of its Safe Environment program. These policies and
standards of conduct are contained in the Archdiocese’s Safe Environment booklet
incorporating each of the following:

s Sexual Abuse Policy

o Code of Conduct for Church Personnel

« Ministerial Standards and Behavioral Guidelines for Clergy, Religious,
Employvees, Volunteers and Independent Confractors Dealing with Children and
Vulnerable Individuals

s Policy Concerning Disabled Adult and Elder Persen Abuse, Negleot, and
Exploitation

o Social Media Policy

By signing below, | hereby acknowledge that | have received information on how to
find a copy of the Safe Environtnent policy booldet in the Archdiocesan website and
that I have read the booklet in its entirety, including each of the policies and
standards of conduct described above, and [ agree to conduct myself in full
compliance with all Safe Environment policies and standards of conduct stated in the
Safe Environment booklet and as may be adopted by the Archdiocese in the future.
This also confirms that [ will attend a VIRTUS Protecting God’s Children training
betfore 1 begin paid or volunteer work for the Archdiocese of Atlanta or within 30 days
of my scheduled start date*. [ understand that the Archdiocese shall rely on this
signed Acknowledgment of Receipt and Compliance to ensure my acceptance and full
agrecment with all said Safe Environment policies and standards, This signed
Acknowledgment will be maintained in my personnel file.

*The 30 day grace penod iz ONLY applicable for emplovees who DO NOT work with
children and/or vulnerable individuals.

Marme:

Signature: Drate:

Parish/School/ Qrganization:

2401 Lake Tark Divive, S E » Smyrna, Georgia MOBD-B862
iain: 404-920-F350 » fax: $04-520-755] = geyp@archatl.oom » Call Reporting Hotline 8F8-427-0764 = archatl.com




Appendix 3
Volunteer Application for Minors

MINOR VOLUNTEER APPLICATION
ARCHEDIOCESE OF ATLANTA

(Unpaid Workers)

ParizhSchool/Agency Name:

Volunteer Profile

The climate in the United States at this point in history is such that a concemn about potential hability is raised m every
sector of American life, including the Church. Thas 15 coupled with a heightening awareness of a responsibility to ensure
that those who act in the name of the Church would never violate basic Chnistian decency.

In order to protect the Church, those whom it serves and thoze who serve it, we ask you to complete the form below. A

physical copy of each application for volunteer service will be

t on file for ome (1) year

the termination of the

volunteer's service, and an electronic copy of the application will be kept for fifty (30} vears following the destruction of

the physical decument.

Name:

Address:

(MEddle Initial)

(Strest)

Home phone: |

{City) [State)

Cell phone: ( )

Name of School:

E-mail address:

Date of Birth:

Social Security Number: 200X

ReEFERENcEs. Please provide the
“School Reference for Minoy
Volunteers” form to your schoal
Principal, Dean, or School
Adzsinistrabor bo complete.

For Home School

Please list 3 non-family menbers who
are famaliar with your chasacter

f—
Tedepinma

Wered Ex

Verribwnd rmc, By

FPERSONAL DNFORMATION

a Have you ever boen charged wath,
wrested for. or conwicted of 3 oz
other Ban a minor traffie viclason®™
—_— e

B yes, explun fully the arcumstances
(Buch charge or cormvichen may be
relevant i job related, but does not bax
you from volunteenng b

x

¢

b. Exve vou ever been the rubsect of an ovestipation myvoliing an
Mnfmm —Ys__No
fyes, plaase encplatn:

<. B acvil or crimenal compiaies eves been flad m}w

phvsical abusa o secml sbme? T
mwt:ﬂhm “E&n

date, nateme, and pisce of the meident leading to the conplamt,
where the cooplant was fled, and the dspositwn of the
coopiamt )

d. Have vou ever temeraned vour eplovomens o had vour
awhmmndhrmuhm;mﬂ!md
phmﬂl‘nmh}'m Y __No

I ves, plasse pvw aibmmhmuﬁ'mmth
dq:mmrf&alhgimm and your enplover af the tme.
inekading your esmplover™s pame, address and selephote aumber,

¢, Exve vou ever received any medical meatment. phyacal oo

nﬂdﬂpﬁlﬁrmmumhﬂmum«m
abese by vou” _ Yes
Hye, p'l.“s.'hm:mmpuma the oeatmern melading dares),
natze and locagonss), [dennfviey the meating physician with
name. address, and telephons oumber

Sismarure of Parent

Eevised LeCcember UL

Date Signarure of Minor Diate

FOR PARISHSCHOOL/AGENCY
USE ONLY
INTERENVEWED
By
Date:

POSTTION ASSIGNED:

2. Have the reference been
contacted”

Yes No

By whom?

When?

Sigmanze of Supeniior

ACCEFTED:

Sizmarare of Pastoc
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Appendix 4
School Reference Form for Minors

THE ROMAN CATHOLIC

ARCHDIOCESE of ATLANTA

QFFICE OF CHILD & YOUTH PROTECTION

Confidential School Reference Form

Section A: To be filled out by applicant & parent

Full Legal Name of Minor:

) ] (et}
Grade: Minor Email Address:

Location of service (volunteer/work):

Name and email address of the person at the location to whom this form should be sent:

[hame) [Ermai aoarecs)

Minor Signature: Date: f f/

Farent/Guardian Name (please print):

Parent/Guardian Signature: Date: r) /

Section B: To be filled out by school official

Please complete the confidential reference form regarding the above named student who would like 1o
volunteerfwork with children and/or vulnerable individuals. 5can and email this form to the contact at the
location listed above for which the student would like to volunteerfwork.

YES NO Is the applicant a student in good standing at your school?

YES NO Has the applicant ever been the subject of an investigation involving an allegation of bullying,
harassment, physical abuse, sexual abuse or other abusive behavior?

YE5 NO Has the applicant ever been in trouble at school and received a consequence greater than
detention?

YES NO Do you know of any reason the applicant should not be placed n a position of trust with children

and/or vulnerable indniduals?

YES NO Do you recommend the applicant for such a working with children and/or vulnerable individuals?

Ld Piease call for more information.
(] Picase see comments on the back of this page.

School Official’s Name: Position:
School Official's Signature: Date: I /
School Name: City:

24 Laboe Park Drive, SE » Smyma, Geongla W0S0-8842
i 04-920-7550 + fax: 404-920-7551 = ocyplanchatl.com * Call Reparting Hotline B88-437-01764 = archatl.com

wpdated October 2022
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Appendix 5A
Medical Release for Minors

Catholic Archdiocese of Atlanta
Parizh name;Our Lady of the Assumptlion

Annual Medical Release

Name of Student: Date of Birth:

Address:
Home phone &:

Emergency Medical Treatment: In the event of an emergency, 1 hereby give permission to transport my child to a
hospital for emergency medical attention. Iwish to be advised prior to any further reatment by the doctor and
hospital. If you are unable to reach me; contact:

Emergency contact Phone =

Relation to participant

If vou are unable to reach parent/guardian or the emergency contact person, I hereby grant permission for the
doctor and hospital to exercise professional judgment in treating participant.

Medical / Hospital Insurance Carrier

Name of Policy Holder Relation to participant

Policy Number Group Number

Signature of Parent / Guardian Date

(Page 1 of 2)

Father/Guardian’s full name:

Phone #: Cell =

Home address:

Place of business/address:

Phone &:

Mother/Guardian’s full name:

Phone £: Cell=

Home address:

Place of business/address:

Phone #:

(Both side: need ro be complete and signed)
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Appendix 5B
Medical Release for Minors

(Page 1 of 2)

Name of Participant

Medications: My chuld 15 taking the following medication(s):

Descniption Dosage

Descniption Dosage

(EITHER A PHYSICIAN'S PRESCFIPTION OR PARENT NOTE MUST ACCOMPANY ALL MEDICATIONS.
PRESCRIPTION / NOTE SHOULD BE ATTACHED TO THIS FORM.)

I hereby grant permission for non-prescniption medications to be given. if deemed appropniate.

Drug allergies

Other allergies / reactions (food, plants, insects, etc.)

List any other health problems / houtations that we need to be aware of

Signature of Parent / Guardian Date

(Thi: Medical Release is good for the period of one yvear: beginning and ending J




Appendix 6
Permission to Contact Youth

— THE ROMAN CATHOLIC

ARCHDIOCESE of ATLANTA =

Permission to Contact Youth
Complete One Form per Child

Chuld’s Name:

Date of Birth:

Cur parish and/or school, . follows the Archdiocese of Atlanta’s Social Media
Policy and Guadelines for the Use of Social Networking Sites with Mmors for contacting youth wvia social media. We may also
use text messages, email, and pansh/school-approved online'virtual platforms to contact youth. Per this policy and guidelines,
parents mmst be made aware of how social media and electromic commmications are being used Parents must be told how to
access the sites, and be given the opportunify to be copied on all material semt to their children.

After receiving written permussion to commmuumcate with young people, Archdiocesan employees should be encouraged to save
copies of conversations whenever possible, especially those that concem the personal sharing of a teen or young adult. Please
reference the policy and guidebnes for more mformation.

Please indicate below whether our parish has permission to contact your child:

J I hereby grant penmuission for the following parish and/or school, .o
contact my child, . for internal or external commmmications for one vear via
social media, email, text. and'or pansh/school-approved online/virtual platforms [ understand I can request the same
provided to my child, and that 1t does not have to be via the same technology (for example, if children receive
a remunder via Twitter, parents can receive it in a printed form or by an email list).

D NO, I do not want my child contacted or commumicated with in any way.

~ Signanure of Pavent or Legal Guardian Date

Print Name of Parent or Legal Guardian

Please contact your Panish Catechetical Leader/School Administration immediately to change these permissions.

FOR OFFICE USE ONLY: This form is to be kept for carrent year. Supplant annaslly antil the child i 18,

2501 Laksr ark Dvive, SE = smyIna, Demorygia e AT
rkakn; 0520 TEN) # fanc 404-920-750 + archatl.com

REV. 20200729
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Appendix 7A . _ (rageiofs)
Volunteer and 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.

e Volunteer & Employee Driver Requirements — This is a checklist to be used for
each volunteer and employee driver. All nine steps need to be completed.

e Volunteer & Employee Driver Form — This is item #5 on the checklist. This needs
to be completed for each volunteer and employee driver.

e 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 Jenny Castro at jcastro@olachurch.org if you have questions or
concerns.



mailto:jcastro@olachurch.org
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Appendix 7B

(Page 2 of 5)

Volunteer and Employee Driver Information

Volunteer and Employee Driver Requirements

Archdiocese of Atlanta

Please com

Parish / School Name:

st this checklist for ALL Volunteer Drivers

Volunteer Drover Name:

Stopas

Initials / Date

Verify Drivers age s 21 yvears or more.

Verify and obtaln copy of valid deiver's licenss,

Cl

Miktain oy Al aukn incuranen FranEragn {I‘ln.rl: rakinns page, fm-.

example) verifiing limits of $100,000 /£ $300,000.

Parish f School staff verify valid and current tag registration
(ohtain copy)

0o|o

Volunteer completes the Yolunteer Driver Form

Volunteer watches Be Smart - Drive Safe video and answers

Parish / School staﬂ completes visible inspection of tht

u-l-um» 10 - 15 Passenger Vans are not allowed.

\"nIunmnr campletes Archdiceasan voluntesr paperwark and-

D questions et cnd.

0

- background screening.
e

L

Parizh / School stalf sends voluntesr paperwork o HR J SEP
Office

Signature of parish/school volunteer driver coordmator:

Date




Appendix 7C . (Page 3 of 5)
Volunteer and Employee Driver Information

THE ROMAN CATHOLIC

ARCHDIOCESE of ATLANTA

Employee/Volunteer Driver Form

Mame of Driver:

Address:

Diriver's License #: State lssued:

Year, Make & Model of Vehicle:

Insurance Company’s Mame:

Liability Limits:
1f driving a personal vehiche the minimum liability hmats of $100,000/5300,000 and proof of this coverage
are required. Please he aware that if you are driving your persenal vehicle, your insurance is primary.

In erder to provide for the safety of those we serve, we ask each volunteer to answer the fellowing
questions:
TREUE FALSE
1. I have NOT had a conviction for an infraction involving drugs or alcohal
{such as driving under the influence or driving while intoxicated) in the
last three years.

2. T have NOT had two or more convictions for an infraction invelving drugs
or alcohol (such as driving under the influence or driving while intoxicaked)
in the last seven years,

3. L have had no more than three moving violations or accidents in the last
three years.

Certification:

I certify that the infermation given on this form is true and correct to the best of my knowledge. |
understand driving for parish/school ministry is a profound responsibility. T will exercise

extreme care and due diligence while driving. | understand that as an employes/volunteer driver, [ must
be 21 years of age or older, possess a valid driver's license, have the proper and current license, If driving
my personal vehicle, my vehicle registration is valid and in force and my insurance limits meet the
requirements of the Archdiocese of Atlanta and my auto insurance policy is in force. | agree that I will
refrain from using a cell phone or any other electronic device while operating my vehicle,

Emploves/Volunteer Driver Signature Date

reenswend 0. 000, 0G0

2901 Lake Park Dirive, S.E. * Smyvess, Georga J080-88632
sk 40-30-TRI0 » faoc B04-920-7E01 « archatl.com
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Appendlx /D . . (Page 4 of 5)
Volunteer and Employee Driver Information

Catholic Mutual Group Presents

CMG

Defensive Driving

. Be Smart—Drive Safe is our online defensive driving course.

. This 18-minute video should be taken by all volunteers and
employees that drive on behalf of the parish or school.

. Easily accessible at www.CMGconnect.org ‘Defensive Driving
Curriculum’.

For adaticral informaton please contact your Claima Risk Manager, Loss Control Representative,
or Cathohc Mutual Group.
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Appendlx 7E (Page 5 of 5)
Volunteer and Employee Driver Information

CMG

One Stop for All Your Training Needs

/ Getting Started: \

1. Access the training site from your Arch/Diocesan
‘ webpage or at: waw.CMGconnect.orq.

2. Create a user account by completing the required
fields. This allows your Arch/Diocese to confirm your

training history.
< 3. If you have done training in the past and had an > '

account you can use that same username and
password to Sign-In.

4. Your main learning dashboard will show you all of the
requirements and optional training curriculums that
have been customized for your

\ Arch/Diocese.
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Appendix 8
schema for Recognition/Blessing at Mass

schema for Recognition/Blessing at Mass

This form is to be submitted to Jake Mappes at jmappes@olachurch.org when you receive confirmation
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 turnin.

Date and Time of Mass:

Group/Ministry Name:

Ministry Leader:

Ministry Leader Email/Phone:

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

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

e 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.

e 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:

Gift Bearers: (Check in with Ushers prior to Mass.)

Ushers:

Altar Servers:

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:

Signature of Ministry Leader:
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Appendix 9
Space User Agreement: Chanel Center

Space User Agreement: Chanel Center (Page 1 0 1)
Our Lady of the Assumption Catholic Church

The document must be signed and returned to Bryan Shepherd, Campus Director of Facilities
{hshepherd@olachurch arg) and Anne Stephens, Parish Life Coordinator (astephens@alachurchoorg), at the parish
affice no later than TWO WEEKS prior to the date of the event. Set-up requests are not guaranteed. Be prepared to
hawve your group perfarmset-u pa’Ereak-duwn.

Only the Driginul Form or Scanned PDFs will be accepted. No Photos.

Date of Event: Mame of Event:
Contact: Ministry:
Ministry
Phoneg: Email:
Set-up Baor Unlack
Date/Time: Tirne:
Event Start/End Door Lock
Time; Time:

# of People Expected:

Frequency of Meesting: One Time __ Recurring ___ If recurring, list start date:

SPACE SPECIFICS

Capacity: 36 People.

Sat-Up £ tables that seat & persons

Speciol Notices: Mo drugs, smoking, vaping, illicit substonces, guns, or weapons of any kind ore permitted,

Do not prop open exterior doors,

Do not allow access to the schocl oreas outside of the Chanel Center,
Bo not move tables.

Do not touch the document camara near the smart board.

Please initial each item acknowliedging the following:

Mo alcohol, drugs, smoking, vaping, lliclt substances, guns, of weapons of any kind are permitted.
The document camera (necr white board) will not be touched,
It Children are present, they will be supenised at all timeas to ensure their safety and the cledaniiness
af the facility,
Adult to youth roatio:
= 18 - 36 months: 2 adults to 12 children
o 3 - 4 years: 2 odults to 12 children
o B -10 years: 2 adults to 16 children
o Junior High School; 2 adults ta 16 youth
@ High School 2 odults to 20 youth
Mo tape, glue, or other adhesives will be used to affix items/decorations ta the walls, floors,
equipment, fixtures, or tables.
Mo running is allowed.
Mo perrnanent markers, glitter, or confetti will be used.
Trash, if any, will be emptied to the dumpster across from the turf field/gym.
Tables will be wiped down/cleaned at end of event,
all food/beverages will be removed from the premises.
All requirernants of this Check List will be adhered to, and the space will be leftin the same - ar
better - condition than prior to the avent,
Only the Original Form or Scanned PDFs will be accepted. No Photos.

Mirstry Leader Signaturs Date

Thank you for adhering to these policies! Working together, we con keep our parish and schools in good shape, sparkiing clean,
ond ready for the next group who will use the facilities!
{Chanel Center Space User Agreement -~ Rey .26.2025)

Ministry Leader Handbook | Page 39




Ministry Leader Handbook | Page 40

Appendix 10A
Space User Agreement: Choir Room (102

Space User Agreement: Choir Room
Our Lady of the Assumption Catholic Church (Page 1 of 2)

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

Page Two of this agreement includes the required Meeting Space Checklist Agreement.

The document must be signed and returned to Bryan Shepherd, Campus Director of Facilities
(bshepherd@olachurch orgh and Anne Stephens, Parish Life Coordinator (astephens@olachurch org), at the parish
office no later than TWO WEEKS prior to the date of the event.

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Date of Event: Name of Event

Contact: Miristry:
Ministry

Fhone: Email:

Set-up DatefTime:

Event Start/End Time:

# of People Expected;

Fequency of Meeting: One Time Recurring

If recurring, list start date:

IF recurring, list end date;

There is no alternate set-up for this location except for the theater style choir seating.

Space User Agreement: Choir Room (Page 1 of 2) - Rey. 82026




Appendix 10B
Space User Agreement: Choir Room (g 20f2

(i) Space User Agreement: Choir Room
' l"""'; Our Lady of the Assumption Catholic Church (Page 2 of 2)

Meeting Space Checklist

Imitial each item to acknowledge space usage rules,
Mo alocohol is parmitted.
Mo drugs, smoking, vaping, illicit substances, guns, or weapeons of any kind are permitted.

Usage of the piano or any other instrument is prohibited without written permission from
Joke Mappes, Director of Music & Liturgy (jmappes@olachurch.org)

If children are present, they will be supervised ot all times Lo ensure Lheir safety and the
cleanliness of the facility.

Adult to youth ratio:

o 18 - 36 months: 2 odults to 12 children
3 - 4 years: 2 adults to 12 children
5 - 10 years: 2 adults to 16 children
Juniar High School: 2 adults to 16 youth
High School: 2 adults to 20 youth

[ S - R = = |

Mo tape, glue, or other adhesives will be used to offix items/decoration on the walls, floors,
equipment, fixtures, or tables,

Mo permanent markers will be used. Arts & Crafts required the use of o plastic table cloth,
supplied by the ministry, is reguired. Mo glitter or confetti will be used,

The space will e left in the same - or better - condition than prior to the event.

Bathroom is located in upper level hallweny. It will e checked to ensure it is in good
condition at the end of the events,

Trash, if any, will be disposed in the proper receptacie.
No food or beverages (except water) are permitted.

In the event of injuries, after providing the appropriate medical care, Jim Schweizer, Business
Manoger, at jschweizer@alachurch.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 Choir Room and Jim Schweizer, Business
Manager I[jgg:_I'j_'._ly_r_-:_i_;g_{@_p_1_gpj}u[pt_i_ﬁ[g]I. and Jake Mappes, Direclor of Music & Liturgy

(imappes@olachurch.org) will be notified immediately.

Minstry Leader Signature Date

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Thank you for adhering to these policies! Working together, we can keep our parish and
schools in good shape, sparkling clean, and ready for the next group who will use the facilities!

Space User Agreement: Choir Room (Fage £ of 21 - Rew 82026
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Appendix 11
Space User Agreement: Church Narthex

"@“ Space User Agreement: Church Narthex

2 “P Our Lady of the Assumption Catholic Church

The document must be signed and returned to Bryan Shepherd, Campus Director of Facilities
[bshepherd@olachurch.org) and Anne Stephens, Parish Life Coordinator (astephens@olachurch.org),
at the parish office no later than TWO WEEKS prior to the date of the event.

Only available set-up consists of one table,

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Date of Event: Name of Event:

Contact: Ministry:
Ministry

Phaorie: Email:

set-up Door Unlock

Datef/Time: Time:

Event Start/End Door Lock

Time; Time:

Fequancy of Meeting: One Time Recurring

If recurring, list start date: If recurring, list end date:

# of People Expected:

Mo aleohol, drugs, smoking, smoking, vaping, ilicit substanceas, guns, or weapons of any kKind dare
permitted.

If children are present, they will be supervised at all times to ensure their safety and thea cleanliness
of the facility.

Mo tape, glue, or other adhesives will be used to affix iterns/decoration on the walls, floors,
equipment, fixtures, or tablaes.

The space will be left in the same - or better — condition than prior to the event. he end of the events
Trash, if any, will be disposed in the proper receptacle.
Ma food or beverages (except water) are permitted.

Inthe event of injuries, after providing the oppropriote medical care, Jim Schweizer, Business
Monager, at jschweizer@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 Choir Roorm and Jim Schweizer, Business Manager
jschweizer@olochurch.org), ond Joke Moppes, Rirector of Music & Liturgy
imappes@clachurch.org) will be notified immediately,

Minstry Leader Signature Date
Thank you for adhering te these policies! Werking together, we can keep our parizsh and schools in good shope, sparkiing elean!

PChurch Narthex Spoce User agreement. Revised 82026
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Appendix 12
Space User Agreement: Church Plaza (rageior2)

.

AT

‘:E‘ y Space User Agreement: Church Plaza
¥ Our Lady of the Assumption Gatholic Ghurch (Page 1 0f2)

This document must be filled out by all personsfministries that book the Church Plaza at Qur Lady of the Assumptio
Cathalic Church.

Page Two of this agreement includes the required Meeting Space Checklist. 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 se
up/break-down. Flease plan to have volunteers provide set-upfbreak-down when possible.

The documeant must be signed and returned ta Bryan Shepherd, Campus Director of Facilities

{bshepherd@colachurch orgl and Anne Stephens, Parish Life Coordinator (astephens@olachurch.org), at the parish
office no later than TWO WEEKS prior to the date of the event.

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Marne of Event: Date of Event:
Ministry: Contact Name:
Ministry
Phone; Email:
Set-up Date/Time: Coor Unlock Time:
Event Start/End Time: Door Lock Time:
# of People Expected:
Frequency of Meeting: One Time ___ Recurring __  If recurring, list start date:

SPACE SPECIFICS

Capacity: Varioble
Cenfiguration:  Tables , Chairs, and Tents are availabie in a limited capacity.

Motes) The Church is not to be accessed during any event held in the Church Plaza ond
surrounding areaq.

The Gorden of Mamaoties is not to be accessed during any event held in the parking
lot and/ar surrounding arec.

Church Ploza Space User Agreameant (Page 1 of 2) Revised 22026




Appendix 12B
Space User Agreement: Church Plaza (ragez2or2)

Space User Agreement: Church Plaza

Our Lady of the Assumption Catholic Church (Page 2 of 2}

Please initial each item acknowledging the following:

Mo alcohel, drugs, smoking, vaping, lliclt substances, guns, of weapans of any kind dre permitted.
If children are presant, thay will be supervised at all times to ensure their sofety ond the cleanliness of
the space. Children will NOT be allowsd on either playground or turf fiald,

Adult to youth rotio;
18 - 36 months: 7 adults to 12 children
3 - 4 years: 2 adults 1012 children
& = 10 years: 2 adults to 16 children
Junior High School: 2 adults to 16 youth
High School: 2 adults wo 20 youth

Mo glitter or confetti will be used. No permonent morkens will be used. Arts & Crofts require the use of a
plastic table cloth, supplied by the ministry,

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

If food and beveroge are served, tobles will be wiped down. Chairs will also be wiped down os neaded,
fables and chairs will be put up in the oppropriote storage araa.

The Church will not be accessed.

The Garden of Memories will not be accessed.

Trash, if any, will be emptied taken to the dumpster across from the turf field. (Mot st in the one outside
the kitchen door.)

All food and beverages {especially alcohol) must be removed from the premises ot the conclusion of the
avent (Food laft in the Moylan Hall kitchen or refrigerator will be thrown awoy.)
Loundered tablecioths will be returned to the parish offlce within 3 days of the event.

In the event of injuries, after providing the appropricte medical care, Jim Schweizer, Business Manoger, ot
jschwelzer@olachurch.arg will be contacted to submit an Archdiocesan Accident/injury Report
immediately following the incident.

In the event of damages Jim Schweizer, Business Monager f schweizergolachurch.org), ond Bryan
Shepherd, Compus Director of Focilities {mpham@nlgghgmhgrgj will be notified immedictely.

Ministry Leader Signature Date

Thank you for adhering to these policies! Working logether, we can keep our parish and schools in good

shape, sparkiing clean, and ready for the next groug who will use the facilities!

Church Plozo Space User Agreament (Paoge 2 of 2} Revised 8.2026
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Appendix 13A (Page 1 0f3)
Space User Agreement: Marist Hall /School
Cafeteria

Space User Agreement: Marist Hall/School Cafeteria
Our Lady of the Assumption Catholic Church (Page 1.0f 3)

The first page of this document must be filled out by all persens/ministries that book Marist Hall at Our Lady of the
fssumption Catholic Church,

Page 2 of this agreement includes the reqguired Meeting Space Checklist. OLA Facilities personnel will assist with set-
up/oreak-down as they are available. Due to the busy schedule on campus, OLA staff may not be available for set-
up/break-down, Flease plan to have volunteers provide set-up/break-down when possibla,

The document and diagram must be signed and returned Lo Bryan Shepherd, Campus Director of Facilities
(bshepherd@olochurch.org) and Anne Stephens, Parish Life Coordinator [astephens@olachurch.orgl, at the parish
office no later than TWO WEEKS prior to the date of the event.

Cnly the Original Form or Scanned PDFs will be accepted. No Photos.
SPACE SPECIFICS

Capacity: 120 pecpla
Speciol Notices: Thare is no docess to Marlst Hall prior to Gpm on school doys,
Ma alcohol is permitted, No guns or weapons of any kind are permitted.
Ba not prop open exterior doors,
Do not ollow access to the school areos outside of Marist Hall,
Set-up is Cafeteria Tables and must be set-up by ministry.
Access to the Kitchen is MOT permitted unless booked separately. Marist Hall Kitchen can
only he booked by those who hove received special training.

Date of Event: Marme of Event:
Contact: ministry:
Ministry

Phone: Email:
Set-up Door Unlock
Date/Time: Time:

Event Start/End Door Lock
Tirme: Time:

# of People Expected:

Fequency of Meeting: One Time Recurring

If recurring, list start date:

If recurring, list end date:

Space User Agreement, Marist Hall/School Cafeteria (Poge 1 of 31 - Rev. 8.2026
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Appendix 13B (Page 2 of 3)
Space User Agreement: Marist Hall /[School
Cafeteria

Space User Agreement: Marist Hall/School Cafeteria
Our Lady of the Assumption Catholic Church (Page 2 of 3

Meeting Space Checklist
Mo aleohol s permitted,

Mo drugs, srmoking, vaping, iliiclt substances, guns, or weapons of any kind are parmitted.
harist Hall will nat be accessed prior to Gpm on school days.
If thia Marist Hall Kitchan has not beon resenved, it will not be accessed.

If children cre present, they will be superndsed at all times to ensure thelr safety and the cleanliness of
the facility. Children will NOT be allowed in the school, on the playground, tur fisld, or STEM classroom,

School Cafeteric tables that are stored in Marist Hall will not be removed.
Adutt to youth rotio:
18 = 36 menths: 2 adults to 12 children
53 - 4 years: 2 adults 1012 children
5 = 10 years: 2 aduits to 16 children

Junior High $chool: 2 adults to 16 youth
+ High School 2 adults to 20 youth

Running will NOT be parmitted.
Equipment show in red on the Marist Hall Set-Up Diagram on page 3 will NOT be moved,
Mo halium ballcons will be used.

Mo candies will be used.
Mo glitter or confetti will be used.

Mo tape, glue, or other adhesives will be usad w affix itarms/decoration on the walls, floors, equipment,
fitures, or tables.

Mo perrmansnt markers will be used, Arts & Crafts require the uses of o plostic table cloth, supplied by
the ministry.

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

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

Tables and chalrs will be put up. This includes cofeteria tables.

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

The: floor will be swept if food and drinks are served,

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

Al food and beverages will be removed from the premises at the conclusion of the event
Laundsred tablecloths will be returnaed to the parish office within 3 days of the event,

In the event of injuries, after providing the appropriote medical core, Jim Schweizer, Business Monoger,
at jschweizer@olachurch.org will be contasted to submit on Archdiocesan Accident/Injury Report
immediately fallowing the incident

In the svent of demages, @ note will be left in the Murray Center and Jim Schweizer, Business Manager
{jschwaizer@olachurch.org), and Mandy Crock, OLA Schoal Principal {morock @olaschoolorg) will be
notified immediately,

Only the Original Form or Scanned PDFs will be accepted. Mo Photos.

Minstry Leader Signature [Date

Thank you for adhering to these policfes! Warking together, wa can keep our parish and schoois in good shape,

soovkling clean, and ready for the nest groue who will use the focilities!

Space User Agreement: Marist Hall/School Cafeteria (Page 2 of 3) - Rev. 8.4.2076
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Appendix 13C (Page 3 of 3)
Space User Agreement: Marist Hall /School

Our Lady of the Assumption Catholic Church

Space User Agreement: Marist Hall/School Cafeteria (Page 3 of 3)

Set Up Request

MName of Event: Date of Event:

Ministry Name:

Leader: Contact Info;

Initial Here if set-up assistance is requested. {| acknowledge that
facilities staff is not always available for set-up, | further acknowledge
that set-up is not available cn school days.)

Initial Here if set-up assistance is NOT reguested.
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Appendix 14A

Space User Agreement: Marist Hall/School
Cafeteria Kitchen

(Page 1 of 2)

Space User Agreement: Marist Hall Kitchen/School Kitchen
ur Lady of the Assumption Catholic Church (Page 1 of 2

o

Page One of this document must be filled out by all persons/ministries that book meeting space at Our Lady of the
Assumption Catholic Church,

Page Two of this agreement includes the reqguired Cleaning Checklist Agreement. Keep o cooy of this for your records
so thot vou hove access fo the procedures following your event.

The decument must be signed and returned to Bryan Shepherd, Campus Director of Facilities

{behecherd@molachurch.org) and Anne Stephans, Parish Life Coordinater {gstephens@olachurchorgl; at the parish
office na later than TWO WEEKS prior Lo the data of the event.

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Date of Event: Mame of Event:

Cantact: Ministry:
Ministry

Phone: Email;

Set-up Door Unlock

Date/Time, Time:

Event Start/End Door Lock

Time: Tirme:

Initial each item below to acknowledge space rules.
The Kitcher is only to be used by those with special training,

No aleohel, Mo drugs, smoking, vaping, illicit substonces, guns, or weapons of any kind are
permitted.

Kitchen will only be used by individuals who hove received the proper trdining by the school,

The space will be lefl in the same — o better - candition than prior o the event
Ii food and beverage are served, tables will be wiped down.

Trash, it any, will be emptied in the dumpster across from the turt field.
The Hoor will be swept and mopped os needed,
Bathroorns will be checked to ensure they are in good condition.

All food and beverages will be removead from the pramises or stored in the appropricte
storage closet at the conclusion of the event,

In the event of injuries Jirm Schweizer, Business Manager, at jschwelzergalachurchorg will be
contacted to submit an Archdiocesan Accident/Injury Report immediately following the
incident.

In the event of damages Jim Schwelzer, Business Manager (jschweizer@olachurch.org), and
wandy Crack, OLA School Principal (morock@alaschoolarg) will be notified immedictely.

| acknowledge receipt of the Cleaning Checklist and will comply with all required
procedures.

Only the Criginal Form or Scanned PDFs will be occepted, No Photos.

Minstry Leader Signature Date

Thank you for adhering to these policies! Working together, we can keep our panish and schools in good
shope, sparkling clean, and ready for the next group who will use the focilities!

Space User Agreement: Marist Holl Kitchen/School Kitchen (Page 1of 2] - Rev: 8.2026
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Appendix 14B (Page 2 of 2)
Space User Agreement: Marist Hall/School
Cafeteria Kitchen

Space User Agreement: Marist Hall Kitchen/School Kitchen
Our Lady of the Assumption Catholic Church (Page 1 of 2)

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

Page Two of this agreement includes the required Cleaning Checklist Agreement. K2ep o copy of this for your records
sa thot you hove oecess fo the procedures following your event.

The decument must be signed and returned to Bryan Shepherd, Campus Director of Facilities

{bshesherd@alachurch.org) and Anne Stephens, Parish Life Coardinater {gstephens@olachurchorgl, at the parish
office na later than TWO WEEKS prior to the datz of the event.

Only the Original Form or Scanned PDFs will be acceptad. No Photos.

[rate of Event: Mame of Event:

Contact: Ministry:
Ministry

Phone: Email;

Set-up Door Unlock

Date/Time; Time:

Event Start/End Door Lock

Time: Tirme:

Initial each item below to acknowledge space rules.
The Kitchen is only to be used by those with special training,

No alcohol, Mo drugs, smoking, vaping, illicit substances, guns, or weapons of any kind are
permittad.

Kitchen will anly be used by individuals whe hove received the proper training by the school,

The spoce will be lefl in the same — of better - candition than prior 1o the evenL
Ii food and beveroge are served, tables will be wiped down.

Trash, it any, will be emptied in the dumpster across from the turf field.
The tloor will be swept and mopped os needed,
Bathrooms will be checked to ensurae they are in good condition.

All food and beverages will be removed from the premises or stored in the appropriata
storage closet at the conclusion of the event,

In the event of injuries Jim Schwsaizer, Business Manager, ot jschwelzergalgchurch.org will be
contacted to submit an Archdiocesan Accident/Injury Report immediately following the
incident.

In the event of damages Jim Schwelzer, Business Manager (jschwelzer@olachurch.org), and
wandy Crock, OLA School Principal {mecrock@melaschoolorg) will be notified immedictely.

| acknowledge receipt of the Cleaning Checkiist and will comply with all reguired
procedures.

Only the Originol Form or Scanned PDFs will be occepted, No Photos.

Minstry Leader Signature Date

Thank you for adhering to these policies! Working together, we can keep our parish and schools in good
shope, sparkling clean, and ready for the next group who will use the focilities!

Spoce User Agreement: Morist Holl Kitchen/School Kitchen (Page 1of 2] « Rev 8.2026
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Appendix 15A
Space User Agreement: Moylan Hall

(1) Space User Agreement: Moylan Hall
' Our Lady of the Assumption Catholic Church (Page 10f3)

S
L™
Page 1 of this document must be filled out by all persons/ministries that boak Moyian Hall at Our Lady of the
Assumption Catholic Church.

Page 2 of this agreement includes the required Meating Space Checklist. OUA 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-
upforeak-down. Please plan to have volunteers provide sel-up/break-down when possible,

Page 3 of this agreement is where you will create a diagram of the requested set-up. Please note that sel-up by our
facilities staff is not abways possible

The document must be signed and returned to Bryan Shepherd, Campus Director of Facilities
{bshepherd@olachurch.orgl and Anne Stephens, Parish Life Coordinator (astephens@olachurch org), at the parish
office no later than TWO WEEKS prior to the date of the event.

Only the Original Form or Scanned PDFs will be accepted. No Photos.

SPACE SPECIFICS
Theoter{ Assembly Style Seating

Caopacity: 220 people

Set-up: Rows af chairs, Podium, Microphone

AN honitor with HOMI port, Bring your own laptop with HDWMI part,

[{als! with T

Capacity: 120 people

Set-up: 6' Round tables, & rectongular tables, andfor card tables, if available

Ay Manitor with HDMI cable. Bring your own loptop with HDMI port.
Date of Event: Name of Event:
Contact: Ministry:

Ministry
Phome: Email:
Set-up Doar Unlock
Date/Time: Time:
Event Start/End Doaor Lock
Time: Time:
# of Pecple Expected:
Fregquency of Meeting: One Time ___ Recurring ___  If recurring, list start date:
Additional Set-Up Requested
# of Round

# of Round Tables Requested: Tablecloths Reguested:
# of Rectangular # of Rectangular
Tables Requested: _______ Tablecloths Requested:
Equipment Requested: Microphaone Podium

Monitor (Must provide your own laptop and HDMI cord)

Space User Agreement: Moylan Hall (Poge I of 3) - Rewv. 82026
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AppendIX 15B (Page 2 of 3)
Space User Agreement: Moulan Hall

Space User Agreement: Moylan Hall
Our Lady of the Assumption Catholic Church (rPage20r3)

Meeting Space Checklist

If Alcohal 15 being served, the Serving Alcohol Checklist will oe turned in to the Business Manager, Jirm Schweizer
(jschweizermelochurchorg) 2 weeks prior to the event aleng with this form, Request for a police officer must be
submitted to Anne Stephens via the online link (wewolochurch-forms org/police-ofiicer-raguast) one month
prior to the event. ($100/hr. 3 hour minimum Subject to change.)

Ko drogs, smcking, vaping, llllcit substances, guns, or weapons of any kind are parmitted.

If childran are present, they will be supervised ot all times to ensure thieir safety and the cleanliness of the facility,
Children will NOT be allowed on the playground or turf field,

Adult 1o youlh ratio:
= 18 - 36 months 2 adults to 12 children
@ 3 =4 years 2 adults 1o 12 children
5 - 10 years: 2 adults to 15 children
= Junior High School: 2 adults to 16 youth
@ High School: 2 adults to 20 youth

Rurning will NOT be parmitted.
ko halivm balloons will be used,
ko candles will be used,

ho glitter or confetti will be used.

No tape, glue, or other adhesives will be used to affix iterns/ decoration on the walis, floors, equipment, fisturas, or
tokles.

Mo permanent markers will be used. Arts & Crafts require the use of a plostic table cloth, supplied by the ministry.
The space will be lsft in the same — or better — condition than prior to the event.
If food and beverage are served, tables will be wiped down. Choirs will also be wiped down as needed,

Tables and chairs will be put up unless otherwise coordinatad with the Focilities Maonager, Tobles go in table
room post girls bothreom. Chairs to be stacked in corts (ke sure they all foce the some direction].

Trash, if amy, will be emptied taken to the dumpster across from the turf field. (Mot left in the one outside the
kltchen door.)

The floor will be vocuumed if needed,
Cutlet covers that ware removed during the event will be replaced. Motify facilities if any are missing.
Bothrooms will be checked to ensure they are in good condition,

IF tha kitchen is used, it will be cleaned up. That includes wiping down countertops, sweeping, mopping the floor,
cleaning dishes the group used.

Dishes, containers, ond utensils will be cleaned, drisd, ond returned to the pantry where they were found.

Al food and beverages (espacially alcohol) must be removed from the pramises ot the conclusion of tha avent.
[Food left in the kitchen or relrigerater will be thrown away.)

Laundered tablectoths will be returned to the parish office within 3 days of the event,

Ir the event of injurles, after providing the appropriate medical care, Jim Schwelzer, Buginess Manager, ot
|sehweizer@alachurchorg will be contocted to submit an Archdiocesan Accident/injury Report immediately
foflowing the incident,

In the event of damages Jim Schweizer, Business Manager (jschweizer@olochureh.org), and Bryan shepherd,
Diractor of Campus Facllities {Eﬂlﬁﬁhﬂm@ml will be notitied immediataly.

Ministry Leader Signature Date

Thank you for adhering to these polfcles! Working together, we can keep our patish and schools in good
shope, sparkling clean, and ready for the next group whe will use the facilities!

Only the Original Form or Scanned PDFs will be gecepted. No Photos.

Space User Agresmenl: Moylan Hall (Page 2 of 3) - Rev 8.2026
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Appendix 15C
Space User Agreement: Moylan Hall

%y Space User Agreement: Moylan Hall

.;J‘;?:'E- Our Lady of the Assumption Catholic Church (roge 30f3)

Set Up Request

Mame of Event: Date of Event:

Ministry Name:

Leader: Contact Infa:

Initial Here if set-up assistance is requested. (| acknowledge that
facilities staff is not always available for set-up.)

Initial Here if set-up assistance is NOT requested.

.-I_—--—

i

Set-Up Requested

Set-Up Style

TheaterfAssembly Style

Dinner/Event Style with Tables

# of Round Tables Requested: 2 E
=
g&

# of Rectangular Tables Requested:

# of Round Tablecloths Requested:

# of Rectangular Tablecloths Requested:

Equipment Requested:

Microphons Podium ___

Manitor (Must provide your own
laptop and HOM| cord

only the Original Form or Scanned PDFs will be
accepted. No Photos.

==
-
HII'I'I"q
—

Panty
W
Kitchan

Pantry
ﬁ
Rearm
Chair
Room
Parkming Lot

b=

Space User Agreement: Maylan Hall (Page 3 of 3/ - Rev, 8.2026




Appendix 16A
Space User Agreement: Murray Center

L,

%y Space User Agreement: Murray Center/Gym (Page1073)
Our Lady of the Assumption Catholic Church

o=

Page One of this document must be filled cut by all cersonsfministries that book the Murray Center/Gym at Cur Lady of the
Assumption Catholic Church,

Page Two of this agreement includes the reguired Meeting Space Checklist, OLA Focilities persennel will ossist with set-
updbreok-down as thay are ovailable. Due to the busy schedule on compus, OLA staff may nat be avaiiobie for set-

upsbreak-down, Piease plan to hove volunteers provide set-up/break-down when possible.

Page Tree of this agreement is where you will create a diagram of the requested set-up. Please note that set-ug by our
facilities staff is not always possible.

The document and diagram must be signed and returned to Bryan Shepherd, Campus Director of Facilities
[bshepherd@olachurch.org) and Anne Stephens, Parish Life Coordinator lastephens@olachurch.arg), at the parish offics no
later than TWO WEEKS prior to the date of the event.

Only the Original Ferm or Scanned PDFs will be accepted. No Photos.

SPACE SPECIFICS

Copacity: 250 people

Configuration: 6 Round tables, & rectangular tables, and/or card tables, if available

Special Notices: Mo alcohol is permitted, No drugs, guns, or weapons of any kind are permittad,
Access to the stage is NOT allowed unless prior authorization is obtained through the
school.
Floors must be swept if food or drinks are served. Spills must be cleaned up.

Date of Event: Mamie of Event:
Ministry
Contact: Mame:
Ministry
Fhane: Ernail:
Set-up Date/Time: Door Unlock Time:
Evenl Start/End Time: Door Lock Time;

# of People Expected:

Frequency of Meeting: One Time __ Recurring ___

If recurring, list start date:

If recurring, list end date;

|ce Lser Agreement: Murray Center/Gym (Page 1 of 3) - Revised 22026
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Appendix 16B
Space User Agreement: Murray Center

Space User Agreement: Murray Center/Gym (Fage2of 3)
Dur Lady of the Assumption Catholic Church

Meeting Space Checklist

Initial each item to acknowledge space usage rules.

Murray Center is not accessible prior to Bpm on school days.
No alcohol usage/service is permitted in the Murray Center.
Mo drugs, smoking, vaping, illicit substances, guns, or weapons of any kind are permitted.

If children are presant, they will be supervised at all timas to ensure their safety and the
cleanliness of the facility. Children will NOT be allowed on the playground or turf fisld.

Adult to youth ratio:

e 18 - 36 months: 2 adults to12 children
3 - 4 years: 2 adulls 1o 12 children
5 - 10 years: 2 adults to 16 children
Junior High School: 2 aduilts to 16 youth
High School: 2 adults to 20 youth

L= I = R =

Mo helium balloons will be used.
Mo candles will be used.

Mo tape, glue, or other adhesives will be used to affix itemsfdeccrution an the walls, floors,
equipment, fixtures, or tables.

Mo permonent markers, glitter, or confetti will be used, Arts & Crafts reguire the use of a
plastic table cloth, supplied by the ministry, is required,

Tables and chairs will be put up.

Trash, if cny, will be emptied in the dumpster.

The floor will be swept and liquid spill wiped up if food and drinks are served.

Bathroorms will be chacked to ensure they dre In good candition.

All food and beverages will be removed from the premises at Lhe conclusion of the event.
Laundered tablecloths will be returned to the parish office within 3 days of the event.

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

The space will be left in the same — or better - condition than prior (o the event

In the event of injuries, after providing the appropriate medical care, Jim Schweizer, Business
Manoger, at jschweizer@olachurch.org will be contacted to submit on Archdiccesan
Accident/injury Report immediately following the incident.

In the event of domages Jim Schweizer, Businass Manager {iaﬂhmizar@nlﬂchum h.orq}, and
Bryan Shepherd, Director of Campus Facilities (bshepherd@alachurch.org), will be notifisd
irmrnediataly,

Oniy the Original Form or Scanned POFs will be accepted. No Photos.

Ministry Leader Signature Date

Thank you for adhering to these policies!
Working together, we can keep our parish and schools in good shape, sparkiing clean,
and ready for the next group who will use the facilities!

Space User Agreement. Murray CenterfGym (Poge 2 of 3) - Revised 82026
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Appendix 16C
Space User Agreement: Moylan Hall

Space User Agreement: Murray Center/Gym (Poge3of3)
Qur Lady of the Assumption Catholic Church

Set Up Request

Mame of Event: Date of Event:

Ministry Name: _

Leader: Contact Info:

Initial Here if set-up assistance is requested. {| acknowledge that
facilities staff is not always available for set-up. | further acknowlege
that set-up assistance is not available on school nights.)

Initial Here if set-up assistance is MOT requested.

Stage = NO ACCESS

Set-Up Requested

# of Round Tables Requested:

# of Rectangular Tables Requested:

# of Round Tablecloths Requested:

Parking Lot

# of Rectangular Tablecloths Reqguested:

Equipment Requested:

Microphone | Podium

Iser Agreement: Murray Center/Gym [Page 3 of 3] - Revised 92026
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Appendix 17
Space User Agreement: Parish Office
Conference Room

frﬁ" Space User Agreement: Parish Office Conference Room (roge 10f 1)
'.""*k"!'? Our Lady of the Assumption Catholic Church

e R
P
s

The document and diagram must be signed and returaned to Bryan Shepherd, Campus Director of Facilities

{bshepherd@olachurch.org! and Anne Stephens, Parish Life Coordinator {astephens@olachurch.orgl, at the parish
office no later than TWO WEEKS prior to the date of the event,

Cnly the Original Form o Sconned PDFs will be accopted, No Photos,

Date of Event: Mame of Event: .

Contact: MinisLry:

Ministry

Phone: Email:

Set-up Door Unlock

Date/Time: Time:

Event Start/End Door Lock

Time: Tima:

# of Feople Expected:

Frequancy of Meeting: One Tims Recurring If recurring, list start date:

SPACE SPECIFICS

Capogity: 8-10 Pecpla.

Conliguration: Conference Table Only, Mo other set-up is ovailoble.

&y Equiprment: Monitor with HRMI port. Must bring loptop with HOMI port with you.

Parking: Parking for the Farish Office Conference Room is located on the upper level of tha church
parking ot [rot at the parish affice). Thera is o walkway from that parking lot up to the
porish office.

Building Access: Group leader ust contact Bryan Shepherd for-an access code.

Please initial each item ocknowledging the following:

Mo drugs, smoking, vaping, illicit substances, guns, or weapons of any kind ore permitted.

If Children are present, they will be supervised ot all times to ansure their salety and the
cleanliness of the facility.

Youth Room supplies will not be used,

Cther parish alfices and meeting spoces will not be occessed nor office supplies used.

No tope, glue, or other adhesives will be used to aifix iterns) decorations to the walls, floors,
aguipment, fixtures, or tables.

Mo parrmonent markers, giitter, or confett will be usad, Arts & Crafts reguirsd the use of o plastic
toble cioth, supplied by the ministry, is required.

Mo running is allowed.

Trash, it any, will be ermptied to the dumpster across from the turf field.

Table will be wipsd cown/cleanad at end of svent.

All tood/ beverages will be removed from the premises,

all requirements of this Check List will be adhered to, ond the space will be leftin the some — or
better — condition than prior to the event.

Ministry Leader Signature Date

Thank you for adhering to these policies! Working tegether, we can keep cur parizh and schoels in good shape, sparkling clean,

and ready for the next group who will use the facilities!

Space User Agreement: Farish Office Conference Boom (Page 1 of 1) - Rewised 8.30.2026
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Appendix 18A
Space User Agreement: Parish Office Fire Pit

Space User Agreement: Parish Office Fire Pit (Page 10f2)

Qur Lady of the Assumption Catholic Church

Page One of this document must be filled out by all persons/ministries that book the Parish Office Fire Pit at Our Lady of the
Assumption Catholc Church,

Page Two of this agreement includes the required Meeting Space Checklist.

The agreement must be signed and returned to Bryan Shepherd bshepherd@olachurch org, Campus Director of Facilities,
and Anne Stephens [astephens@alachurch.orgh, Farish Life Coordinator, at at the parish office no later than TWO WEEKS
prigr to the date of the event.

Only the Criginal Form or Scanned PDFs will be accepted. No Photos.

SPACE SPECIFICS

Parking is not available in the office/rectory parking lot. Attendees must park on the lot located below the
office cutside the 2™ leve| of the church.

A responsible adult must be present at all times when the firepit isin use. Childran}'wuth must ba
suparvised ot all times.

Use of the fire pit may be prohibited due to weather conditions, drought conditions, burm bans, high winds,
or other safety concerns as established by the parish office.

The fire rnust be contoined witn the designated fire pit.

The Ministry/Group is responsible for ensuring that the fire is completely extinguished before leaving the
areda.

Mo alcohol is permitted. No drugs, guns, or weapons of any kind are permitted.

Bird feeders cannot be bothered or moved.

Date of Event; Mame of Event:
Ministry

Contact; Mame:

Ministry
Phone: Ermail:
Set-up Date/Time: Door Unlock Time:
Event Start/End Time: Doar Lock Time:
# of People Expected:
Frequency of Meeting: One Time ___ Recurring ___

If recurring, list start date;

If recurring, list end date:

Space User Agreement: Parish Office Fire Pit {Page 1 of 2) - Revised 3.2026
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Appendix 18B
Space User Agreement: Parish Office Fire Pit

Space User Agreement: Parish Office Fire Pit (Page 2 of 2]
Cur Lady of the Assumption Cathelic Church

Meeting Space Checklist

Initial each item to acknowledge space usage rules.

Use of the firepit is permitted only with a confirmed bookingreservation.
Mo aleohol, drugs, smoking, vaping, illicit substances, guns, or weapons of any kind are permitted.
If children are prasent, they will be supervised at all times to ensure thair sofety.

Adult to youth ratio:
18 - 36 months: 2 adults 1012 children
3 - 4 yedrs: 2 adults to 12 children
5 - 10 years: 2 adults to 18 children
Juniar High School: 2 adults to 16 youth
High School: 2 adults to 20 youth

The group understands that OLA staff may concel or discontinue Fire Pit use ot any time due to
wedther, safely CONCerns, or campus neads.

The fire will remain completely contained within the designated Fire Pit.

No person will enter, sit on, climb on, or octherwise misuse the Fire Pit.

nathing will be thrown into the fire other than approved firewoaod.

Chairs, tables, decorations, coolers, and other items will be kept a safe distance from the Fire Pit
A suitable means of extinguishing the fire will be readily availoble throughout the event.

Food moy only be cooked or roasted over the Fire Pit when appropriate equiprent is used and
adults provide adeguate supervision.

Roasting sticks/skewers, if used, will be handled carefully and will not be left unattended around
children,

The fire will never be left unattended.

The: fire will be complately extinguished before the group leaves the area. Hot or smoldering coals will
not be left unattended.

The Fire Pit and surrcunding area will be left in the same—eor better—cendition than pricr to the event,
Trash, if any, will be emptied in the dumpster across from the turf field
All food and beverages will be removed from the premises at the conclusion of the event.

In the event of injuries, after providing the appropriate medicaol care, Jim Schweizer, Business
Manager, ot j[schweizer@olachurch.org will be contacted to submit an Archdiocesan Accident/injury
Report immediately following the incident.

In the event of darmages Jim Schweizer, Busingss Manoger {iww}, and Bryan
shepherd, Director of Campus Facilities {bshepherd@olachurch.org), will be natified immeadiataly,

only the Original Form or Sconned PDFs will be occepied. Ne Photos.,

Ministry | eader Signature [lata

Thank you for adhering to these policies! Werking together, we can keep our parish and schools in good shape, sparkiing clean,
and ready for the next group who will use the focilities!
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Appendix 19
Space User Agreement: Parish Office and

Grounds

{1 Space User Agreement: PARISH OFFICE & GROUNDS

ik
QOur Lady of the Assumption Catholic Church

oy

The document and diagram rmust be signed and returned ta Bryan Shepherd, Campus Director of Facilities
(bshepherdi@olachurch.orgl and Anne Stephens, Parish Life Coordinator {(astephepsiolachurch.orgl, at the parish
office no later than TWO WEEKS prior to the date of the event.

Mame of Event:
Date of Event:

Ministry:

Ministry
Contact Mame: Email;
Phone:
Set-up Date/Time: Doar Unlock Time:
Event Start/End Time: Door Lock Time:

#.of People Expected:

If recurring, list start date:

Fequency of Meeting: One Time ___ Recurring __

Please initial each Item acknowledging the following:
Mo drugs, smaoking, vaping, illicit substances, quns, or waapaons of cny kind are permitted,
Farticipants will park in lower parking lot or on strest.
Mo offices or office supplies will be gccessed.

If Children are present, they will be supervized at all times to ensure their safety ond the
cleanliness of the facility/grounds.

Mo tope, glue, or cther adhesives will be used to affix items/decorations to the walls, fioors,
equipment, fixturas, or tobles,

Mo perrnonent markers, glitter, or contetti will be used. Arts & Cralts require the use of a plastic
table cloth to ovoid a mess.

If talzles cre used they will be wiped down/cleaned at end of event.

Grounds will be ploked up. Trash will be token to the dumpster across from the turf field.

Al food/beverages will be removed from the premises

Mo one will otternpt to access the rectory or areas besida/behind the rectory.

All requirements of this Check List will be adhered to, ond the space will ba left in the some —.or
better - condition than prior to the event

Minstry Leader Signature Date
Thank you for adhering to these policies!

Warking tegether, we can keep our parish and schools in good shape, sparkling clean,
and ready for the next group who will use the facilities!

Koop a copy of this document for your records.

Parish Office/Grounds Spoce User Agreement Rev, 32076
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Appendix 20A
Space User Agreement: Parking Lot and Grounds

pace User Agreement: PARKING LOT & GROUNDS

ur Lady of the Assumption Catholic Church (Page 1 of 5)

This document must be filled out by all persons/ministries that book the Parking Lot/Grounds at Our Lady of the
Assumption Catholic Church,

Page Two of this agreement includes the required Meeting Space Checklist, OLA Facilities personnei witl assist with set-
upfbreak-down as they are available. Due to the busy scheduie on campus, OLA staff may not be available for set-
upfbreak-down, Please plan to have volunteers provide set-up/break-down when possible,

Pages 3-5 of this agreement include diagrams of our campus, ise these pages to create a diagram of the reguested set
up. Plzase note that set-up by our facilities staff is not always possible

The document and diagram must be signed and returned to Bryan Shegherd, Campus Director of Facilities
tbsheaherdi@olachurch.crpl and Anne Stephens, Parish Life Coordinator (astapbens@olachurch.orgl, at the parish
office no later than TWO WEEKS prior to the date of tha event

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Mame of Event: Date of Event:
Ministry: Contact Name:
Ministry
Phone: Emall:
Set-up Date/Time: Boor Unlack Time:
Event Start/End Time: Door Lock Time:
# of People Expected;
Frequency of Meeting: OneTime ___ Recurring ___ If recurring, list start date;

SPACE SPECIFICS

Capaecity: Varioble
Configuration:  Tables, Chairs, and Tents ore available in a limited capacity,

Hotes: The Church is not to be accessed during any event held in the parking lot and
surrounding ared

The Barden of Mernories is not to be accessed during any event held in the parking
lot and/or surrounding area.

For set-up requests, only submit the pages reflecting the space booked.

Barking Lot/Grounds Spoce User Agreement {Page 1 of 5] Rewvised 3 2026

(Page 1 0f 5)
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Appendix 20B
Space User Agreement: Parking Lot and Grounds

(Page 2 of 5)

Space User Agreement: PARKING LOT & GROUNDS
Our Lady of the Assumption Catholic Church (Page 2 of 5)

Please initial each item acknowledging the following:

If Alcohol s being served, the Serving Alcohol Checklist will be turned in o the Business Manager, Jim
Schweizer ([schweizen@alachurchorg) 2 weeks prior to the event alang with this form. Request for a
police officer must be submittsd to Anne Stephens via the onling link | wew olachurch-forms.orgfpolice-
officer-request | one month prior to the event [$100/hr. 3 hour minimum Subject to change.)

M drugs, smoking, vaping, illicit substances, guns, or weapons of any kind are permitted.

If children are present, they will be supervised at all times to ensure their safety and the cleanliness of
the space. Children will NOT be allowed on either playground or turf field,

Adult to youth rotio;
@ 18 = 36 months: 2 adults to 12 children
o 3 - 4 years: 2 adults to 12 children
- 10 years: 2 odults to 16 children
o Junior High School: 2 adults to 18 youth
2 High Sehool: 2 adults to 20 youth

Mo glitter or confetti will be used, No permanent markers will be used. Arts & Crafts reguire the uss of
plastic table clath, supplied by the ministry.

The spoce will be left in the same - or better — condition than prior to the event.

If ford and beverage are served, tablas will be wiped down. Chalrs will alsa be wiped down as neaded.
Tables and choirs will be put up in the appropriate storoge area.

The Church will not be occessed.
The Garden of Memories will not be docessed,
The Preschool Playground will not be accessed,

Trash, if any, will be ernptied taken to the dumpster ocross from the turf field, (Mot left in the one outside
tha kitchen doar.)

Bathroams (the church bathreoms are not accessibie) will be checked at the end of the event to ensure
they are in good condition.

all food and beverages (especially alcohol] must be rermoved fram the premises ot the conclusion of the
event. {Food left in the Moylan Hall kitchen or refrigerator will be thrown owoy.)

Laundared tablecicths will be returned to the parish office within 3 doys of the event.

In the event of injuries, after providing the appropricte medical care, Jim Schweizer, Business Monager, at
jschweizer@olochurchiorg will be contocted to submit aon Archdiocesan Accident/injury Repart
immeadiately following the incident.

In the event of domoges Jim Schweaizer, Business Monager (jschweizermolochurch.org), and Bryan
shephard, Campus Director of Facilities {ﬂ&hﬁmhumh.ﬂfg} will be notlfl&d immediately.

Table cloths requested through the parish office will be retumed, launderad, within three {3} days of the
event.

Ministry Leader Signature Date

Thank you for adhering to these policies! Working together, we can keep our parish and schools in good

shape, sparkling clean, and ready for the next group who will use the lacilities!

Keop o copy of this document for your records.

Parking Lot/Grounds Spoce User Agreement (Poge 2 of 5) Revised 82025




Appendix 20C (Page 3 of 5)
Space User Agreement: Parking Lot and Grounds

R - 2t

Space User Agreement: PARKING LOT & GROUNDS
Our Lady of the Assumption Cathelic Church (Page 3 of 5)

Set Up Request UPPER PARKING LEVEL

Please note that this is only for the parking lot. If Moylan Hall is also booked, a separate agreement must be
submitted.

Mame of Event: Date of Event:

Ministry Name:

Leader: Contact Info;

Initial here if set-up assistance is requested. (1 acknowledge that facilities
staff is not always available for set-up.)

Initial here if set-up assistance is NOT requestad.

Set-Up Requested
# of Round Tables Requested: # of Round Tablecloths Reguested:
# of Rectangular Tables Requested: # of Rectangular Tablecloths Requested:

v Preschool Playground
Moylan Hall }_g

Farking Lot/Grounds Spoce Usar Agreement (Poge 3 of §) Rewvised 8.2026
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Appendix 20D
Space User Agreement: Parking Lot and Grounds

(Page 4 of 5)

{19 Space User Agreement: PARKING LOT & GROUNDS

ks Ourlady of the Assumption Catholic Church (Page 40f B)

Set p Request LOWER PARKING LEVEL (Church Side)

Please note that this is only for the parking lot. If Marist Hall is also booked, a separate agreement must be
submitted.

Mame of Event:
Ministry Name:

Date of Event:

Leader: Contact Info;

Imitial here if set-up assistance is requested. (| acknowledge that facilities staff is not
always available for set-up.}

Initial here if set-up assistance is NOT reguested.

Set-Up Requested

# of Round Tables Requested: # of Round Tablecloths Requested:

# of Rectangular Tables Requested:

# of Rectangular Tablecloths Reguested:

________

Upper Level:
Upper Room
Choir Room

Parking Lot/Grounds Spoge User Agreement

Ministry Leader Handbook | Page 63
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Appendix 20E
Space User Agreement: Parking Lot and Grounds

._"rﬁf,‘ F

Space User Agreement: PARKING LOT & GROUNDS

ratka? COur Lady of the Assumption Cathelic Church (Page 5 of 5)

Set Up Request LOWER PARKING LEVEL (School/Preschool Side)

Please note that this is only for the parking lot. If Marist Hall is also booked, a separate agreement must be
submitted.)
Mame of Event:

Date of Event:

Ministry Name:

Leader: Contact Info:

Initial here if set-up assistance is requested. || acknowledge that facilities staff is not
always available for set-up.)

Initial here if set-up assistance is NOT requested.

(Page 5 of 5)

Set-Up Requested

# of Round Tables Requested:

# of Round Tablecloths Requested:

# of Rectangular Tables Requested:

# of Rectangular Tablecloths Requested:

Chanel Marlst Hall
Center

Murray Activities
Center [Gym])

School &
Chanel
Center

school &
Marist Hall

st Hall Murray Activities
Center (Gym)
i
Ll" J_
[

Parking Lot/Grounds Space User Agreemeant (Page 5 of

5l Revised 9.2026




Appendix 21
Space User Agreement: Scout Room

(Page 10f 1)

€] Space User Agreement: Scout Room
& ¥ Our Lady of the Assumption Catholic Church

{Page 1 of 1)

The document must be signed and returned o Bryan Shepherd, Campus Director of Facilities
tibshepherd@olachurch org) and Anne Stephens, Parsib Life Coordinator (astephens@olachurch.org) at the parish
office no later than TWO WEEKS prior to the date of the event. Set-up requeasts are not guarantaed.

Only the Original Ferm or Scanned PDFs will be accepted. No Photos.

Date of Event: Mame of Event:
Contact: hinistry:
Kinistry

Phone: Epnail:

Set-up Door Unlock

Date/Time; Time:

Event Start/End Coor Lock

Firme: Time:

# of Peaple Expected:

Freguency of Meeting: One Time __ Recurring __ If recurring, list start date:

SPACE SPECIFICS
Set-Up: Rectarngulor Tables and Chairs

Pleasa initlal oach item acknowledging the following:

Wo aleohal, drugs, smoking, vaping, llcit substances, guns, or waapons of any kind are parmitted.

If Children are present, they will ba supervised at all times to ensurs their safety ond the cleanliness of
the facility.
Adult to youth ratio:

18 - 36 months: 2 adults to 12 children

3 - 4 years: 2 adults to 12 childran

5 =10 vears: 2 adults to 16 children

Junior High School: 2 adults to 16 youth

High School: 2 adults to 20 youth
N tape, glue, or other adhesives will be used to affix itarns/decorations to the walls, floors, aguipment,
fixturas, or tables.
Mo permaonent markers, glitter, or confettie will be used.
Traish, IF any, will be emptied Lo the dumpster ceross Irom the turl field/gyrm.
Tables will be wiped down/cleaned at end of event,
All food/beverages will 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.
Iny the event of injuries, alter providing the appropriate medical carg, Jim Schweizer, Business Manager,
at jschweizer@olachurch.org wil be contacted to submit an Archdiocesan Accidentinjury Report
(found ot wwaw olachurch org/ministry-leaders immaediately following the incident.

In the event of domages Jim Schweizer, Business Maonager (jﬁghmﬁ[m@ﬂ!u;hu@mg}. and Bryan
Shepherd, Carmpus Director of Facilities (mmm], will be notified immediately.

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Minlstry Leader Signature Date

Thank yau for odhening to these policies! Werking together, we con Koo our porish and sehools in good shope, sparkling cloon,

ond ready for the pext group who will use the fociiities!

(el Cemter Space User Agreemisnt - Rewv §20048)
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Appendlx 22A (Page 1 0of 2)
Space User Agreement: Turf Field

{Poge 1or2)

This document must be filled out by all persons/ministries that book the Upper Room at Our Lady of the Assumption
Catholic Church.

Page Two of this agreement includes the required Meeting Space Checklist. DLA Facilities persannel will assist with set-
upfkreak down as they are available, Due to the busy schedule on campus, OLA staff may not be available for set
upibreak-down. Please plan to have volunteers provide set-up/break-down when possible.

The agreement and diagram must be signed and returned to Bryan Shepherd (bshepherd@olachurch.org), Director of
Campus Facilities, and Anne Stephens (astephens@olachurchargl, Parish Life Coordinator, at the parish office no later
than TWO WEEKS prior to the date of the event. Set-up reguests are not guaranteed.

Only the Original Form or Scanned PDFs will be accepted. No Photos,

Date of Event; Mame of Event;

Contact: Ministry:
Ministry

Phone: Email:

Set-up Date/Time:

Event Start/End Time:

Gate to be locked by Ministry Leader at conclusion of the event.

# of People Expected:

Freguency of Meeting: One Time Recurring

If recurring, list start date:

If recurring, list end date;

Ministry Leader Signatura Date

Space User Agreement; Turf Field (Page 1 of 2] - Revised 8 2026
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Appendix 22B
Space User Agreement: Turf Field

(Page 2 of 2)

&

Space User Agreement: Turf Field (Poge2oF2)
Qur Lady of the Assumption Catholic Church

Meeting Space Checklist

Initial each item to acknowledge space usage rules.

No alcohol iz parmitted.

Mo drugs, smoking, vaping, illicit substonces, guns, or weapons of any kind are permitted.

Ko drones perrmitted.
If childran are present, they will be supenvised at all timeas to ensure thair safety and the cleaniinass of
the facility. Children will NOT be allowed on the playground or turf field.

Aduit to youth ratio;
o 18 - 38 months: 2 adults ta 12 childran
o 3 -4 years: 2 adults to 12 childran
o § = 10 yeors: 2 adults to 16 children
o Junior High School: 2 adults to 18 youth
o High School: 2 adults to 20 yvouth

Mo candias will be used.

Mo glitter or confetti will be used.

Mo tapes, glue, or ather adhsasives will bs used to affix items/decorations.

Mo permanent markers will be used, Arts & Crofts required the use of o plastic table cloth, supplied by
thiea rministry, is reguired.

Mo walking will be permitted on the podded wail.

Bathrooms are accessible through the Murray Center/Gym door closest to the field. They will be
checked to ensure they are in good condition ot the end of the events.

Tragh, if any, will be emptied in the dumpster,
The Turf will be swept and policed for garbage as needed.

Al food and beverages will be remaoved from the premizes at the conclusion of the event. This includes
watar bottles.

The space will be laft in the some — or batter — condition than prior to the event.

In the event of injuries, after providing the appropriote medical care, Jim Schweizer, Business Manager,
ot jschweirer@alachurch.org will be contacted to submit an Archdiccesan Accident/injury Report
{found at wws.olachurch.erg! ministry-leaders immediately following the incident,

In the event of damiages Jim Schweizer, Business Managsr {is;hﬂaLagL@mmhumhmgl and Bryan
Shepherd, Campus Director of Facilities (bshepherdmolachurch.org), will be rictified immadiately,

Only the Original Forrm or Scanned PDFs will be accepted. No Photos.

Ministry Leader Signature Date

Thank yeu for adhering te these policies! Working together, we can keep our parish and
schools in good shape, sparkiing clean, and ready for the next group who will use the facilities!

Space User Agreement: Turf Field (Page 2 of 2 - Revised 82026




Appendix 23A
Space User Agreement: Upper Room

(Page 1 of 3)

Space User Agreement: The Upper Room

Qur Lady of the Assumption Cathelic Church {Fegeora)

Meeting Space Checklist

Initial each item to acknowledge space usage rules.

Mo drugs, smoking, vaping, llicit substances, guns, or weapans of any kind are permitied.

If Aleahol s being served, the Serving Alcohol Checkdist will be turned in to the Business Manager, Jim

Schweizer hmﬁﬂfﬂhﬁ“—hﬂﬂ } 2 wesks prion bo e evaent along with this form. Ruquesl fora
police officer must be submitted to Anne Stephens (ostephens@alachurchorg) one manth priar to the

event. ($100/hr. 3 hour minimum Subject to changs.)

If children ore presant, they will be supearvised ot all times to ensure their sofety and the cleaniiness of
the focility, Children will NOT be allowed on the ployground or turf field,

Adult toyouth ratio:
© 18 - 36 moanths: 2 adults to 12 chillaren
c 3= 4 years: 2 adults to 12 children
¢ 8 - 10 years: 2 adults to 16 children
o Junior High School: 2 adults to 16 youth
= High School: 2 aduits to 20 youth

Running witl NOT be permitted.
Ko helium balloons will be used.
Mo condiss will be ussd.

Mo glitter or confattie will be used.

Mo tape, glue, o other adhesives will be used to affix terms/decoration on the walls, floors, equipmant,
fixtures, or 1ablas.

Mo perrmanent morkers will be used. Arts & Crafts required the use of a plastic tabie cloth, supplied by
the ministry, is regquired.

If ford and heverage ore served, tables will be wipad down. Chairs will also be wiped down as nesded.
Trash, i any, will be token to the dumpster across trom the turf field.

The floor will be vacuumed if neaded.

Replace ary outlet covers that were removed during the event. Notify facilities If any are missing.

The hollwoy bathroom will be checked to ensure it is in good condition

All food and hw&mgas {especially dlcohol) rmust be removed from the prermises ot the conclusion of the
avant. (Do NOT leave in tha refrigerator, [0 will be thrown awcy.)

The space will be left in the saome = or better = condition than prior to the event

In the event of injuries, after providing the appropriate medical cars, Jim Schwelzer, Business Manager, at
jschweizergolachurch.org will be contacted to submit an Archdiccesan Acoident/injuny Report
immediately following the incident,

In the event of damages Jim Schweizer, Business Manager (jschweizer@olochurch.org), ond Bryan
Shepherd, Director of Campus Facilities {bshepherd@olachurch.org), will be notified immediately,

Minstry Leader Signature Date

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Thank you for adhering to these policies!
Warking fogether, we can keep our parish and schools in good shape, sparkling clean,
and recdy for the next group who will use the focilities!

Space User Agreement: Upper Room (Poge 2 of 31 - Revised 82026
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Appendix 23B
Space User Agreement: Upper Room

(Page 2 of 3)

{FPage 2of 3

Meeting Space Checklist

Initial each item to acknowledge space usage rules.

Mo drugs, smoking, vaping, llicit substances, guns, or weapons of dny kind are permitied.

If alcohol Is being served, the Serving Alcohal Checkiist will be turned In to the Business Manager, Jim

Schweizer hmﬁﬂfﬂhﬁ“—hﬂﬂ } 2 wesks prion bo e evaent along with this form. Ruquesl fora
police officer must be submitted to Anne Stephens (ostephens@alachurchorg) one maonth prior to the

event. ($100/hr. 3 hour minimum Subject to change. )

If children are presant, they will be supervised ot all times to ensure their safety and the cleoniinass of
the focility, Children will NOT be allowed on the playground or turf field,

Adult toyouth ratio:
c 18 - 36 months: 2 adults to 12 children
c 3= 4 years: 2 adults to 12 children
¢ 8 - 10 years: 2 adults to 16 children
o Junior High School: 2 adults to 16 youth
= High School: 2 aduits to 20 youth

Running wifl NOT be permitted.
Ko helium balloons will be used.
Mo condiss will be ussd.

Mo glitter or confattie will be used.

Mo tape, glue, o other adhesives will be used to affix lterns /decoration on the walls, floors, equipmant,
fixtures, or 1ablas.

Mo perrmanent morkers will be used. Arts & Crafts required the use of a plastic tobie cloth, supplied by
the ministry, is regquired.

If ford and heverage are served, tables will be wiped down. Chairs will also be wiped down as needed.
Trash, i any, will be token to the dumpster across from the turf field.

The floor will be vacuumed if nesdead.

Replace any outlet covers that were removed during the event. Hotity facliities If any are missing.

The hollwoy bathroom will be checked to ensure it is in good condition

All food and hw&mgas {ezpecially glcohol) must ba removed from the premises at the conclusion of the
avant. (Do NOT leave in tha refrigerator. IUwill ke thrown awcy.)

The spoce will be left in the some = or better = condition than prior to the event

In the event of injures, after providing the appropriate medical cors, Jim Schwelzer, Business Manager, at
jschwsizrergolachurch.org will be contacted to submit an Archdiocesan Accident/injury Report
immediately following the incident,

In the event of damages Jim Schwelzer, Business Manager (jschweizer@olochurch.org), and Bryan
Shepherd, Director of Campus Facilities {bshepherd@eolochurch.org), will be notified immediately,

Minstry Leader Signature Date

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Thank you for adhering to these policies!
Warking fogether, we can keep our parish and schools In good shape, sparkling clean,
and ready for the next group who will use the focllities!

Space User Agreament: Upper Room [Poge 2 of 31 - Revised 92026
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Appendix 23C
Space User Agreement: Upper Room

(Page 3 of 3)

14

__ Space User Agreement: The Upper Room (rage 30r 3

Our Lady of the Assumption Catholic Church

Set Up Request

Mame of Event: Date of Event:

Ministry MNarme;

Leader: Contact Info:

Initial Here if set-up assistance is requested. (| acknowledge that
facilities staff is not always available for set-up.)

Initial Here if set-up assistance is NOT requested.

Space User Agreement: Upper Room {Page 3 of 3) - Revised 32026

Ministry Leader Handbook | Page 70




Ministry Leader Handbook | Page 71

Appendix 24A
Space User Agreement: Youth Room

(Page 1 of 2)

Space User Agreement: Youth Room .02
Our Lady of the Assumption Catholic Church

This document must be filled out by all persons/ministries that book the Youth Room at Qur Lady of the Assumption
Catholic Church: The agreement must be signed and returned to Bryan Shepherd, Campus Director of Facilities

(behepherd@olachurch orgl and Anne Stephens, Parish Life Coordinator (@astephens@olachurch.orgl at the parish
office no later than TWO WEEKS prior to the date of the event, Late submissions cannot be accepted

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Date of Event: Mame of Event:

Contact: Miristry:
Ministry

Phone: Email:

set-up Door Unlock

Date/Time: Time:

Event Start/End Door Lock

Time: Time;

# of People Expected;

Frequency of Meeting: One Time Recurring

If recurring, list start date:

If recurring, list end date:

SPACE SPECIFICS

Capdoity: Up to 20; couches and chairs

Special Notice: ¥outh Ministry hos priority booking of this space

If furniture is moved, it must be returned to the original position,
snacks, drinks, and other supplies are NOT availabe for your minstry's use,

AV Equipment: Monitar with HOMI port, Must bring laptop with HDM| port with you,

Parking; Parking for the Youth Room is located on the upper level of the church parking lot (not at
the parish office). There I o walkway from that parking lot up to the parish oflice,

Building Access: Group leader must contact Jan Mangicracing or Bryan Shepherd for an access code,

Space User Agreemient’ Youth Rooam (Poge 1 of 2) - Revised 8.2026
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Appendix 24B
Space User Agreement: Youth Room

(Page 2 of 2)

Space User Agreement: Youth Room . ...q,
Our Lady of the Assumption Catholic Chureh

Pleasa initial each item acknowledging the following:

Mo alcohol, drugs, smoking, vaping, ilicit substances, guns, or weapons of any kind ore parmittad.
If ehildren are present, they will be supervised ot all times o ensure their safety and the
cleanliness of the facility.

If furniture is moved, it will be returned to its oniginal position.

Mo tape, glue, or other adhesives will be used to aoffix items/decorations to the walls, floors,
equiprment, fixtures, or tables.

Ko running is ollowed in any mesting space, except the gym,

Ho permanant markers, glitter, or confetti will be used. Arts & Crafts require the use of a plastic
table cloth, supplied by the ministry.

Youth Room supplies will not be used.

Other porish offices and meeting spaces - including the ‘kitchen’ will not be docessed nor office
supplies used,

Trash, if any, will be emptied to the dumpster located aoross from the turf Held

Tables will be wiped down/cleaned at end of event.

All food(beverages will be removed from the premises.

All requirements of this Check List will be adherad to, and the space will be left in the same = or
better — condition than prior to the event.

I the event of injuries, after providing the appropriote medical care, Jim Schweizer, Business
Maonager, ot [schweizer@olochurch.org will be contacted to submit an Archdiocesan

m:cidantflnjurf Report {found at WQW immediately following the

incident.

In the event of damages Jim Schweizer, Business Manager (jschweizerg@olachurch.org), and

Bryan Shepherd, Campus Director of Facilities (bshepherd@olachurchorg), will be rotified
immediately.

Ministry Leader Signature Date

Thank you for adhering to these policies!

Working together, we can keep our parish and schools in good shape, sparkling clean,
and ready for the next group who will use the facilities!

Only the Original Form or Scanned PDFs will be accepted. No Photos.

Space User dgreement: Youth Room (Page 2 of 2] - Reviseg 92026




Appendix 25
Archdiocesan Events Serving Alcohol Checklist

% ARCHDIOCESE OF ATLANTA
b EVENTS SERVING ALCOHOL CHECKLIST

Please complete this checklist for ALL events raquesting to serve alcohel
Event Date: Event Name:
Parish or School Name:

Event Coordinator:

Completed Steps
0 1. PASTOR/ADMINISTRATORPRINCIPAL APPROVAL: Pastor/AdmumstratorPrncspal has
agreed that the party/event can be beld 1n the panish'sehooal facihities
O 2. OVERSIGHT: If alcobol 1= served, indicate name of the mndnadual (not the pastor or prneipal)

with overall responautbihity for Event Coordination (note above)).

3. PERMIT AND INSURANCE: Georgia State Law does not allow for alcohol to be sold on church
O or school property except wath 2 PERMIT and LICENSED CATERER.

a Alcohol permut can be obtuned from the local mumeipality to sell aleohol for one day
b. A caterer should be hured and thew heense chould be used.

4. FOOD: Provide food at all fanchons where aleobaol 12 being served.

5. ENDING TIME: The event :hould stop serang alcohol one hour before the event 15 to end (pote
that ame: 2
6. ALCOHOL SERVED AS HOST: Unless a FERMIT and CATERER are used: all alcohol noast
b fomished by the panishschool. a3 the “host™
a Alcohol cannot be sold. but may be provaded. This 15 usually done on a “donation™ bauns, with
O consideration grven to 2 token dnnk coupons per puest, for example.
b Mo “Cazh Bars”
c. ¥No “BYOB” (Bnog Your Own Beverage). Attendess are never parmutted to bnng aleobol to an
avent

7. LOCAL ADULT BARTENDER(S): If an insured caterer 12 not being used, there must be
responsuble adult serang as bartenders who am not mmbibing. They must understand ther

mesponsibiline: for keeping a close watch on anyone who may b “over-served”. Indicate the
mdividual bandling this responubadity in the area balow.

§ LEGAL AGE: Bartender(:) mmust venfy that anvone baing served iz of legal age.

9. BACKUP TRANSPORTATION: Flans should be made for offenng ndes or toa availabaity 1n
caze someone does dnok too much Transportation options should be made clearly available.

10, SECURITY: Asny nme alcobol is present. secunty personnel should also be present.

11, BEER AND WINE: It 15 preferably to lumit aleohol to beer and wine only.

12. OUTSIDE USAGE: If an cutside group wants to rent the facihity, a “Facility Usage Apresmant”™
MUST be obtuned. signed and sent to Catholie Mutual.

13, ACCIDENTTIIURY CLAIMS: In the event of 2 ngmuficant accident claim. or mjunes, if the
pudelines in ths Checklist were not followed, the local panzh'school deductible would be
mereased up to $150,000 (which 15 the Archdiocese deductible for such clums)

O|(O0|O0Oojlo|jo] O

Person responsible for monitoring for excessive alcohol:

Parish/5chool staff verifving this information:

Date:

Moo’ contreller warrenerests soving alashal checklist 2018
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Appendix 26
Annual Media Release Form for Minors

F

.
THE BOMAN CATHOLIC =—m———— ‘ﬁm

ARCHDIOCESE or ATLANTAﬁ

Annual Media Release Form
Complete One Form per Child

Child’s Name-

Date of Birth:

School Year
{where applicable):

Our pansh and/or school, , ses images, interviews, and videos
of our children for a vanety of internal and extemnal commumications. Cur forms of internal and external comnmmications
inchide but are not lonited to: print. such as newspapers, bulletins, and newsletters; photographs and digital images; film and
h@m;mmmmnﬂmmmmmmmmmsdmmm&rm.

We follow the Archdiocese of Atlanta’s Social Media Polbic
Minaors. Phumﬂnsmhmm

Please indicate below whether our parish and/or school has permission to circulate interviews, images, and'or videos of
vour child for all parish and/or school events for one vear:

[ 1hersby grant pernsission fox the following parish andior school, o
use images and imterviews of my child . for mternal or external
commumicabions for one vear. Mmhmmfwm&mwm and other media
outlets. | understand confent may Bullerin or other media for public dissemunation. mcludmg but
not limited to film; video; television; radio; newspapers such as The Atlanta Journal and Constiturion, websites and onlme
platforms; mdsumimdnmbu:hﬂnghnmlmmdmﬁubmhﬁnm and Instagram [ release and relieve the
pansh and/or school, and the Archdiocese of Atlanta, from any responsbility or hability for any claims ansing from the

or of amy or Interview In any news of other media. 1 wasve amy and all to or
Fﬂmwmmﬂmmmgu 1mw#mdwhtmybfymdmmwmmemrwmnﬁmmmﬁ
the eventual use for which it naay be apphed.
I understand that photographs, videos, and/or interviews are being done with the knowledge and approval of the panish and/or
school, and that a signed release form is required for every parhapating individual

D NO, I do not want nry child included m, nor my child’s image used, m any mtemal or external commumications. This
does not include Catholic School yearbools or newspapers.

Signature of Parent or Legal Guardian Date

Prmi Name of Parent or Legal Guardian

Please contact your Parish Catechenical Leader or School Administranon immediately ro adiust your media release
FETHIESIONS.

FOR OFFICE USE ONLY: Supplant this release annually. Keep the most recent release until the child is 20

2401 Lake Mark Drive, 5. E. * Senvma, Geongia 300808562
mmain: 404-920-7800 » fax: $04-920-7801 » archatl.com
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Appendix 27

Purchase Order Form
P.0. Number:
Purchase Order
Our Lady of the Assumption Church
1406 Hearst Drive NE
Brookhaven, GA 30319
Phone: {404) 261-7181 Date:
Requestor:
(Please Print)
E-mail Address;
Phone Number:
Quantity Description Purpose Unit Price Total
Estimated
Proposed Vendor: Total
Requested by: Date;
[Signature)
Approved by: Date:
(Signature)




Ministry Leader Handbook | Page 76

Appendix 28

Check Request Form

Check Request

Our Lady of the Assumption Church

1406 Hearst Drive NE
Brookhaven, GA 30319

Requestor:
Make Check Payable to:
Address:
Email Address:
Telephone #
Date:
* Please attach Qriginal or Scanned Receipts (no jpeq or .png files) to this form,
* Please aftach copy of approved PO if over 5250,
Vandor Date Amount Dept or Ministry Description
Total: $0.00
Signature of Reguestor: Date:
Authorized by Diate:




Appendix 29
New Vendor Acknowledgement Form

THE ROMAN CATHOLIC

ARCHDIOCESE of ATLANTA

-m-'

VENDOR ACKNOWLEDGMENT FORM

certifies that all employees working at
Name of Company

effective have
Name of Parisly/School/Agency Date

successfully cleared a criminal background check which includes a national sex
offender registry search and have not been convicted of a crime (other than minor traffic
infractions). Depending on the specific nature of the work or position on diocesan

premises, vendors/independent contractors may also be required to attend a
designated Safe Environment training,

I have provided with the following documents:

Name of Parish/School/Agency

___ W9 form on file
___ Business license

___ Liability insurance coverage (Refer to Policy for Hiring Independent Contractors)

Name of Signature of
Company Official Company Official

Company's Address and Phone Number

Date

2401 Lake Park Drive, 5.E + Smyma, Georgia J0080-5862
A04-D20-7800) = Fax 40007800 « archatl.com
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Appendix 30
Sample W9

Form w-g . Request for Taxpayer Give form to the
{Fiev. March 2024} Identification Number and Certification requester. Do not
Daparimient of the Troasiny send to the IRS,

Indaimal REvEnLs Ssniss Go to www.irs.goviForm WS for instructiona and the lalest information,

Betore you begin, For guidance related to 1he purpose of Form W-2, see Furposs of Fonm, below,

T Mame o entihndividual, An eniry i5 required, {For 8 sole progriston o disregarded éndily, entor the cwnér's nama on Gee- 1, and satar i busneesidengandod
entity's name on fing 2.}

2 Busingss namaiEsreganded antity nama, il diferent from above.

a Gheck tha Bppropriate box tor fasaral 1ax classification of the enlityindividual whess namsa is antered on Ine 1, Check
only ove of the lollowing seven bowes,

[ individustisole proprisfer ] Goorpomtion [] S corparation ] Parnership

[ 1L, Entor tha tax classification (€ = € corparation, 5 = § canportion, P w Partnership) .
MNoba: Check tha "LLG" box above and, in Tha antry space, snler the approoriate code (3, s._chHurmnme
classification of the LLC, unless Il s a dsreganded entity. A disregarded entity should instead eneck tha appeogrinle
o tor thie b claasilicabion of ds owner,

O other fsee mstruetione)

4 Exomptions foodes apphy only to
CRTtain eevhities, nol ingivicuals;
D Trustisstas 0@ INSIFUCHONS on paje i

Exempt poyas code (T any
Exemplion rem Feseign Account Tax

Compliance Aot (FATGA) reparting
code (fary

3b It on Ene 33 you checked “Pamnesship” or "Trustiestata,” or checked “LLG" and enterad P~ 5= 88 tax classifeation,
and you are prosiding this form 1o & padnerabip, tasl, of estae in whith you have an n'Anﬂr:Eup !mm-m :hm;.u.
this bax il you have any forsign pannens, owners, or beneficiaries, Sea instnactions |,

3 Address {number, stoat, and apt. o suite no.), Ges ingtrugkons,

{Appkos ko accounts maintaned
oulside that Lnied Slates)

Print or type.
See Specific instructions on page 3.

Fagquestar's name and acdross (oplkenad

8 Ciby. slate, and P code

T List aceount numbaniz) hece joplionad

EIN  Taxpayer identification Number (TIN)

Enter your TIM in the appropriate box, The TIN provided must match the narme given on line 1 1o avoid B Thh SciNty nuibas
backup withholding. For Individuals, this is generally your social security number (SSNL Howeaver, for a
rusident afen, sole proprietor, or disragarded entity, see the instructions far Part 1, later, For other i g
mm ies, il is your employer identification numbar (EIM). If you do not have & number, 268 How fo gef o o

| tater.

[ layer identification rember

Mote: i the account is in maore than one name, see the instrections for line 1. See also What Mame ang
Nurmber To Give the Requester for guidelinesa on whose number to enler, -

X Certification

Unider penaltits of pagury, | ceily that;

1. The number shown on this form is my correct taxpayer identification mumber (or | am waiting for & number to be |ssued to mel; and

2.1 am not subjet 1o backup withhobding becausa (g} | am exempt from backup withholding, or {b) | have not been notified by the Intemal Revenug
Service (IRS) that | am subject to backup withhekding as a resuft of a fallure to repart 8l Interest or dividends, o {c) tha IRS has notified ma that | am
i longer subject to backup withholding: and

3. lam a U5 citizen or other U.5. person {defined below): and

4. The FATCA codafs) antared on this form (f any) indicating that | am exempt from FATCA reporling is correct.

Certifivation ingructions. You mius oross oul en 2 above I you have baen notiied by the IKS 1That you are curmently subject o backup withiholding

becauss you have falled to report all Inerest and divicsends on your tax refurn. For real estate transactions, ibem 2 does nat apply. For morgage interest paid,

acquisition or abandorement of secured property, cancelation of debit, conbributions 1o an individual ratirement arrangement (IRAY, and, genenally, payments

@iher than interest and dividends, you are mot required bo Sign the ceritication, bt you must provide your comect TIN. Sea the inastructions for Part 1, later,

Sign | signaturs of

Here | U5 porson Data

General Instructions

Saction referances are to the Intamal Bevenua Coda unless otherwisa
noted.

Fulure developments, For the latest information aboul developments

related 1o Form W-9 and its instructions, such as laglslation enacted
after they were publishad, go to wwivirs. gowFormidis,

What's New

Lire 3a has been moditled 1o clarify how a disregarded entity completes
this line. An LLC that is a disregarded entity ehould check the
apgoropriate box for the ti classification of its owner. Otherwize, it
should chack the *LLC* box and enter e approoviate tax clagsfication,

Mew line 3b has boon added fo this form. A flow-through entity is
required o complete this line to indi:ate fhat it has direct or indirect
foreign partrers, cwhars, or bersdiciarios when it provides the Form 'W-9
to another fiow-through entity in which it has an owmership interast. This
change i inteénded 1o provide a flow-throwgh antity with information
regardirng the stetus of its indindot foreign partners, cwnars, or
beneficlaries, 8o that it can satisly any applicable reporting
requiraments. For example, a partrershio that has any indirect fonsign
partners may be required lo complate Schedules K-2 and K-3. See tha
Partinarship Instrections for Schedules K-2 and K-3 (Fom 1065).

Purpose of Form

An individual or entity (Form W-9 requeslar) who i required 1o file an
fonmation reten with the IRS is ghing you this form because they

Cat. Na, 10831%
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Appendix 31 Page 1 of 2
Sample Certificate of Liability Insurance

— R
AcorD CERTIFICATE OF LIABILITY INSURANCE P

THIS CERTIFICATE |5 ISSUED AS A MATTER OF INFORMATION ONLY AND COMFERS NO RIGHTS UPON THE CERTIFICATE HOLDER, THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER,

IMPORTANT: If the cartificate holder Is an ADDITIONAL INSURED, the policy(les) must have ADDITIONAL INSURED provislons or be sndorsed.
If SUBROBATION 13 WAIVED, sublect o the tarms and conditions of the policy, certaln policlrs may requite an sndersement. A statement on

this cerfificate doss not confer rights 1o the certificala holder in llou of such andorsemant(s).
FRODUCER m Jahn Doe
ABC Insurance Agency MWE o gy X K 0K Iﬁhﬁ
123 ABC Rd. | ABoRkss: 1245@bcinsurance com
Smyrna, GA 30080 | INSUBEAG) WFORDING COVERAGE (11T
- Insurance Campany A
INSURED | pegumen s . [nturance Company B
ABC Construction, LLC wsyserc: Insursnce Company C
456 Construction Lane. | mgumeno: [isymnce Company D —
Sm]'ma. GA 30080 | msyumgry
INGURERF :
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:
THIS I5 TO CERTIFY THAT THE POUIGIES OF INSURANCE LISTED BELOW HAVE BEEM ISSUED TO THE ED MAMED ABOVE FOR THE POLICY FERIOD
INDICATED, HOTWITHSTAMDING ANY RECUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR/ DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUGH S. LIMITS SHOWM MAY HAVE BEEN REDUCED BY PAID C ;
T rreormssnce (i soucrmungs | egany I s
X | eounmnein oemen Liaswiry '\ ¥ 12345678 .. +VescHoccusrence g 1,000,000
| cuanssance [ ] occun ‘—--._\ 2024 | 1fsi0dy, [ BIMASE YEROTED s 1,000,000
A l— y e, TN | i MO EXP [y snaparsse) | 8 5,0MH0
25 \\AD% INSD: i L L | PERsoRL & ADw msey |5 1,000,000
OEHL ABGREGATE LIMT APPLES PER: ﬂfgﬁfu ) ¥ SEMERAL AGGRECATE |5 2000000
| Jrover [ ] %08 [ uoe P PRODUCTS - COMAIOR A |3 2.000,040
OTHER; e, N 2
| AERC b Lt vy LT TS § 1,000,000
| X | AN AT oy b | V2024 | 112025 | S0DLY MULRY {Par penn) |8
B W . SCHEDULED . T : DODRY ILARY [Par avcidesiy| 3
X | 3578 oy AUITOS CALY o Eg=i i
T, 5
X | vmmmsiauas [ X | pepm FHSTBIFES EARH B6CLARERCE ¢ 1,000,000
c et — i A s 12024 | 112023 Pronmr + 1,000,000
peo | | agrenmonsg o :
WOAMERS COMPENEATION 1o fwelisonn X e [ Imlﬂ
B AL ENPLOMERS LABMLITY vam | P 14172024 12028 . 1,000,000
MNP RDFRETOR A THERE S CUTIVE o ACTIDENT )
COFICE AMEMAER EXELLOEDT WiA -
| Manciiony in K Lk E1 DISEASE - EAEmPioves ¢ FODOLND
L] eCnbe ey
_@MMM L. CisgAsE . povicyisat | ¢ 1,000,000

DESCRIPTION OF QPEAATIORS | LOCATIONS { VEHSCLES (KCORD 101, Adiilens| emarha Schwdule, may ba aiterhed o mars spice s reguved)

“The Company's pow are requesting COM from can't specifically bist the PARISHISCHOOL as on Addirional lusired in this box any longer dug 1o BULLETIN 23
EX-9 fram the Office af Cosnmiissiumar of lisurnnce ind Safely Fire. They ean only add paiicy sndoescincits in this box*

Far Example:

~CG 20 10 12 19 ADDITIONAL INSURED - OWNERS, LESSEES OR CONTRACTORS - SCHEDULED PERSON OR ORGANIZATION

CG 20 3304 13 ADDITIONAL INSURED - OWNERS, LESSEES OR CONTRACTORS - AUTOMATIC STATLS WHEN REQUARED BY WRITTEN
CONSTRUCTION CONTRACT WITH YOU

R —— CANCELLATION

HET Navse of BARISE/SCHOBE®

e A M . SHOULD ANY OF THE ABOVE DESCRIBED FOLICIES BE CANGELLED BEFORE
Archbishop Gregory |. Hartmayer, Archbishop of the Archdiacese of Atlan THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED N
a3 Trugtee of the AvA Parish Real Estate Trust, dated January 4, 2013, and His ), ACOORDANCEWITH THE POLICY PROVISIONS.
Appoinied Successors andfor Admilnkstrators Name PARISH/SCHOOL 8 pratect ParishiSehisal Entify

MUTHORITED REFRESENTATIVE
I Lake Park Dr. SE
M.gm [T Wame Archbishop & AoA Parish Real Etote to prosect Poperty
o ——— ©1968-2015 ACORD CORPORATION, All rights reserved,

ACDRD 25 /2n1RNTH Tha AFNEN name and lnnes sre resbatarsd rmarke of & A0




Appendix 32
Vendor Hold Harmless/Indemnity Agreement

Vendor Hold Harmless/Indemnity Agreement

PARISH:
PARISH is understood to include the (Arch)Diocese of

VENDOR:

TYPE OF VENDOR:
DATES OF USE:

The above named VENDOR agrees to defend, protect, indemnify, and hold harmiess the
above named PARISH against and from all claims arising from the negligence or fault of the above
named VENDOR or any of its agents, family members, officers, volunteers, helpers, partners,
organizational members, or associates in connection with the operatlons of the above named
VEMDOR at the above named PARISH,

VENDOR agrees to provide a certificate of insurance to the PARISH, which provides evidence
of general liability coverage of not less than two million dollars ($2,000,000} per occurrence.
VENDOR also agrees to have the PARISH named as an "Additional Insured” on its general liability
policy for the DATES OF PARISH FESTIVAL in relationship to the VENDOR'S activities. It is agreed that
VENDOR also agrees to ensure that its fiability insurance policy will be primary inthe event of a
covered claim or cause of action against PARISH,

If and only if VENDOR fails to comply with the above (secand) paragraph, then VENDOR
agrees to protect, defend, hold harmiless, and fully indemnify the above named PARISH for any claim
or cause of action whatsoever which takes place during the above identified DATE(S) OF USE that is
brought against the PARISH by the above named VENDOR or its employees, agents, guests, invitees,
customers, partners, family members, organizational members, and assoclates, even if such claim
arises from the alleged negligence of the PARISH, its employees or agents or the negligence of any
other individual or organization not a party to this agreement. If any paragraph or sentence of this
agreement is held invalid, it is agreed that the balance thereof, shall continue in full iegal force and
effect,

VENDOR and PARISH agree that this agreement overrides any insurance or indemnification
language in conflict with this agreement when it is attached to an existing contract whether or not
the existing contract has been previously signed or will be signed in the future,

SIGMED BY: DATE:

{Must be an official agent of VENDOR)
MAME AMD TITLE PRINTEL: DATE:

This Vendor Hold Harmiess/ndemnity Agreement stands on its own as a legal contract between
VENDOR and PARISH should this addendum
riot be incorporated or attached to an existing contract,

(Rew, 1172023}
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Appendix 33
Accident/Injury Report

ACCIDENT /INJURY REPORT (Non-Employees)

Archdiocese of Atlanta

Date Person Completing Report

Parish Name Telephone Number Ext

Parish Address

Date of Accident Time of Accident (PM]) or (AM)
Describe Accident Area

Facts of Accident

Mame of Injured Person

Date of Birth

If Minor (under age 18) Parent or Guardian

Address

Phone Number

Mature of Injury

Emergency Medical Called (Yes) or (No) Transported to Hospital (Yes)___or (No)___

Name(s) and Telephone Numbers(s) of Witnesses

Please email this form to Alex Hagan at Ahagan@catholicmutual.org

Catholic Mutual Group
2401 Lake Park Drive
Smyrna, GA 30080
404-920-7375
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Appendix 34
Event Reconciliation Form

Event Reconciliation Form
Our Lady of the Assumption Church

1406 Hearst Drive NE
Brookhaven, GA 30319

Event Details
Event Name:

Date of Event:

Organizer Name/Ministry

Location/Venue;

Event Start Time:

Event End Time:

Detailed Cash Breakdown

$100 bills: Count: Total:
$50 bills: Count: Total:
$20 hills: Count: Total:
510 bills: Count: Tatal:
&5 bills Count: Total:
51 hills Count: Total:
Coins Total:
Total Cash Collected 0.00
Additional Payment Methods
| Checks Received | Count: | | Total: 0.00
Dieposit Preparation
Taotal Cash Ready for Deposit 0.00
Total Checks Ready for Deposit 0.00
Total for Deposit (Cash & Checks) 0.00

Date of Deposit
Bag Number

Two signatures on both this form and the bag.

Please pul this form and the money/checks in the bag you have been given,

Place the bag in one of the Church's safes immediately following the event. Thank you

Signatures
Prepared by (Name & Signature)
Reviewed by (Name & Signature)
Date:
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Appendix 35
General Campus Guidelines

Pastor: Father Daniel P. Ketter, JCL, dketter@olachurch.org

Business Manager: Jim Schweizer, jschweizer@olachurch.org

Facilities Scheduler/Parish Life Coordinator: Anne Stephens, astephens@olachurch.org
Campus Director of Facilities: Bryan Shepherd, bshepherd@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 Anne Stephens 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 Bryan Shepherd (bshepherd@olachurch.org)
and Anne Stephens (astephens@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.

7.1f 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 Centerg.

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. Guns or weapons of any kind are forbidden.

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!
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