GUIDELINES FOR USE OF THE PARISH CENTER 

MEETING ROOMS

Please note: Security is extremely important for our school & facilities, please make sure you do not prop doors open and that you double check that everything is locked tight before you leave!  Thanks!

1. Please sign in at the Parish Office to pick up the key and checklist.

2. Upon arrival, please close lobby doors to keep cool/warm air inside!

3. You may arrange the room in any configuration you like, but please return the tables and chairs to the configuration indicated on the diagram posted near the sink in the meeting room.  If you are using more than one meeting room, please close the walls before leaving.

4. Coffee and paper goods are supplied and stocked in the cabinets of each meeting room.  You are welcome to bring in food, please make sure it also leaves with you!

5. When finished using the coffee pots, please turn them off, empty and rinse both glass carafe and filter holder.

6. Please take a moment to wipe up spills, counters, and tables.

7. All trash cans in the meeting room must be emptied and relined before leaving the facility.  It does not matter how much or how little garbage was generated during the meeting, please empty the trash can…even a small amount of trash left in the trash can generates insects!!  The dumpster can be found on the left side of the drive as you exit the meeting center parking lot, please place trash bags in it!

8. For security purposes, please close windows, turn off lights and shut and lock all doors when leaving the facility.


9. Return the key to the Parish Office (if closed, please leave in the drop box).

THANK YOU FOR YOUR COOPERATION!  USE OF THIS FACILITY IS A WONDERFUL PRIVILEGE THAT WE ALL SHARE!
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GUIDELINES FOR USE OF THE CAFETERIA & KITCHEN

Please note:  There are many entrances to the cafeteria, please do not prop them open or leave without doing a final check at each entrance to make sure that they are closed and locked.  Security is extremely important for our school and facilities!

When using the kitchen:

1. Please make sure the oven and stove burners are turned off.

2. Wipe off counters, clean sinks, clean out coffee pots.

3. Metal screen in windows should be closed.

4. For security purposes, make sure the back kitchen door is closed tight and locked.

5. Remove trash to the dumpsters.

6. Turn off lights.

7. When leaving, lock entrance door by the gym.

Cleaning supplies are available in the kitchen.

Please return keys to the Parish Office (if closed, please put key in the drop box).

THANK YOU FOR YOUR COOPERATION!  IT IS A PRIVILEGE TO HAVE A KITCHEN FACILITY AT OUR DISPOSAL FOR PARISH EVENTS!
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