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Letter from
Our Pastor

Dear Ministry Leaders,

As | begin my role as pastor here at Our Lady of the
Assumption Catholic Church, | want to take this opportunity
to thank you for the vital role you play in the life of this
parish. In the short time | have been here, | have observed
how active a community this is, offering so many
opportunities for parishioners to get involved and grow as
disciples of the Lord Jesus. This is a testament to your
leadership and to your love of this faith community.

As we begin a new chapter in the life of this parish, | am
happy to provide you with this revised and updated Ministry
Leaders Handbook. This handbook contains important
policies, procedures and other useful information that will
assist you in leading your ministry and organizing your
activities. | encourage you to review it carefully and refer to
it often.

Together with our dedicated parish staff, | am committed to
supporting your efforts on behalf of our parishioners and the
wider Brookhaven community. Please let us know how we
can assist you.

May our Blessed Mother assist you in all you do and lead
you closer to her divine Son.

Sincerely in Christ,

= D0 e

Fr. Daniel P. Ketter, JCL
Pastor

Ministry Leader Handbook | Page 4



Parish

Clergy & Staff

PRIESTS
Fr. Dan Ketter, Pastor
dketter@olachurch.org

Msgr. Richard Lopez, 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
Ext. 113, nables@olachurch.org

Karina Bryant, Sacramental Records &
Administrative Assistant, Ext. 122,
kbryant@olachurch.org

Martin Hernandez, Facilities Assistant
mhernandez@olachurch.org

Laura Kleinman, Sunday Nursery
nursery@olachurch.org

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

Fr. Robbie Cotta, In Residence

Deacon Mat Mathews
mmathews@olachurch.org

Deacon Ed Patterson
epatterson@olachurch.org

Enrique Lopez, Latino Comm. Coordinator
comunidadlatina@olachurch.org

Jon Mangiaracinag, Director of Facilities
jmangiaracina@olachurch.org

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

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

Jim Schweizer, Business Manager
Ext. 130, jschweizer@olachurch.org

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

Dick Sweeley, Security
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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.

The Daily Chapel is open Monday — Friday from 8am — 3:30pm each day for private prayer.
There is no daily access to the main church except during liturgies.

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

To better serve our parish community and improve communication, all parish ministries are to 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 Communications Department.

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

e 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.
Completed lists will be requested by the parish office in early Winter to assist the parish in verifying members
eligibility for active parishioner status.

’

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

Ministry

Membership List: Juty 2025 - june 2026

Mimisiry Hame
APProeEmate
number of hours
served in this

Maiden arre [ il nanme caberdar Yearia
Last Mams | primarily used) First Name  |Email Aole Date Joined |date.
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Active Parishioner Status
For Catholic School Parish Verifications

The Archdiocese of Atlanta requires that all families submit a Parish Verification form to their Catholic School
to verify that the family is registered and active in the parish.

The Archdiocese defines “active parishioners” as:

o

Those who have been registered in this or another parish for at least six (6) months,

o

Attend Mass on Sundays and on Holy Days of Obligation,

o

Contribute financially (in a trackable way) to support the parish and the Archbishop’s Annual Appeal,
o And contribute time and talent by participating in at least one ministry in the parish.
At OLA we will apply these requirements in the following manner with regard to Time and Talent:

Adults in the household must be actively participating in at least one parish ministry with at least 20 hours of
service per year. While we encourage our youth to be involved in the parish, their involvement does not count
toward active parishioner status, nor do donations to various drives throughout the year or attending events
or meetings.

It is up to you, the ministry leader, to determine what qualifies as active status in your ministry. (Example:
Making a one-time/occasional donation to an event is appreciated, however, it is not sufficient for being
considered active with regard to active parishioner status.)

Please share OLA’s Parish Verification Policy with your ministry members. It can be found at
www.olachurch.org/parish-verification.

Volunteers and
Safe Environment

If you have any questions with regard to the requirements/policies below, contact Jim Schweizer, Business
Manager, at jschweizer@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 and turn completed paperwork in to Jim Schweizer, Business Manager, at
jschweizer@olachurch.org. Forms can be found at Appendices T and 2.

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

2. Complete the Sterling Background Check once the invitation has been received from Sterling. Please
note that it will come from at “noreply@sterling.com” email address.
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3. Sign-up for and complete a VIRTUS Training Class by following the instructions below.

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

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 Jim Schweizer at jschweizer@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 5-10 Years: 2 adults to 16 children

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

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 Jim Schweizer at jschweizer@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, email, and/or
social media. Parents will always be provided with the same communications as their child(ren), but it may be
transmitted via a separate technology.

The Permission to Contact Youth Form can be found at Appendix 6.
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Volunteer and Employee Driver Information

The Archdiocese of Atlanta requires that any driver on church business who is driving others must adhere to the
requirements listed in the Employee/Volunteer Driver Requirements Checklist. The checklist must be turned in to
Jim Schweizer at jschweizer@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, Director of Communications, 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 “Reserving Your
Meeting Space/Event Space” that follows on page 11 for details.

Requesting a Recognition/Blessing at Mass

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

If you wish to have a member of your ministry speak briefly after Mass, that also must be approved by the pastor.
See page 18 for detailed information on ‘pulpit pitches’.

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.
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Reserving
Meeting & Event Space

Reserving Your Meeting/Event Space

Contact Person

All facility scheduling is handled by Anne Stephens, Director of Communications, 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 and schools 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.

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 more.

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

¢ Your Name 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 size/use.)
¢ Approximate number of attendees at event.
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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 Checkilists in the Appendix of this document.

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.
Capacity: 36 people
Set-up: 6 tables that seat 6 per table
Special Notices: No alcohol is permitted. No guns or weapons of any kind permitted.
Do not move tables.

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

Marist Hall/School Cafeteria

See Appendix 10A - 10C for more information and Space User Agreement.
The Marist Hall is located in the school and is accessed through the main entrance.

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

Capacity: 120 People
Set-up: Cafeteria seating

Special Notices: No alcohol is permitted in the Marist Hall. No guns or weapons of any kind permitted.

Do not allow access into the gym, the playground/turf field, or school areas outside of
Marist Hall. Make sure that doors into the school are closed.

Do not prop open doors.

School Cafeteria tables are folded and stored in Marist Hall. They cannot be removed.
Marist Hall Kitchen/School Cafeteria Kitchen
See Appendix 11A - 11B for more information and Space User Agreement.
The Marist Hall Kitchen is located in the school and is accessed through the main entrance.

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

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

No alcohol is permitted.
No guns or weapons of any kind permitted.
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Moylan Hall
See Appendix 12A - 12C for more information and Space User Agreement.
Moylan Hall is located on the upper level across from the second floor of the church.

No guns or weapons of any kind permitted.

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: R6’ Round tables, 6’ rectangular tables, and/or card tables, if available
AV: Monitor with HDMI cable. Bring your own laptop with HDMI port.
Murray Center/Gym
See Appendix 13 for more information and Space User Agreement.
Capacity: 250 people
Set-up: 6’ Round tables, 6’ rectangular tables, and/or card tables, if available.

Special Notices: No alcohol is permitted.
No guns or weapons of any kind permitted.
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.

Parish Office Conference Room
See Appendix 14 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.

Special Notice: No guns or weapons of any kind permitted.

School Library

See Appendix 15 for more information and Space User Agreement.
The School Library is located in the school and is accessed through the main entrance.

Capacity: 16 People.
Set-Up: 4 tables that seat 4 persons
Special Notices: No alcohol is permitted.
No guns or weapons of any kind permitted.
Do not prop open exterior doors.
Do not allow access to the school areas outside of the Chanel Center.
Do not move tables.
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Turf Field

See Appendix 16A-16B for more information and Space User Agreement.

Special Notices:

Upper Room

No set-up is provided.
No alcohol is permitted. No guns or weapons of any kind permitted.

See Appendix 17A - 17B 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:
Set-up:

AV:

Special Note:

Classroom Table

30 people

Rows of chairs, Podium

Monitor with HDMI port. Bring your own laptop with HDMI port.
Do not prop open exterior doors.

Style Seating

Capacity:
Set-up:

AV:

Special Note:

24 people

60" x 18" rectangular tables, and chairs

Monitor with HDMI cord. Bring your own laptop with HDMI port.
Do not prop open exterior doors.

Youth Room
See Appendix 18 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: 8 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.

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

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 Jim Schweizer at
jschweizer@olachurch.org, and Jon Mangiaracina, Director of Facilites, at jmangiaracina@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 1-18.
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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 (ischweizer@olachurch.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, Murray Center, or
the Turf Field).

¢ Food must be served at events where alcohol is consumed.

Alcohol cannot be sold but may be provided; No “Cash Bars” are allowed.

Alcohol is to be limited to beer and wine.

e 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. ($70/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 OLA’s Communications Office. Contact Anne Stephens at astephens@olachurch.org to request a
police officer.

The Events Serving Alcohol Checklist can be found in Appendix 19. The Check Request Form can be found in
Appendix 22.
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Planning a
Meeting or Event

The items below apply only after your meeting/event has been confirmed by Anne Stephens,
Communicationd Director.

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
particiate in your event, contact Karen Kotara, Pastor’s Secretary, 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. Set-up requests are submitted to Jim Schweizer at jschweizer@olachurch.org and
Jon Mangiaracina at jmangiaracina@olachurch.org.

See Appendices 10 - 18 for diagrams of each meeting space.

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

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

Please help us to be good stewards of the spaces entrusted to us. Failure to do so may impact your ability
to schedule space in the future.

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 Director. 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 (Church)

Outside Electronic Sign (by Murray Center)
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Submitting Your Write-Up/Blurb

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

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

All submissions are subject to editing.

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

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

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

Bulletin Deadlines
* 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.

Website

e 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. Items will be posted for a limited amount of time.

Images that accompany your information are created by the Communications Department.
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Pulpit Announcements
Pulpit announcements are made by the deacon at the end of our weekend Masses.

e All requests for pulpit announcements MUST be e-mailed to Jake Mappes, Director of Music & Liturgy,
at jmappes@olachurch.org. Full approval is granted by the pastor, after which you will receive
confirmation.

 Requests MUST be received byJake Mappes by noon on Wednesday eleven (11) days prior to the
weekend requested.

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

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

Pulpit Pitches (Speaking at Mass)

All inquiries/requests for a member of your ministry to speak from the ambo at the end of Mass are to be
submitted during the Spring calendar booking process. Later requests will be based on availability and
pastor’'s approval.

e Approval to present a pulpit pitch is at the sole discretion of the pastor.

e Only 1 speaker is allowed during a weekend, so please plan well in advance to avoid conflicts. It is best to
make your request during the Spring calendar process.

* If approved to give a pulpit pitch, a copy of your talk MUST be sent to Jake Mappes at
jmappes@olachurch.org at least two weeks prior to the weekend. Speaking off-the-cuff or without a
prepared writeup is strictly prohibited.

» No more than one (1) representative of your ministry may speak at a Mass. Brevity and conciseness are
paramount. Speakers are limited to no more than three (3) minutes.

* When deciding whether to make a request to speak, please STRONGLY consider the necessity. Short
announcements by the deacon are always preferable.

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.
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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 Director in order for photos to be published in print, on the website, or on
social media. No photos will be accepted or published without signed parental consent. The
Communications Office is NOT responsible for having forms completed for your ministry.

The Archdiocesan Annual Media Release form can be found in Appendix 20.

How to Have Photos Published on Social Media

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

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

Sharing_Your Photos
Choose your best photos to be sent to Anne Stephens at astephens@olachurch.org. Do not text photos.

Submit photos:
e As attachments to an Email (do not imbed them in the emaiil), 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.
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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 U.

2. Ssubmit the PO request to Jim Schweizer at 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 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 22.

New Services Vendor Set-Up

1. All new vendors providing services must complete the following:
* Vendor Acknowledgement Form (Appendix 23),
» W9 (Rev. 3-2024) (Appendix 24),
¢ Business License, and
« Liability Insurance Coverage (See sample Certificate of Liability Insurance showing new Archdiocesan
requirements (Appendices 25A - 25B). If and only if the vendor cannot provide liability insurance, then
the Vendor Hold Harmless/Indemnity Agreement must be completed (Appendix L).

All forms must be submitted to Jim Schweizer at jschweizer@olachurch.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.

Ministry Leader Handbook | Page 20


mailto:jschweizer@olachurch.org
mailto:jschweizer@olachurch.org
mailto:jschweizer@olachurch.org

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 29) 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. 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 at
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 at
jschweizer@olachurch.org two weeks prior to the event so arrangements may be made to fulfill your request.
Arrangements to return start-up funds must be made with Jim at that time. Funds must be returned to the
parish office no later than 3 days after the event.

Request for a Cash Box

There are times when a ministry will need a cash box for an event Contact Jim Schweizer at
jschweizer@olachurch.org two weeks prior to the event so arrangements may be made to fulfill your request.
The cash box must be returned to the parish office no later than 3 days after the event.

Ministry Leader Handbook | Page 21


mailto:jschweizer@olachurch.org
mailto:astephens@olachurch.org
mailto:jschweizer@olachurch.org
mailto:jschweizer@olachurch.org
mailto:jschweizer@olachurch.org
mailto:jschweizer@olachurch.org

Insurance
And Liability

Liabilty 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 25.

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 26.

Please note that you must always have this agreement in place whenever inflatables/bounce houses are in
use. In addtion you mus adhere to the set of rules in Appendix 27.

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

The Archdiocesan Accident/Injury Report can be found in Appendix 28. This should be filled out and turned
in to Jim Schweizer at 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 at
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.

If Dekalb County Schools and the Preschool and OLA School are closed, the parish office is closed and all
meetings, events, and practices are cancelled.

If hazardous weather does occur, please use common sense before getting on the roads to come to OLA.

If the news is telling you to stay off the roads, do not come to OLA - especially in the mornings and after dark!

Ministry Leader Handbook | Page 22


mailto:jschweizer@olachurch.org
mailto:jschweizer@olachurch.org
mailto:jschweizer@olachurch.org
http://www.olachurch.org/
http://www.facebook.com/olachurch.atlanta
http://www.instagram.com/olachurchbrookhaven/

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
Due to the increased violence at churches and schools — and in our ongoing effort to keep our community
safe — we have hired a security firm that will have personnel onsite 7 days a week.

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
e Inthe sound/light room next to the choir behind the altar

Church — Second Floor
e 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
* 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
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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 Gygn :Obby her’

Kitchen 2nd Floor Teacher’s Lounge
First Aid Kits

There are first aid kits located in the meeting spaces listed

below.

Church: First Floor Moylan Hall

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.

e 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 404-261-7181.
» 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), Communications Director.

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

Please note that the personal numbers listed in this section are for emergencies only and not for general
parish/ministry business.
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Appendix 1
Adult Volunteer Application

THE ROMAMN CATHOLIC

ARCHDIOCESE of ATLANTA 2

CQFFICE OF CHILD & YOUTH PROTECTICHN

Adult Volunteer (Unpaid Worker) Application

Pait A To b Tilled out by the Apalicant

Fishl Ll B e
[ 1] Mwr} oAaibis)
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e fiad Heaend ril
Diaba of Birmhe I f. "Eorial Sarturicy Murmbar: K = 3.
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YES HND Hare woi g4 boan the subjoct of an i e igation invalving an alogatios of sanial abisa®
YES WO Has a dwil or crivminal compiaing ever been Aled 3 gainar you fli2ging physical pbase or sexual pase?
YEF NO Harwe oo esper bermensd pd your employment or had pear employmend iominated for reasons relating o
sllegations of prysical abuse by youd
YEE NO Flirai g ivire P Feind] iy i cal Iridntiril, plvpiogal or piepchaliagiiel, Tor raidan ireabing plyeantal

abiuipe o Sowsal abuse by pou?
Wy grevwered pe=, in any o §he above questions, pleree provide 3 detailed explanaton on the back of this peage.

i s do niod hawe @ sl scunty numisan the Sale Ememoneeent Conndimanar a1 She kscation muid chack the Cheee reoe-
el e relie ne nc Wi L e e Barhoas:
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| Barabry certify that all srawers see true o the best of my knowledge snd | agres (o bave amy of the skabemenis checked by the
Archlocese of Ankaria, | urederatand shat s o vl uraeser who Wil e any comacs with minors sedfor v brarabike b als |
mue Jitend thie safe e ronim et training — VIRTLE: Profecting God's Childnen and hawve 3 comsplete and desred background
check® on Aie prior be wolonbesring. | aise urderstand Erat | must have signed an Acknowiedgment of the Sole Ervironment
Sanderds of Conduct to enwre my acceptance snd full apreement with all Safe Emernnmant policies and shndands,

Sigraund of Agplcant: Dt g f

P B To be filled out by the fafe Envdronment Coardinagor
I the apgdicant does not have 3 554, | hpve congacied ihe thres relerences of the applicent |5ed abowe, mked the reference
questiony prossided in the Sefe Invircnment Coordimator Llser Manual, sed | sm keeging a s ond of tha anwaers o Hhaye
qusnar, e g, ad the dmo of the convensaties a4 Nk Tor sach relreica,

This person ks apeered 10 yokmieer, | This person i MOT 3p praved 0 woLedr.

Parish [ School Name; oy

Safia E vt st Cossedh magod b | ke grise]:
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Ministry Leader Handbook | Page 25



Appendix 2

Acknowledgement of Safe Environment
Standards of Conduct

THE EOMAN CATHOLIC

ARCHDIOCESE of ATLANTA =

CQFFICE OF CHILD & YOUTH PROTECTICHN

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 Ermaronment program. These policies and
standards of conduct are contained in the Archdiocese's Safe Environment boolkied
incorporating each of the follwing

= Beyual Abuse Policy

=  Code of Conduet for Church Personnel

#  Ministerial Standards and Behaviorzl Guidelines for Clergy, Religiows,
Employess, Voluntesrs and Independent Contractors Dealing with Children and
Vulnerabie Individuals

= Policy Concerning Disabled Adult and Elder Persen Abuee, Neglecr, and
Explaitation

#  Soclal Media Policy

By slgning below, | hereby acknowledge that | have recebved Information on e to
findd & copy of the Safe Envirenment policy booklet in the Archdiocesan webaite and
that | have read the booklet In ita entirety, Including esch of the policies and
atandards of conduct deacribed above, and 1agree to eonduet myaelf in fall
compliance with all Safe Environment poticies and standards of conduct stated in the
Bafe Environment booklet and as may be adopted by the Archdiocess in the foture.
This alsa confirms that [ will attend a VIETUS Protecting Gods Children training
before [ hegin paid or volunteer work for the Archdiocese of Atlanta or within 30 days
af my scheduled start date®. 1 understand that the Archdiocese shall cely on this
signied Acknowdiedgment of Beceipt and Complianee to ensure my scoceptance and full
agreement with all said Safe Environment policies and standands. This signed
Acknowledgment will be maintained in my personnel file.

*The 30 day grece periad is ONLY applicable for employees who B0 NOT aork with
children andfor vulnerable individuals.

Mame;

Signature; Cratee:

Parizh ! Bohool fOrganization:

01 Lake Park: Dhreee, 5.0, = Smiyrna, Crenrgie MERIHEES]
i A0H-IA0CTIS0 # e H-T207551 0 pevpilarchatl com # Call Beporttng Hiline 3284370004 # archatl.com
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Appendix 3
Volunteer Application for Minors

- ParchSchool Apeney Mame:
MINOR VOLUNTEER APPLICATION
ARCHDIOCESE OF ATLANTA

(Unpaid Workers)

Volunteer Profile
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i Jo A w e W?:ﬂumﬂMI&
arywcaed Of CEEVL 1 e -

& miswr el vislsSon :'I'v:p-:':h'lmt"hw e hadery ). Tt
e mmﬁ:trnnm‘mﬂ ACCEFTED:
T vt asplam hlly the msrspetapad
{ach charge or conwicdicn may T Sipmarme sl raam
rdn;l:‘i b Telated bt does st
x X

Slgmature of Parsst Diats Signamirs of Ainor Dhans

Hevaiad L pminer LY
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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

Secthon A: To be filled out by applicant & pareni

Full Legal Mame of Minor

=) Moy feary
Grade: Mirsor Emaid Address:

Locabion of servioe (voluntesr work):

Hame and smal pddreis of The pedson a1 The MCatsin 19 whom tha form shauld ba 58T,

] e
Miror Figrture: s ') I
Parsnt/Guardisn Name [please print)
Parent/Guardian Signature: Datw: / /

Secthon B: To be filled out by school affhcial

Fleade compiete the confidential reference form regarding the above named sudent who would fike to
warlurtear v with children andfes vulhersbls indraidualy. Tean and amad this form te ke cantect ot the
bocarsom hrted above for which The Sudent wauld like 10 volunies work

YES MO Is the apphcant a student in good tanding at your schood?

YES MO Has tha applcant ewar been the subpect of an meestigation ivmdving an allegation of bullying,
harassmsent, physical abose, sexuad abuse or other sbusee befavior®

YES MO Had the applesnt sver Been m troubie o jchool 8nd recennsd B conisgquencs Brastes than
datention?

YES MO Do you kg of any reazon the apphcint should not be placed n & positon of trudt vwith childmen
mndfor wainerabde mdnaduals?

YES. MO Do you recommend the apphcant for such a working with children and/or vuinerabe individuais?

D Fease call for more anformanion.
[ Pieass ses comments on the Back of this pags,

Sthon! Offacial’s Name: Pasition:
Schoo! Offacial's Sagnature. Cute: ., f
Sthaot Hama: Ciry:

241N Laior Park Drive, R E. * Soyyrna, Caoagia S0RERRT
mshi A4S = fan S04THATIA = ooypiarchat] com = Call Reporting Hotling 8884770744 = archatl.com

peatms Ot MR
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Appendix bA
Medical Release for Minors

(Page 1 of 2)

Catkolic Archdioce:s of Atlanis
Parish name: Our Lady of the Adsumplen

Annual Medical Rebease

Name of Smdent: Dvace of Birth:

Address:

Home phone =:

Emergency Medical Treatment: In the event of an ersergency, | herebry pive permission to transpoet v ckald 1o a
bospatal for emergency medical attention. | wish to be advised prior to any funber treatment by the dector and
hospital B you are unable to reach me, contact

Emergency contact Phepe #
Felsbon to participant

If vou are umable to reach parcet/guardian or the emergency contact persom, I beveby gramt peomission for the
doctor and hospital re exercite profestional judgment in treating participant.

Medical / Hospital Insnramce Carrier

Wame of Policy Holdes Relanon 1o participant
Policy MNunsher Group Nungber
Sipmarars of Parent/ Gusrdian Dae

Father/ Gunrdian"s full name:

Flone #: Cell =

Home address:

Flace of business/ sl dress:

Fhone &
Mother/Guardian’s full pame:
Phome 7: Cell®
Home adidress:
Place of basiness address:
Phone &:

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

(Page 1 of 2)

Name of Participant

Medicanons: My chuld 15 taking the fallowing medicationis):

Description Dosage
Descniphion Dosage

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

I bereby grant permassion for pon-prescrption medications o be gven, 1f desmed appropriate
Drug allergies

Other allergies / reactions (food. plants, msects, e4c.)

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

Sagnature of Parent / Guardian Date

{Thiz Aedical Releats iz good for che period of one year: beginming and ending A
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Appendix 6
Permission to Contact Youth

THE ROMAN CATHOLIG

ARCHDIOCESE of ATLANT

Permission to Contact Youth
Complete Dne Form per Child

Child’s Mane:
Dnte of Barih:
ﬁrpuﬂmdl‘u’a:hﬂ.. . follvas the Archdioeess of Atlants's Social hisdia
Paki £ 3 z ory for contactng youth via social media We nuy also

mu |I -1 N l. i e s Fﬂh Hﬂ.
mmﬂhnhtmihuwwﬂm&:udﬁhmmm“wmmhwhm
access e siiad, and be given the apparfuniy i be copdad om all matedal rand o Bhelr chi

Alfter receivmng wiitten permission fo conmuanacate with « Archdiocesan engplovess should be to save
mnrmmmmmemwmmm of youmg adult. Fleass
refereace the pobicy and guidelines for more infermation

Flease mdicare below nhether our parish has permission to contact vour chidd:

‘%ﬂ Iﬁmmh&ﬁﬂmﬂmﬂﬂm to
my ; for mtermal or extemal conmumucations o ove vear via
social madia, email, text, and/or pansh/school.approved colne il pladforms. 1 anderstnd T ean request the same
commrmucations provided to oy chabd, and that it does nof have fo be via the same fechnology (for example, if children peceive
& renwindes via Toibler, parests £an peceve it in o prisdsd fem o by ot somas) Het)

[: N, T de not want oy chuld conmeted or conmmumcated with m sy way

" Signmrure of Parent or Lepal Guardian Dirig

“Frini Name of Parent or Legal Crirardtan

Pleave contaot your Farisk Catechencal LeadenSchoal ddministranon iiemediately o change theve permypnsuny,

FOR OFFICE U'SE ONLY: This lorms i3 te ba Lept for carrent yesr. Supplant snsuslly watil ihs child i 15,

H) Lake Meak Davew, S0 » Smpmi, Canorgan TRRLAR]
rmdin: HHURSDUTHED & las 00000+ anchatl oo

EEN. 20:DaTIR
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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 Jim Schweizer at jschweizer@olachurch.org if you have questions or
concerns.
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Appendix 7B (Page 2 of 5)
Volunteer and Employee Driver Information

Archdiocese of Atlanta

Volunteer and Employee Driver Requirements

Maase complete this checkdist for ALL Vohantesr Dvivers

Parish | School Mame:

Volunieer Driver Name

Completed Staps Imitiabs / Cmin

I
I
——

Vemify amd edbrain copy of valil deiver s licenss, /

Verily Devers age s 21 y=ars or more.

Pk zim Frgine ml s dpnerr=rs eI ﬁM":n!lﬂ-ﬂ! g} e ]

Paril: / Scheal stnfl verily walld and cureend tag reglatration | i
[bkain o ) j—

Volusteer completes e Yolenteer Deaer Form. !

Volunteer watches Be Smart ~ Dirive Safe video and anowens
QREations ab cnil —
Paris® [ Schaal l.'n.l'l'{n-mphl;-ri visable imgpection af the i
vehicle, 18 = 15 Paosenger Vans are not allowed —
¥o'lumtmer completag Archdicsesan voluntesr paperwork and
bachgrousdd soroening.

Farish § School sl serds volunicer paperwork to HR f SEF
O fice —_—

o OO |

0

"

Smature of parishischood wolonters diver coondmaion

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

————————==THE ROMAN CATHOLIC

ARCHDIOCESE of ATLANTA 522

EmEInIeeW olunteer Driver Form

Mame of Driver:

Address

Drriver'a Licemes £ _ Sialte [ssued:

ear, Maker & BModel of Vehilde

Insaranse Campany's Bame:

Liability Limits -
I draving a personal vehicle (he mnamiien lisbiky mits of $100, 0005300000 and proaf of this coverage
are required, Plaase be aware that i wou are driving your parsenal sehicle, your indarandce is primany.

In arder o pravide for the safety of those we serve, we sk each solunieer 10 answer the folicwing
equeshons:
TRUE TFALSE
1. | have WOT had a conviction far an infraction imeodving drugs or alcohol
{ruch as deiving under the influence ar drvng while intoxicated i the
laet thres yaars. e

Z. Vhiave WOT had two or meee comvictions Sor an infraciton involving druags
or alcobol (sucl as driving under ghe influence or driving while intoicahed)
in the |ast seven years

3, 1 have had no more than three mevang violatons of aockenis in the last
fhree years.

Certificatiom:

1 gaertify thet the infarmation given on ihis ferm is true and commect 10 the beat of my kneadedge. 1
understand driving for parishfschool manistry is s probmiml resparribility. [ will esercise

axlreme care and due diligenoe while driving. | wricharsinred ihal as an mpluyzu.l'rulurrlerr chriver, 1 must
I 21 yasines of age o1 alder, possess o valid driver’s Ticonwe, have the propes and curremt licerese. I driving
my personal vehiche, my wehich: registration is valid and in force and ovy msurance liriats meed the
reymirgmg s of the Archdiocese of Atlanta ard my st insurance policy s in Faro, Dagees thal | will
refraln from using a cell phone ar any other electmnic dovice while operaling oy vehade.

Empl oo Veluiriser Dhises Signature Dt

rrved B W IGI 0

A Lk P D, S = Srmyrm, Cansrgia SO0EILERGT
i 1B -SITEIN + Evc 494-500-7Em + archakl.com
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Appendlx /D . . (Page 4 of 5)
Volunteer and Employee Driver Information

Catholic Mutual Group Presents

CMG

. .

- 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 schoal.

« Easily accessible at www.CMGconnect.org 'Defensive Driving
Curriculum’,

Fof addiional miarmaton plasse sontsel wood Clamas Rak Manager, Leas Cantrol Representatie,
of Cathabs Mutual Growg
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AppenC“X 7E (Page 5 of 5)
Volunteer and Employee Driver Information

CMG

One Stop for All Your Training Needs

"f Getting Started \‘|

1. Access the training site from your Arch/Diocesan
webpage or at: www. CMGconnect. org.

2, Create a user accounl 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 learmning dashboard will show you all of the
requirements and optional training curriculums that
have been customized for your

l\. 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?

¢ 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

Our Lady of the Assumption Catholic Church

Space User Agreement: Chanel Center tPage 1 of 1)

Thiz document must be filled cut by all personsimimistres that book meeting space at Cur Lady of the Assumption
Carhalic Chairch, Thi agreamant must be signed and resunned v Jdim SChsaier [schasizenialachurchorg and Jon
Mangiaracira mangaracnagolachurchorgl at the pansh office na [st2r than TWO WEEES prios (o the date of the
et Late suBmissions cannot be socepied, Orginali of PDFa oaly, noe phatod.

Date of Event: fame of Event;
Cortact Winistry:
Minigtry

Phane: Emnail:
Set-up Dioar Unkock
DaterTime; Time:
Everd Start/End Coor Lock
Tarme Tima:

gl Peapla Exvpactad

Fequency of Meeting. One Time ___ Aecusmng IFrecurrirg, =t stort dabe:
SPACE SPECIFICS

Cogasite E Pacpla

=L & iobies 1het ssat O pemsche

i Wotices: Mo olcohol B pamrmibtad, Mo gune or waopans of any b parmitisd

Do MoE prop Dpen el or doors.

Do nict ok aooess ta the school oreos outsde o the Charel Canter
Do not move tables

Do not ieach the dooument camero neor the smart board,

Ploos initial sach item acknowledging the following:

ho guns ar weapons of any kind are permatted
alcohol ' net permitted.
The document comean (near white boond] will not ba 1o had
I Chdlcdran oFs presand. thay will e supardised of all imas (0 ancuna thesr aalety and tha
chaonliraes al tha fooility.
Adult to youth rat:;
o 18~ 38 rmanths: 2 odule 1012 childnen
o 3 -4 ) 2 oduifts b 12 ehddran
o & -0 yeors I odits to |6 chldran
o Jurtkar High 5chood: 2 odults bo M youth
o High Schoot: 2 adults bo 20 youth
Ho tope, ghle, or other odbasies will be used o offic #emns | decormtions to the wolks, floars,
e prai, FiDuangss, of Dables,
M rurning ig olawad inany maesting apooe, axeet M gyem
Hio permansnt mcrkess o glitter wil be usad,
Trash, if any, will be ermptied to the dumnpster.
Toblkes wil be wiped divam/clearsd ot snd of evant.
— Alfcad{beverages wil be rermsad Tror the premises
—  Allmeguirarmants of this Chack List will ba odhered (o, and tha spoce will Ba kit n the seme - or
better — condition than priar to the avent

MEnstry Leadsr Signature Dare

Tharrd poad Tow clisering Jo Masse polcian!
Working rogaifern we 0on keeg our pansh and Sohooi n Jood ahaps, §pariang ckean,
i Pty For BN Fia oo v v e [T il
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Appendix 10A

Space User Agreement: Marist Hall/School
Cafeteria

(Page 1 0f 3)

Our Lady of the Assumption Catholic Church
Space User Agreement: Marist Hall/School Cafeteria /Poge 1 of 3t

The first page of this documert must ke filled out by 2l persorsfministries that bock meetng space at Jwr Lady of the
Asamprion Cathelic Chairch

Page 2 of this agreement includes the required Meeting Spoce Checkilst Agreement. GLA Focilities personme! sl ossist
with se DAt TvaakdowTe ag Bhag ae euedable. Due To the oy schedete o campins, DL shafT ooy nod B availehie
for sef-upbremk-Toar, Flease pion ie ave volunteers provide sed-upybreak-dawn when possibie.

Lin paga 3 af this agresment craake a dagram af The requestod set-up, Fleass nata that sat-ug

The agressent and disgram must be signed and retumed 1o Jim Schweizer (jschweizericlechucn argl and Jon
MeEngiaracirag mangaracna@olachurchoorgl 51 the parish office ma latar Tham TWO WEEKS prioe 10 the dare of tha
esent. Late suomissions cannot be accepted. Oniginals or POFs oaly, no

SPACE SPECIFICS
Capacity: 120 people
Speciol Molicas! Thare & no occess 1o Morist ol prior o Bpm an scihool days.
Mo adcohaol is permitted. Ho guns or weapons of oy kind are permilted
D ok PO opan axtaron doors
Do ok alow acoess 1o the srhood arads outside of Morist Hol
Ser-up ks Cofatena Tables and must be set-up by ministry,

Date of Ewent: Hame of Event:
Contact Ministry:
Ministry
Phona: Email;
SEC-Up Door Uniock
Diaitey/ Timie: Timi
Event Stary'End Door Losck
Tirma: Time:
# of Peaple Expected:
Fequency of Meeting: One Time ___ Recurring ___ IFrecurring, list start date:
Additional Set-Up Requested
[Flipse mods that usg of tables tablecioths in Markg Hall & based wpon avaliabilitg
i of Round
# of Round Tables Requested: Tablecloths Reguasted;
# of Rectangular # of Ractangular
Tables Requested: ____ Tablecioth$ Requested:

Equipment Requested: Monitor (Must provide your own laptop and HDMI cord

Spacn Usor Agroament Marise Hall/School Caleiaria (Poge ! af 3)
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Appendix 10B
Space User Agreement: Marist Hall/School
Cafeteria

(Page 2 of 3)

Our Lady of the Assumption Catholic Church
Space User Agreament: Marist Hall/School Cafeteria (Poge 2 of 3)

Meeting Space Checklist

Mo alcohiol is permitted.

ho gune or vasapone of ony kind o permitted,
karies Holl will nod Da aecedssd prics boapmm en mxheal goys
H the Moarist Holl E#fchen hos not bean resanved, § will no! be occessad.

i childoen are presant, they will De suparvissd ab ol tires 1o ansuee their satery and the cleanfness ol
——— thE 0Ty, Childran will NOT ba alizasd on the pioygeound or o Held,

Bohood Caletera iobles that o stared i Monst Hal will ot be rermaowed.

Achilt io yosth matis
o 18 = 38 monthe: 2 aduits o 1 chddren
o 3= d yaars 2 aduls 1212 children
5= 10 yedis: 2 Goulls 10 16 Chadren
Jumigr High Schoot 7 adults to 18 yauth
Hgh Schook 2 oduis to 30 youth

Aunnirg will HOT bz permitbed.

e Eguiipiia il @R 10 0 o e Mariad Holl Set-Lip Diagram on poge 3 wdll MOT B o
e Nedum Balleons wil ba usad,

m— 0O EE Wil De s,
ko glithar will bo usad.

oD o

ho tope, ghee, or otber odhosiees will be wied o offic Eems!decoration on the walls, looes, supment,
fixturas, or tobles.

Ho parmansnt markars will e used,

Thes spoiae will Be ledt in thia same - ar Battar — conditan thon prior to the avent.
H o and bewarags are served, tables will be wiped down,

———— Toildar s chaire will be put up, Thie inchudes cofetesio ol
Trexsh, if ary, will be emptied in the dumpster.
T N veill e sl i [0 Gnd diinks ore sarved
Bathrooms will be chacked 3 ensuna thay ana ingood condiban
AN Rood and beverages will e rermoved Trom B prareses of te conclugion of the event
Loindenad tablecioths will be refumed fo the parish cilice athin 3 doys of tha aeant.

in the evant of injuries, alter providing the appropricte medicol core, Jim Schweoern, Busineas Moragar,
at jrhvesizar Golechurcharg will be contocied 1o submil on Archaiocesan dccidentinjury Fepait
immadintely lolicwing the incident

In tha ewanit of domogas, a nots wil be laft in tha kunoy Centar ard Jim Schwednar, Businaess Manogar
(|schweizar@olachurch.arg), and Mandy Crock, OL4 Eohool Pincipal [mcrock@olaschoolong) wil be
natified irmmeciabaly.

Mingtry Leadar Sagnatung [ate

Thank o for aofsering ho those polches!

Wonking fogather, we con beer o porish ona sehoals in good shopes, spanking cieom,
v risaly Bov [ il o i WAl Lisa tha fasliteal

Space User dgreement: Marst Hall/School Cafeieria (Boge 2of 31
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Appendix 10C
Space User Agreement: Marist Hall/School
Cafeteria

(Page 3 of 3)

@ Our Lady of the Assumption Catholic Church

Space User Agraement: Marist Hall/School Cafeteria (Foge 3 of 3/

Set Up Reguest

Mame of Event: Drare af Event;

Ministry Name:

Leader: Contact info;

Initial Here if set-up assistance is reguested. {1 acknowledge that
Tacilities Staff is not alvays availabla for set-up. | Ferther ackaowledge
that set-up i net available en school days.)

Initial Here If set-up assistance is NOT requested.

. Do rcl e tha
SLETHHE BT
dngrem

Marist Hall Set-Up Request

Dale & Tire of Everi.

kirisirgMinshy Leader:
Mty Leadker Conkack

i

Jpace Ler Agreamers; Marad Hall fchocl Safateria (Poge 3 of 12
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Appendix 1A
Space User Agreement: Marist Hall
Kitchen/School Cafeteria Kitchen

(Page 1 0of 2)

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

The first page af this document must be fillad out by all persons/mindstries that book meeting space st Our Lady of the
Assunpicn Cathellc Chisch,

Pags 3 of this agreament ncludes the reguined Cleanmag Che chlla &Fnes mant, Kaen O copy af fins for pour fecands sim
that pou fave oooess o Che procecnes fOifoeing powr event.

Thiz agreement must be signed and returnied to Jim Schweizer (jschwezerfalachunchoang) and Jon Manglaracing
Crmargiaracina@olachurch.orgl at the parish office no lager than TWG WEEKS prior 8o the date of the ewvert, Laks
submissions cannat be accepied. Originads or FDFs only, no photos.

[xate of Evant: tama of Evart:

Contact Mimistry:
Blinastry

Phimns: Email:

Set-up Door Unlock

Date/Time: Time:

Ewent StartEnd Door Lock
Time:

W aleoindd = parmitted

Mo guns or waapons of ony kind ore permitted,
kzchan will only ba used by Individuals who have received the proper training by the school

Thi space will be left in e same - of better = condition than pricr [ the event.
if Pood and beverags ane seeed, tables will be wipad down.

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

The fisce will be swapt if tood and drires ara sanmaed

Bgathrooma will be chackad 1o enaure they Ore in Qood Comditon.

Al fered ondd beverages will B remoyed from the premises ot tha conclusion of the svant.

In tre awvent of nferas, after provicing the appropriote medical cong, Jirn Schwelzer, Business
banager, ot jsehwsizer @olachurehong will ba cantacted to subsrit an Archofocesan

Accident/infury Repart Inmmediotaly fiollowing the incdent

in the swvant of domoges. o note will b keft in the kMumoy Canter ond Jim Schwelzar, Busimess
Manager [jsehweizer@ciochurchorg ), and Mandy Crock, OLA Sehool Prrcipal
(merackiialoschool arg) will Be netified immeadiataly

LTEL )T

I acknowiadge recsipt of the Cleaning Checkiist and will comphy with all requirsd
proceduras.

Klinstry Leader Signansra Darg
Thank you kor odhering o thase pofciest
Wiorklng rogeiharn we oo baep our poviah and schodads N geood shapa, spamking ciean
e read) far [ ngs] grous wine will wse e faciiiesr

Spack Usar Agresmant! Manss Hall ErchenySchool Catetaria Kivchan (Page 3 af 2)
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Appendix 11B
Space User Agreement: Marist Hall
Kitchen/School Cafeteria Kitchen

(Page 2 of 2)

Our Lady of the Assumption Catholic Church

Space User Agreement: Marist Hall Kitchen/School Kitchen
iPoge 2 of 2}

Marist Hall Kitchen Cleaning Checklist
In thie columns 1o the left check off each item as completed,

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

___ Wipe down and sanitize all table surfaces

__ Sweep floor

—__ Mop Moor after sweeping

____Take gut all trash and put in dumpster

___Wash all dishes

__ Putall dishes, cutlery, and knives in correct locations

—___Wipe down outside of dish machine with sanitizer solution.

— Turn OFF dish machine - red switch on front

—_ Make sure surfaces/walls are clear of all food particles

192, Wash and sanitize 3-compartment sink - be sure there is na food Left in drains

IR R T

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

12 Wipe down stovaffattop area

13. __ ‘Wipe outside of fryer

14. _ Besureto clean any grease from fryer off the floor

15, Clean up any spills inside of reach in coolar

16. ___ Sanitize hot serving lines if used

17 Clean out hot boxes of any food

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

Gpace Lhm Apraement; Marist Hall Kibshen (Poge & of 2
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Appendix 12A (Page 1 of 3)
Space User Agreement: Moylan Hall

Our Lady of the Assumption Catholic Church
Space User Agreement: Moylan Hall (Poge 1 of 3)

Tha first page of this document must be Filled out by 2il persons/menistries that koo meeting space at Owe Lady of the
Assumptrion Cathelic Church

Paga 2 of this agreament incluces the required Mecting Spoce Checkiist Agreemant. LA Foolities personnal wilf assist
VI Sl Tt i 08 TRy e Qiabke. D 2o the busy sohedle on compus, Q8 Sail oy ned Ba availidie
for sRr-upframk-down. Fieass pian to have valuntears provioe sed-upfhveak-down when possibis,

O page 3 of this agreement create a diagram of the reguested set-Up, Meaee nate that sot-up

The agreesmest and diagram must be signed and retimed ta Jim Scheeizer |jschwe zer@olachenchorgl and Jon
hdangiaracira (pmang@racdnafolachurchorgl at the pansh office no later than TWO WEEKS prior to the date of the
il Late SLmmisgions cannol ba accapred, Originali or POFL oaly, fe phatod,

SPACE SPECIFICE
Ihemen dsmembly Style Seating
Copacity; X paopie
Ent-up. Rows of chairs, Podium, KECrophone
A Banitor with HOMI port. Bring your own loptop with HDMI port.
] e ith Tk
Capacity; 180 people
Sat-up B Round tobdes, & ectangular tables, ondor card tobigs. if gwailahle
A Bdoniber with HOMI cable. Brirg your owm lopiop wih HOM porl
Date of Event: Mame af Event-
Contact: flinistry;
Ministry
Phane: Ermall:
Sat-up Door Unlock
Dt Time: Time:
Ewent Start/End Dioor Lock
Tirme: Time:
il of People Expected:
Feqquency of Meeting: One Time ___ Recurring I recurrirg, list start dite
Additional Set-Up Requested
iPlonee cote that use of tables/tablecioghs in Marist Hall & basod wpon geailihibity
i of Round
ol Rectangular # of Rectangular
Tables Requasted; ______ Tahlecloths Reguastad;

Equiprment Regquested; Microphon ________ Podium
Monitor (Must provide your own laptap and HDMI cord

S0ace Usar Agreenant. bantan Hall (Page 1 of 5
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Appendix 12B (Page 2 of 3)
Space User Agreement: Moylan Hall

Our Lady of the Assumption Catholic Church
Space User Agreament: Moylan Hall (Page 2 of 3)

Meeting Space Checklist

If Alcahal ls baing sarded, the Sanding Alohod Chackhist will ba lumed in 1o the Business Mansger, Jim
Sohrmiver [EoiveiterGioinchurch omg ) 2 wesks price ba the svant along with this loem. Request for o
palica pficer Mt ba pubmitied o Anra Staphens (Estephans@ckacherchorg ] ane manth prior 1o the
avent. [§70/hr. 2 hour menkmum Subject to changa.)

Ha gure or weapens of ary kind ore peermittiad
If Childnean ane presenl, they wil De supensed ot all tmes (o ensume their salety ond the ceanbness ol
tha facility. Childran wil HOT ba olowad an tha playground ar tut flald.

AUl b ot ratioe
18 - 38 maonths 2 adufts o 12 chidoan
3= 4 yadng 2 adults 0o 12 chikien
o5 =10 yeorss 2 oduls 1018 chikdran
Junior High Schoat 2 adults 1o 18 youth
High School 3 Qoults o 30 youeh

. BT Y lB HOT D& perTiied,
Mo helum bolloors wil be umed,
Mo cordies il be waed.
Bdo gittar veill ba Lo,

Bo e, @uE, ar oth er adhes e will e usad to afie teme/Secomtion on the walls, Boors, squipmant,
fisbures or bobsles.

ko permonsnt morkers will be ussd,
The spooa will ba laft in the sorma - or battor = condtian than prior 10 tha event
it oo ond bervsaroge ara sarsad, obkes will ba wipad down Chalrs will oko ba wiped down oz neadad.

Tablkas ond chair wil Be pul up Rk olharsiee cosrdingied with The Faciliies Monoger. Tobe: Qo in
—_ toble room past gids bathroom. Chairs to be stocked in carts [be sure they all fooe the some directicn),

Teosh, IF arvg, @il oo arnphicd in tha minl-dumpstor outslde e kibchean.

T Micor will B wiaciiiimigd i nesdod
— Geploze ary outhel covers That s mmoed durfng the aveni Moty Taciities if ory are missing
. BCIPOCETHE Wil D checked bo ensune they ara in good condtion

If ther iotchen is used, it will be cleaned wp. Thot includes wipng down courttestops and chkoning ary
diEhes

Diahee, coniairss, ond ubendits will be clearsd, disd, ond retuersed 10 1he poniey whans Dhey sens fond

Al tood and beveroges (especially aicohal) must be removed from the pramises at the conclusion of the
avant, (Do HET ieos in he relrigemator. L will e throan ovwey |

Lot eres odechathe will b retiurnsd 1o 1k porich office withing 3 days of the event
i1 T eseend ol I e, Sfesr providing the appropliale medical core, Jim Schweine, Biginess Manafer. of

jackwaizar@eiachurchicng wil b sonbeeted [ mleil on Archdacesan Acakdant/infuny Repar
irmmedioely foBawing the incidert,

In the esent of domoges, o note wikl be left im the Murray Caenter ond Jirn Bohwedaer, Business Monoger
{jachivseizenm akechurch.ong), oo sandy Crock, QLA School Pincipol (kg eossroolang) will e
matilied irruadiabaky

Mirsiry Leador SEnatire [hate

Thank you for odhering o thase policies!
Warking fogedfer, we con keep our pansh and schools 0 good shope, sparkiing clecr,
and ready far the naxt growp who wall vse the focifties!

Space User Agreement Moylan Hall Foge 7 of 31
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Appendix 12C
Space User Agreement: Moylan Hall

(Page 3of 3)

i Our Lady of the Assumption Catholic Church
@47 Space User Agreement: Moylan (Page 3 of 3)

Set Up Request

Name of Event Date of Evant:

Ministry Mame:

Leader: Contact Info;

Imitial Here if set-up assistance is requested. (| acknowladge that
facilities staff iz not always available for set-up.)

initial Here if set-up assistance i NOT reqguestad.

T

Tk
Perzrr

1l

Farking Lot

Pantry
Fen's
Farn

Clhiaai
Pty
Ferly
=,
Wy
Wil R
'.'—ll--

Space Uwar Agreemant: Moylan Hoil (Poge 3 of 3)
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Appendix 13A (Page 1 of 3)
Space User Agreement: Murray Center/Gym

Our Lady of the Assumption Catholic Church
Space User Agreement: Murray Center/Gym (FPoge 1 of 3}

The first page of thiz document must be Flled out by all personsfminstries that book meeting space st Our Lady of the
agsumptian Cathelic Church

Fage 2 of this agreement includes the required Meeting Spoce Cheoklist Agreement. OLA Fooiiities parsonnel will assist
A Sl et gm0 Ty g areenifalda Dise §0 the gl soha e oot compes, QLA gl ey nad Be auvodlmbie
far sat-unstremk-dor Please plan to have voluntears prowds sot-upshroak-dawn whon passbla.

O page 3 of this agreement oreate adisgram of The reguested setup. Please note that sel-up

The agreement and diagram must be signed and returned to dim Schweizer || schwelzen@olachurchoorg) and Jon
Mangiaracina [pmangamacnaBolachurchorg) &t the padsh af fice no later than TWO WEEKS prior to the date of the
EvenL. Late Sulimissions cannl Do aockpied. Originsts or POFS anly, i photos.

SPACE SFECIFICS

Copoity: 50 peopie

sat-up: &' Rownd tables, & rectangulor tobles, andor cord tables,  ovoiioble

spaciol Motioes: Mo altchol i permitted. Mo guns or weapons of any king are permmitted.
Accres to the stoge ks NOT alowsd unless prior authonzotion s obtalnad through the
school
Floors must be swopt if food ar dninks ove sorved.

Cate of Event mame ol Evenc

Contact: Ministry;
Ministry

Phione: Ermias;:

Set-up Dwar Unlack

Ciate/Time; Tirmee:

Event Stary/End Daor Latk

TRrE: Tirme:

# of People Expected:

Fequency of Mesting One Time . Racurring . if recurring, list start date:

Set-Up Requested
# of Aound
# of Round Tabies Requested: Tableciaths Aequested:
#of Rectangular # of Rectangular
Tabdes Requested Tablecloths Requested;

Equipment Requested: Microphone __ Podium ___

o User Agresmant: Mumay CenbenSym (Foge I ol 3)
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Appendix 13B (Page 201 3)
Space User Agreement: Murray Center/Gym

Our Lady of the Assumption Catholic Church
Space User Agreement; Murray Center/Gym (Foge 2 of 3]

Meeting Space Checklist
— Murray Canter k8 not occassdnle prics to Bprn on school doys.
Ma aleohal usege/service i parmitted in the Murrey Center,
h0 QuIng OF weapong of oy kind ore permitied.

I children are prasent, they wil be supervisac of all times toersure their sofety and the
cleardress of the facility. Children will HOT e allowed e e playground o burf fisld

— fudult b pouth nobice

= 19 - 3 months 2 odults to 12 chiddren
3 - Ayesars: 7 adulls to B2 childnen
5 - 1D yedrs: 3 aduits to 18 chlidran
Junior Hegh Schood: 2 odults to 16 youth
High Schook 2 odults to 20 youth

Mo neliur Dalloons will De used,
o condles will be wused,
ke glittar will be used,

Ma topa, glue, of other adhesives will be used to offix iems/deceratian on th wals, floors,
edquiprment, Fluness, or balbles,

Mo perranent msrkers will be used,

Thie spocs will e et in the sonme — of bettar — condltlon than peior to the ewvent
If fend cnd beverage ore sarvad, tabies will be wiped donwn

e, TIEHEE cind chvatirg will b put up
e, TrCSH, T AR, il Bl Pt i the dampstern

o

R R

The floce will be swapt ond moppad if food ond drinks ore servad

Bothroams will be checked [0 ensune they ane in ood condibon.

Bl food ored Bevzrocges will be rerreoved Irom the preméses ot the conciusion of the event
Laundared tableckoths will be returned to the parlsh offlce within 3 doys of the event.

In the event of Injuries, alter providing the appropriate medice! care, Jim Schwelzer, Business
Marager, of Eohweizergolechurchong will De contocted to submit on Archobecssan
Accident/injury Beport immediotaly folowing the incident

If the event of damoges, o rote will be kel in the Murray Center and Jim Schweizer, Business
Maonager ([schwelzergeolachurch.org), and Mandy Crock, OLA Schood Principal
{rmcrock@olaschool org) will be notified irrmediatedy,

Minstry Leader Signatura Date

Thank pod for cdhanng to fess policies!
Working fogedhern we con keap our porish ond schoals in good shape, sparkling chean,
et fentacty for e next grauo wiho will Lse e facilithes!

Space User Bgreament: Murray Cerren! Gym (Poge 2 of 3
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AppendiX ]3C (Page 1 of 3)
Space User Agreement: Murray Center/Gym

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

Set Up Request

HMame of Event: Date of Event:

Ministry Name:

Leadear; Contact Info:

Imitial Here if set-up assistance is requested. || acknowledge that
facilities staff is not always avallable for set-up, | further acknowlege
that set-up assistance is not available on school nights_}

Initial Here if set-up assistance is NOT reguasted,

Paskieg Lat

SEaE LR AEramenil, Murray Cerdanty m (foge 3 of 3]
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Appendix 14
Space User Agreement: Parish Office
Conference Room

Our Lady of the Assumption Catholic Church
Space User Agreemeant: Parish Offlce Conference Room (Poge 1 of 1)

Theg ipcdocumen T sl B Mlked Qur Dy 88 persera/maris Tries Tl Dook mesting space ab Qur Lady of the Assumplion
Catholic Church. The agreement rmust be sipned and memened 10 e Sormeizer [EChwaize ipoiachncnoang) and Jon
Mangaracna (mangaracina@olachurch.org at the parsh office no later than TWO WEEES pricr to the date of the
pvent. Late sumissicrs cannot be accepted. Driginals or POFs ondy, no photos.

Date of Ewent: Mame of Event:

Contact: Ministry:
Minkstry

Phona; Ermail:

Setup Daar Linlock

Dt Tirrhe: Time:

Ewent Start/End Daor Lock

Time: Time

# of People Expected:

Fequency of Mesting: OneTime __ Recurring . If recurring, list start date:;

SPACE SPECIFICS

Copociby: B0 Pepie

Gl =L Comnlaremie Tabha Gnky

o) Epiprre: Faard boer i HDR mort ksl B kaphop weith HOR port withovou

Farking Foriang for the Parish Citics Conferance Aoorm 15 knooted on tho uppor sl of e churoh
pariing lot {rot of the padsh office )l Thaene -0 wa leay from that parking lot up ta tha
pearish alfice,

Pleoas Indtlal eoch lbem oeknowledging the felloving:
e gana o weopons of dany kind dre permitted
¥ Chikdron are present, Thery will be suparased at all tmes toensune thelr sofaty and the
cleoniness ol the ooty
Wa tape, glue, or other adhesives wil be used to affo ibems|' deconmtions to the wols, oo,
eoquipment Adures. o obes,
Mo murning (s alkowsd 0 ary rmesting spoce, sacept the gy
Ha pamnarant morkers of plitter will be used.
Trosh, H oy, will e empdied to Ehe dumpstes,
e Tabike will be wiped doven[cieaned ot and af event.
all {oodbeverages will be remoed from the pramises,
All requirerments of this Check List will be adhered o, and 1he spoce will be left in the some - oo
bertbar = condition thon prioe b the svent.

Mirstry Leader Signatura Daba
Fhaank you for oofaiing lo e pokesl

WVCIRA G TG, i COr Eaeg G Earinh QT Sohocds 1A oo phagem AaTiag chaan
s oty o the ret Groas wiss Bl s it focyilwer
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Appendix 15
Space User Agreement: School Library

Our Lady of the Assumption Catholic Church
Space User Agreement: School Library

The isfocument must be flled cut by all personsfmenistries that book meeting space at Our Lady of the &sswmptian
Cathotic Church. The agreamant must be signed and returmed 10 Qim Schweizer [schweizen@olsthechnong) and san
Manglaraoina |manglaracina@olachurchoong) at tha parish affioz no latar than TWO WEEKS prior to tha dato of tha
evenil. Late sibmisticns cannol be aceepied, Orighnals or POPS only, no phatos,

Date of Event: Harme of Event;
Conrace Ministry;
Ministry
Phone Ermail:
Set-up Door Unlock
Dhate Time: Tirne:
Evant Start/End Doar Leck
Times Tirme:
# of People Expectad:
Fesguency of Mesting: One Time ___ Recurring . IFrecurring, fist start date:

SPACE SPECIFICS

Copachy 16 FeCpl g,
Sard- L 4 tabies OOt Loak 4 porsans
Special Noticas: Mgy gl engd iy st

Do Nt poof opan ebaror doore.
Do not ailow acoess to the schaool oreas outside of the Chane| Canbar,
Do not move hables

Plaoes inithal sach [lem acknowledging the lalbawing:
abzohol i not gedrmithed.
Mo geure: oF wWapans of ory kind ore permitian.
If Children are present, they wil be supereised at ol times b ensure their sobety and the
clemnlness of the fecty.
Achilt 10 Youth roatic
o 18 - 36 months: 2 aduls ta 12 chikdren
o 3- 4 years 1 odults bo 2 children
5 = 10 yeiws: 2 odulis 1 16 shldren
Junicr High Schood 3 odults be 86 youth
High Sohock 2 odults bo 30 youth
Mo tope, glue, or cthar sdhesheas will ba usad to offis Iterme) dacaraione 1o the woll, {loars,
eqguipment, fidures, or labiles.
o Furring is allowed in any rmeeling space, axcepl the gyr
MO Esarmanant markars ar QWIH will b sl
Trash, if ary, will be emptied to the dumpster.
Tabies will be wiped downfcheared af end of st
— AN fendibeverages will e remosad Trom the prarmises,
Al requirements of this Check List will e adinered o, and the spocs will ba kit in tha sorme - o
better — conditlon than prior bo the avent

£ 0

Mirestry Leader Signaturs Data
rhemik i Far excnaring Mo Ehide peiia
Wi bogathar, Wil Dam ke oo Dovish and Sohooks in ocd Shops, Spavkiing ohon
e sy o Flee et groug wche il dre e focihies’
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Appendix 16A

Space User Agreement: Turf Field

(Page 1 0f 2)

Our Lady of the Assumption Catholic Church
Space User Agreement: Turf Fleld (Page 1 of 2}

Tha Tirst page ot this gacumant must be Flied out oy &l peracnsMinisiries thal book meanng space al uwr Lady ot ihe

Exsumption Catholic Chaurch

Faga 7 of this agresmant inclurkes the requdred Meeting Space Checkist Agraemeant,

The agreement mast be signed and returned 10 Jim Schaeizer jschmezer@olachurchuong and Son Mangiaracing
(mangiaracina@oachurch.org) at the parish office no fatar than TWO WEEKS prior to the date of tha seant. Late
submizsoana cannot be accepted, Originals or FDOFs only, no photes.

Date of Event: Warme of Event:

Contact: Miniscry.

Ministry
Phiorea: Ermnail;
Set-up Gite Unlock
Daue/Time: Time:

Gerte to be locked by Minfstry

Event Start/End Leoder ot conclusion of the event.
Tirmes
i of People Expacted:

Fequency of Mecting: One Time __ Recuming

If recurring, list stast date:

Space Usor Agrocment Turl Fisld (Foge [ of )
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Appendix 16B
Space User Agreement: Turf Field

(Page 2 of 2)

Our Lady of the Assumption Catholic Church
Space User Agreement: Turf Field (Page 2 of 2}

Meeting Space Checklist

W alcchol k= permiéttad,

— Mo guns or weapons of any kind are permitted,
—— No drones permitied
I chdldran one present, they will Be supervisad ot ofl imes o ensune their solety and the
chednliness of thea facility. Childrén will NOT be allowed on the playground or tur fiald.

Achult Lo ot ratic:
= 18- 38 manths: 2 adults to 12 children
o 3= 4 yeons I adults 1o 12 children
5 = 10 yaors 2 aoults to 16 children
Jumiar High School: £ aouits to B youtin
High School; 2 odults to 20 youth

Mo bo@oons will ba woed.

oo o

M e oo will ba used.

o glitter will be usad,

Mo tape, glue, or other odheslves will be used to offis tterrs {dacorations.

He permanent markers will b used,

The spoca will b= bsdt in the soms — ar better — condition thom pricr to the evant
he wialking will be permitted on the padded wall

Bathroortes are accessitle thacugh e gy door closest (o fh field, Thuy will B chaeckad (o
Bnsure they one in good condition at the and of the events.

Traxeh, it any, will be amptied in the dumpater.
Thie Turl will Be swept and pobesd for gorboge os neaded

All food and beveragss will be reamoved from the pramisss at the conclusion of the swsnt
This inchudes woter battles,

In thie ensenit of injuries, atter prowiding the appropriabe medical coes, Jinn Behwelzer, Busines:
wManager, ot jschwmirsrgolochurch.org will be contocted to submit an Archafocesan
Accident/infury Repart immaediatily Tollowing the incidant,

In the et of domnoges, o note will s iett inthe Muray Center ond Jirm Schwealzes, Busiess
wanagar {jschwezan@Eciachurchuorg ), and Mandy Crock, LA School Frincipal
imerock@oloschoolong] will be notified immediotety,

Mingtry Lesdar Sigriature Date

Thamk yous for aatening 1o these policios!
Working fogethar, we can keep ow parish and schools dn good shope, sparking clean,
ond reody for the newt groun who wik use ihe focifes!

Space User ggreament: Turf Fidd (Poge 2 of 2
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Appendix 17A
Space User Agreement: Upper Room

(Page 1 of 3)

Our Lady of the Assumption Catholic Church
Space User Agreemant: Upper Room (Page 1 af 3}

Thea first page of this document most ba filled ot by all persons/ministries that book meeting space at Dur Lady of tha
Azsumption Catholic Thusch,
Page 2 of this agresment includes the required Meeting Spoce Checkilcr Agraement. OLA Faciities persannal wid asist

BTN SET-uDrEal 0w 08 They Ve aveilnble. Duee (o the Dusy scheduls on Gopus, QOLA SO oy Aol be Geailode
for set-un/braak-down. Please plan fo hove salini@ers prowde sed-updhraok-gorn ahen passibla

0 page 3 of this agreament oreate & disgram of the reguested set-up, Plaase nets thit satup
Tho agreament and diagram must be signed and retwmed to Jim Scheeizar {jschwezer@alachurch.ong and Jon

mMangiarasing ljmangiarescinamdclschurchorgl 8L the parsh office no Later than TWO WEEKS prior To The date af the
gienit. Late submisehans canrat be acceptad. Originats or POFs onhy, mo photos

SPACE SPECIFNCS
Iheotes/Azsembly Stvle Seqting
Copacily: 3 poaple
Sel= i R Of chairs, Posdiom, Mecrophone
AT kionitar with HDMI part: Bring your own lapiop with HDME port
Speciol Molice [0 not prop open EXierkor ooods.
Di IEwaets with Toks
ity 24 pmopls
ol BO° % 18" rectongulor tobiag with ehairg
Al kionitor with HOMI cable. Bring your own Ioptop with HOMI port.
[rate of Event: Mame of Event
Contact: hinistry:
Minis
Phiome: EIT;E
Sl Door Unlack
Date/Time: Time:
Evant Start/End Boor Lock
Tirna: Titne:

# of Peaple Expected:

Fegquancy of Meating: COne Time . Resuming . Ifrecurring, list start daka;

Space Usor Agresmant: Upper Room (Poge 1 ar 3
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Appendix 17B
Space User Agreement: Upper Room

(Page 2 of 3)

Our Lady of the Assumption Catholic Church
Space User Agreement: Upper Room (Page 2 of 3)

Meeting Space Checklist

Mo guirs or weapoens of ony type o ponmiitted,

e, [T AICOND IS Doing semved, the Sapdng Alconol Chaeckdist wil be turned n o the Busmess Monoger, Jim
Emmﬁ-ﬁuﬁuﬂ:ﬁﬂ:ﬂnﬁm}?nﬂ:pﬁrmh peent olong with this flomm Reguest {oro
padiceE alfeser mudl Do subemilted by Lnevs SepPhng tﬂﬂmﬂﬁmﬁmﬂ ars meniE prics §o Ehe
ewvari. {2700 3 hour rranimum S usject b change. )

i chiieiren are presenl, ey wil be superyisad of o Tirnee 10 ansune heir aalety and the ekonliness of
bz dmscility. Children will MOT be allowad on the plogground or burl feld.

ALkilt o youth rotio
14 - 38 months 3 odults to 12 chidren
3 - 4 yoors: 2 odults to 12 childmen
5= W yeare: 2 ooty 1o 16 childoen
Junior High Bchaol 2 oouis 63 10 yauth
o High Sehoal: 2 aclts 1o 30 yeulh

Funming will HOT be permitted
. M R Balbaoing will b usad,

Mo candkas will B usad.

Mo giitier wall o used,

Mo tope: glua, or other odhesives will b2 used ta offic iberris/ decoration on the walls, floors, eguipment,
Mxtunas, of ableg

Mo Eeafrinent rorbers will be usad
Ther space will ba latt in the some - or better - condftion thaon pror o the easnt
It focd ond beverags ara sarsad teles will ba wiped don. Chalrs will oko be wiped doan os needed

Tk arsd chai Wl e pUl up enless alfenwise coand noted with he Faciliiies Marager, Tables goin
beitig roarn poist girts pathream, Choirg to be stecked In corts (ks sura they all iace the sama diractipn),

Traah, i g, will Be amptised in (e mini-diemesler aulsisa e Kilchen,

Thea Hhoor will be vaouwmed i reeded.

Rapioce any cubet cavers thal waene removed during the esent. Moty jociities f any are mssing.
Bathrooms will Bo checked b snsure Chay ore In qood candition

e |1 EF1E KL (i Uil i1 il be clacaned up, That includes wiging down couniemops ond cleaning oy
dichag.

[Hghes, conboinars, and utarsits wil be cieoned, driad, and returnad 1o tha pontny wharna they wers found

Al Tood o bevaroged (especially aeoiol] must De mimawed Trom e pramisas o e conclusken of T
eeark, [0 NOT 160us in tha ralriganator, i will Da thrown ooy |

tn tha event of injuies, after providing the oppropriote medicol core, Am Schweizarn, Business Manogor, of
jEsrzanmelochurchoon] wil ba contootad o submil an Arefocesan A ke irairy Sapost
imrrschatedy ol oaing tha ncident

In &P avien ol chamagas, o nole will e bl in the Muray Centar and Jirm Scnweizer, Business
tscrwatrar@odachurch angl, ond Mondy Crock, OULA School Prnclpal [morock@oiaschoolong) will be
rectified immediabely,

Minstry Lesdar Signature Date

Tharnk you far adiering o these policies!
Wivking hogether, we can kesp our Sovieh and schoods In good shops. sparkiing clean,
aadt reardly For the nost group wha will use the fociities!

Space User dgroement: Uippar Room (Poge 2.0f 3/
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Appendix 17C
Space User Agreement: Upper Room

Page 3 of 3

Our Lady of the Assumption Catholic Church
Space User Agreement: Upper Room (Poge 2 of 3)

Set Up Request

Hame aof Event: Drate of Event:

Mimistry Mame:

Leader: Contact Infio:

Initial Here if set-up assistance s requested. (| acknowladge that
facitities staff is not always available for set-up.

Imitial Here If set-up assistance is NOT requested.

Spece User Agreemrent: Upoer Room (Poge 3 of 3
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Appendix 18
Space User Agreement: Youth Room

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

The isdecument must be Mlad out by all parsansiminsiries that book meeting space ot Our Lady of tha Astumplion
Catholic Church. The agreement must be slgned and returmad to Sm Schwezer ||schwakenBolachurch.orgs and Jon
Mangiaracing (jmangisrscina@olschunch orp at the parish office no later then TWO WEEKS price tothe date of the
ewant, Lare submissions cannat De accaptad, Originals or POFs ondy, i photas

Diate af Event: Mame of Event:

contack Ministry:
Ministry

Phione: Email:

Set-up Doar Unlock

Ewent Start/End Diaoe Lock

Tirna: Tirne:

# of Paople Expected:

Faquency of Meating: Ona Time ___ Recwrring __ 1§ recurning, list start date;

SPACE SPECIFICS

Copacity: Uipto 20
St U Cemlarnnca Tk Only
Gpeciil Matice, Youlh Mirisiry ot pricrily Booking of s apaca

B | il i i i S, TE Praakd e tadusfeiedd Do e Grbgin | paiithos
Snocks, drirics, ond other supplies ara NOT avofoba for o minsiry's uss

&V Equipment: Woritor with HOLE por. Rt oring lapiop wikh HDWG port veith you

Porking Porking for fha Parsh Office Canfarenoa Rocm iz koooted on tha upper lval af the chureh
parking lat ot of the parsh ofice). Thore b5 o woliwoey from that poiing ot up tatha
et i

PFleoss initiol soch ftem ocknowledging the following:
Ho guis or wenopons of ony knd ars alowed.
i Childran org pragent, thay will be supgsaryiied of ol tinue Do arddre thair galaty and tha
cleanbness of tha iociiity.
I furibure g moved, & wil be retumned to ite original paaition.
Ho tope, glue, of other odhesves will be used o olfic temsdecombians o the walks, floars,
aquigment, liaunes, of lobkes
Ho running is alloeed in amy mesating spoce, excepd the gym.
W paairrana . rearkars o gichar wil be used.
Trash, if amy, will be amptied to the durmpster.
Tt will be wipsd desnfclennad ot end of evant,
Al faodf bevarogas will be remosed from the premises.
Al requiramanie of thes Chack List wil ba adifedea (o ond The epoce will Ba ki in tha seme = or
bettar - condition than prior to the event

Minstry Leader Signarire Dt

T i For Snofsrinag) T st podicnar
Werking rogathar. we oo koo adr parish oned Sschoods in good shopa, spariling claon,
and neacly for the nest roue wha Wil e e faeitis!
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Appendix 19
Archdiocesan Events Serving Alcohol Checklist

% ARCHDIOCESE OF ATLANTA
- EVENTS SERVING ALCOHOL CHECELIST
Pleass complete this checkbst for ALL rrents regueshng to serve alcohol
Event Dhate Event Mame:
Parish or School Name:
Event Coordinator:
Compheted S1eps
O L PASTORADMINISTREATORPRINCIPAL APPFROVAL: Pasree/AdminnmwiorProeipal has
g that the party'svend can be bald = te pinch sehoal Gerhines
0 1 OVERSIGHT: If alcobal s served. indicate name of the sndrashual (oot the packor or prssipal)

with svezsll msposcibidiny far Evens Coordiraten (nots sbave)

i FERMIT AND DNSURANCE: Georpa State Law does nod allow for aleobol 9 be sold oo cick
D or wekbeol progaty enceyt with & PERMIT apd LICEMNSED CATERER.

i Alcabal permst can be obinsed from the lecal smeicipaly to sall aleakal fim ons day
b & racersr thould be hured and e Beente chould b noed

D 4 FOOD: Prevsds fead an all foneness whars aleobal o baeg senved
|:| I ENDENG TIME: The svent should mop sermng aloshal ene hour befine the wvext 11 10 end (2008
that e |

6. ALCOMOL 3ERVED AS HOST: Unless a FERMIT ied CATERER are msed: all alcohod mmst
be furnesbad by the parickasheal, o the “hoar™
a Aleohed cannse be sold, byt may be provided, This 3 urndly dees on 3 "denanes”™ bae, witk
D ceenuderhon pren be I token dnzk coupons per guest, for example.
] %0 “Cash Bam™
e Mo "BYOR" Brng Yewer Ows Beverage) Asecdes: sre tever permatied bo boung aleahs] to s
Uens

T LOCAL ADULT BARTEMDERS) If a6 snsuped ¢ 38eber 15 0o being uwed, there must be
respeasibbe adult serany a3 bartender: whe age pof imbabing.  They teast usdentaad thew
mezponsibtihtes for kesping a cloze watch on anyome who may be “overcerced”. Indizame tBe
mdirsdual handling das resporcibdity in the area bedow

I LEGAL AGE: Barteader(s) must venf that azrons beang served 10 of Tegal age

¥. BACEUP TRANSPORTATION: Flom: chould be made for offermp rdes or too availabiditr m
case comeone dees drnk oo meck  Trazsporcmon opmons should be made clearly avaalable.

EECTRITY: Awxy pona alookal  meeters, secmany parsorme] cheeld aloe B pracant

11. BEEE AND WINE: It i prafurabdy o limsat aleokal to baar and wins ooy

12, OUTSIDE USAGE: If ss coride greas wants to rent the fieality, o “Foedliny Uiage Apeaceet™
MUST be obtamad, vigned sud sent te Cetholic hMutaal

18 ACCIDEMT ENIURY CLADMG, k& the event of 2 iapmificant acoidest claam, or e, if the
pdalings in gy Chacklhize wars por followed, the local parnkhiwehes] deducble would be
mereased up o 150,000 (whoch w: the Archdiccese deduchble for ueh clams).

O |Oo(Oojojoo O

Persen responeible for monitoring for excesalve aloohal:

Parish Sdhvoal staff verifving thus bdormation

Diate:

LI Asumre cpmmalin marm i amastn arisgr Aol shagdiiet 2034
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Appendix 20
Annual Media Release Form for Minors

A RCHDIOCESE o ATLANTA%

Annual Media Release Form

Complete One Form per Chilld

Chuld’s Name:

Diate of Birth:

School Year
(where applicable):

O panish and’or schoal, uses Emapes, wieniews, and videos

of o chibdren fior & vamedy of mbemeal and external compmpscatons. Chir fornms of infemal and external comemumeations

mehude but are pot lmuted fo; poat. mch hﬂtn:u and newsletiers, md digtal mages; Bim aod

mmmmmmw socinl petworkmng nlatfnms § Bt sk lieviteed e Facabannde, Tovither,
and Iestngmam.

We follow the Archdhocese of Atlant's Soc] Medin Policy and
Mimore: P‘lutnu-ﬂm-rtmﬁ!mrmﬁl:_hm

Please imdicane below whether our parish and'or school has permission to cironlate interviews, images, and'or videss of
ymtﬁubrllplrﬂmﬁhrﬂﬂdmlurmﬂm

B ¥ hi gt mionices -t ol sty naskion schiond. &
s mmges aod mterviews of my chid, _, for meenmal o extemal
conmasdcations for one vear. -rhllnl_'rh wmhmwa&um
autlets | understand confent may o Bllesm or other media for
nl:limdhﬁlm.hh;ﬂenhm m at The Al fosrmal amd mﬂ'ﬂ'ﬂhﬂ'!ﬂhﬂhmﬂmhl

Hﬂsnmlnﬂnmuhmlﬂnghlnﬂhmde:MTm and Instzpram. [ redesse and releve the
parizh and’or school. and the Archdincese of Atlista, from any responsibelety or habilsty for any chuns ansing from the
publicatson or of amy photographs of intenaew m amy news or other media. I warve any and afl nght to mspect o
approe the Gm Emages, Viden, or prined matter that mary be nsed m compncthion with my mmage or vides, or o appTove
the eventual use for which it may be applied

T umederstamd dhat videos. mndior mserviews are being done with the: knowledze amd approval of the pansh andfor
M.MMIMMHMHWMM

N0, I do not want pry child incladed in, nor ney chuld's imsage wsed, in any ifernal of extemal consmmnications, This
dowd not include Catholic School yearbooks or newspapers
—

Signature of Pavent or Legal Guardian Dase

~Prim: Nams of Parent or Legal Guardian

Pleave contact yorr Fartah Carechenical Leeder ov Sehool Adminiiranen imredietely fo adiaa pouwr madia releais
PETmITERON L

FOR OFFICE USE ONLY. Supplanf ikt releats annailly, Resp the mosl fedent releais manl the chdd i M

200 Lake Park Dnive, SE » Smyma, Georga Mas|-S50]
mais H04-F20-TH00 * fax: 404-720-701 - archatlcom
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Appendix 21
Purchase Order Form

P.O. Numhber:

Purchase Order

Our Lady of the Assamption Church
1406 Hearst Drive NE
Brookhaven, GA 10319

Phome: (404) 2617381 Date:
Requastor:
{Please Print)
E-mnil Address:
Fhone Mumber:
Quantity _ Description Purpose Unit Frice]  Total_
Fatimated

Proposad Vendor: Total Yl
Requested bys Dhate;

{Bignatur:)
Appraved by: Date:

{Signature)
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Appendix 22
Check Request Form

Check Request
Our Lady of the Assumption Church
1406 Hearst Drive NE
Brookhaven, GA gogig

Reguesicr:
Make Check Fayabie 1o

PAddress:

Emall Address:

Telephore &

OIS (o ineg o
e S350

A r SSAren H
* Plaaze afach eagy af appraved PO

Vandar Date Ao Eipt o7 Mimistry Description

Todal: Em

Signalurs of Requestar Date:
Autrorized by: Date:
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Appendix 23
New Vendor Acknowledgement Form

THE ROMAN CATHOLIC

ARCHDIOCESE of ATLANTA

VENDOR ACKNOWLEDGMENT FORM

certifies that all employees working at
Muiree of Companiy

effective have
Nanre of ParislySchool/Agency Date

successfully eleared a criminal background eheck which includes a national sex

affender registry search and have not been convicted of a crime (other than minor traffic
infractions). Depending on the specific nature of the wark or poasition on diccesan
premises, vendors) independent contractors may also be required to attend a

designated Safe Environment training.

| have provided with the following documents:
Nanee af Parish/School/Agency

— W form on file
__ Business license
— Linbility insurance coverage (Refer to Policy for Hiring Independent Contractors)

Mame of Signature of
Company Official Company Official

Company’s Address and FPhome Mumber

2401 Lake Park Dirley, SE. = Sopena, Geoegin JIHIED-86]
M UI0LTEED s AMS2I0-7500 + archadl.cnm
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Appendix 24
Sample W9

w-ﬂ Request for Taxpayer Glivg b0rm 1 the
::H--mu Identification Mumber and Certification rul:pu-ug.ﬂnml
Duparireand of the Timary sand 1o the |RS,

R T T Tt B0 ww. Ird gere i Forme WD for inginectione andd The |stes! information,
llﬂh:ll'l'ﬂ-lhhll'n Fof puidance remed [0 10 pLnsses of Form Wo3, see Pienoss of Foem, beime

1 Marmof Anarirg iy (Fof B il st Or dharegird e aelily, onber te cwesrs cmme o6 s 1, snd s D S il seg s
Hllr"l-l'll'r- m e
- £z 3 d ""I v, I P oo diius

B0 O maih e A DYl Bed lar Pecleral S camaFioatiors o e ariplocivid upl BRI Tt 0B T 0 e 1, TFER

wrdp wrp o e felgeda g e basss 4 Eapnpdion joodes apply toly 1o

CHRE TR (G AT,

[ ravdarice popssior [ ooponien [ & wn Bl paemie [0 ntesaw e il e
[ LLC: Erder the dan clamffierton |3 = O corporrban, §a B opaeabon, P= Partrcribi 4 Exowrol parpon cock (W v
Mioria: Ohech tha "L koo soorm and, intha ant mmutu m-u‘:ﬂ.nﬁnhlu
chemdcabon of thae LLEG, unlegs h'llill‘ll'll]l'dl anhily shoukd ivviesd chock ko azpropeeie Enimvyriean orm Fonsign Bcooant Tea
Fas e b o £ G S 0RM0n 07 i85 Dease Coampl e A1 ERTTA aseetig
[ e juas ireirucion) ounucie: F Ang)

b Fariing In yie checkad “Parmaehip” o “TRsyeume, " o Cnecess “LLCS N ek “F- & 15 b S,
and you ara this for ko @ paatraehdp, -m.c-ummﬂ:mmhmm:-mp rleral, uhack
Wi b il o il ey o gn porireers, or bana G bk i IR A T D

& Jigdeism umise, wresk, ond ool or wsie el Sea rasackonm Reluasion’s i ird oddviean fopton]

CADDAC NI OO0 b AR T
Fuisale 1 Led’ Suared |

Prnt or tpes,
S Spidaife irslnachions oo pagn A

% Oy, sinia, aed TIF coute

T LIS SCCouN e i e jopLaaal

AN Tacpayer identification Number (TIM]
Ervies woar TIH in e Regoprialn Bz Th TIH proiced muck maich the rame ghoen on ine 1 b avald Hnple| sacaminy mariee
badkup withraiding, Foe individuls, 1hic |s generally vour sosial meciaity rumber JSSRG Howereer, fora
nlan, mols orey arcl antity, coo Ihe Isswrurian s Part |, I, Foe atkar ! =
sl e, il i your ermpdoyer iderfilicaian number (BIN, H veu doned hase n numiber, soo Fiow fopaf e
TR, Bk
Mobe: B ihe mooo i ks B mesde T Ofi Nsme, sokb (i 1SS0 e fon i ine 1. See aleo Wohal Maes and
Mytstasr T dipe M Wagoeslker for guicdesines on whase nurber 30 enbor,

Calion

Uinclar penakies of perjury. | certity that:

1. Thes: frerrknsr ghosm cn Shi formy i my corect faxpayar— idientticatien mumbor jor | am wabing 1or 2 nember b e Bauad ta mi; and

2, am ral Sujedl b backun withhodisg becsuss (a) | am sxampd from backup withiciding, or (0 1 hase reed besn noified by Fe el Faoerue
Gervica A5 that | pncsubinct 1o backu withholdiag 2o a oot of & Medone 0o pod al sl or dividends, er izh the T3 has nodled me et | am
o vl Selsect Ly bechun withholding: and

3. 1 #m & UL%. cilioen or o er U5, person [definsd baiow]; and

4, T FATCA podedsd snberad o this tarm [ an) eSeatng et | & sl fnm FATGA rpriieg = corsct,

CoorrL i sk o el e, Wil e i ol B pbwes F e heree Deen nothied Oy 6 IRE DT yom pne Gty Lct i backap

bt o s v Tededd o2 epert ol indoresl anvd dividarsds on oy dax meum. For resl 2aiyis faraaotiony, liem 2 dod nel ipely. Fo morgegs nleresd peld.

eoquslion o soandanment ol sscured propeity, mnmmmmanHMmem aned, genErally, [T
ot lhen inbere and diviencs. PO are ot resdl Lo sign e cenfcation, bt v Sl Snradn your comect TIN. Ses e ngiuciions for Pard 11, et

Sign Sigratars of

Here LA, poraan Dama
General Instructl Mew Ine 30 hays ber acded bo this faem. & few-Trough andity &

) o e 10 comkele this e 50 ROk R Tl IE NES direc] r iradnis
Busglion sefavercis ara b the Indsrnal Reeenus Cocls ynisss cibervwiss For R AT, O TR, oF et o Wi R provides the Form -3
rectgd 10 ancdhar fo=IhecL g ardly ikowiech | his an cameship rhanest, This

Fulura dischapmonis. Fos the blerl nloreaton abot devslopments
e it 4 Formt V-0 80d He nitrechorg, soch as legielpiios eracied
ftr ey were pubtietnd. o0 4 uawrs gowiEoom W,

What's New

Lires 2 s besnomodied 10 clainy hing & 0iSregancked #niny cormpeies
s Beez, oy LLC st in 0 piwegmiced andity should check The

apprigrbide box dor he (ex classlicaion of ik caner. Othervise, |
wheuld ohock the "LLC™ booc &nd ammier 3. ioprop riale s dusaicalicn,

chanps b imenced 1o prosios 8 Soe-thmegh ity s nlevation
gording e staiue o de indirect forelgn paniners. oeees, Oor
bereeficlaries, o fhai & can sadsly ary apuicabla rapomng
TECARnETRETES, FOF G, & paiteerheg thal s any ndrect fomign
partnesd may T o e 1o aosylele Sohodulas Ha® and K3 Baw 1he
Puriraiichip Ingtmariong for Schochded K- e K-3 [Farm 1068,

Purpose of Form

hnmhﬂﬂaﬂlmn-ﬂmﬁ whe by pequired Boe e o
ks aian relue with the 05 e ghing pou this Sem Bacssss thesy

Cal. Mo, RN
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Appendix 25A
Sample Certificate of Liability Insurance

Page 1 of 2

COoOR ARTE PO

GERTIFICATE OF LIABILITY INSURANCE

THIS GERTIRCATE IS 1SSUED AS A MATTER OF INFORMATION ONLY AND CONFERE MO RIGHTS UPGN THE CERTIFICATE HOLDER THE

Eﬂguﬂramﬂ HOT ;EH:ILMLT on "mﬁw AWEND, EETERD OR ALTER THE COVERAIE AFFORDED BY THE POLKCIES
] TITUTE A

. Ammm rmwm.mm ANCE DOES CioME CONTRAET AETWAIEHN THE ESSUNNG INSURER|E), ALTHORTED

IMPOARTANT. IT the cortficats holdar Iv an ADDITIOHAL MEURED, Ba polcyies) musl have ADCITIGRAL IMBUHED pravislane ar be snaprsoa.

H FUBROGATION |B WAIVET, subjeed 1o the Serma and conditior of the solley, certain policles may rogars an sndomsment, & scabameant on

this eenilicits d-ﬁuiut cante riphis io the caniificats halder in B of such sndsrsemani(s),
PRSI wl |nkn Chas

ABC Infurance Agency ww [ i

123 ABC R4, 123 rins e Lon

Smyroa, GA 5080 — L~
paummm s IfEesance Campany A

WRLINED | pumgra S untse Campany E

ARC Comstructiog, LLC iR Eaursess Lonpaey C

456 Consraction Lane | moyomn 0 i’ Cormmpany 3

Smyrmn, GA 3080 EULITH %
MPESAE TR

CONERLAL CERTIFICATE NUNB REVESION MUMBER:

FOR THE RLA G PERDD
BEAFECT T WiaCH THES
HEREM f SUBLECT TO AL The TERNMS,

THIE IS TO CERTIFY THAT THE FORMES OF IMELURMMCE LIETED BELOW HAVE REEN EREUED TO THE:
IMOVCATED.  HOTWITHETANONG ANY REQLIREMENT, TERR QR DORCITION OF ARY CONTRAST
CERTIFICATE MAY BE [REED 07 MUY PERITAIN, THE WSLRSNCE AFFORDED BY THE POLICER
EECLLIGIORE AMD SO TIONS OF SiCH T AT SHOH MAY HAVE BEEN M5 UCER Y P

HALIED ARDAE
‘ATH

i Tretormamenes eoucrupesem | pessern | e L
| X | eoiiicei o enoua usmuy H\ o Z245678 " -nmmﬁ | w000, O
| s o [31] oo e e | s | e |4 1001000
A i by ety |8 RO
- \H‘w ; | PEnsOu & a e |3 1000000
_ﬂlm LBAT AFPLUES FLR HAVE =r= 'i.' | GEMETUY BGGNEGATE g 1000004
_ilmlffﬁ [ Juee i W 1  Brstnrs - oweneacs |8 L0000
| o, A - :
AETGUCILE LAY TR v | W i s
| X | e o : LT WIANZE LA (WA sy e ey | 5
’ | - ﬁ-:r_muﬂn.\' TR gt Fi-;___ LY NPy [P sccadasns| §
| e S I i g ) P iz =g i
| Sy ] =
1= - (oo FSTeLD fifoas | Wiams (EMuoccomges 1) 1OOLON
FESEAN A
: o | | MITREGLTE g |AHELIME]
. . L
WIAREA] DMPEHGATI : S Wiz - S |-
b e 15 fuia) eLpoucomen |3 100000
\n L GESEESE - TA 1 AHELHE
mm SLomsmpoupian e 1oMe0 0
|
NP PN OF DRERATION S | LSO APl e oy [Resad 1L hodilora B: i g g b [ ]

"Tive Covnpasy’s pos ane maqursting SO0 Fow can T ety fuf dhy FARIEHASCHIO0 a5 o Additiatal frmvred in fhis D sy banger diie ve BLILLETIN 1)
EN 8 frann the e of Covmrmtioner of inesmes and Sabele P They can el add policp s s i Uk b

1
SO0 2000 72 FYADIITMIVAL INIVEED - DWNERS, LESIERS OB CONTRACTONRS - 3CETEDULED PERSOM {1 ORGANIFATAIN
5 20330 P3ADDITANAL INEEED - OWNERS LESIEES OB CONTRACTONE . ALITOMATAS STATUE Wi iy PEJLURED BY WEITTES
CONWETRLN, TRON COWTRACT WITH YOur

— - _h_-_‘-‘--‘-
WA Nume-of PARSIIBE OO
Archbishiop Grrgory |, Harimupee, Archbishap of the ArchBiocess of A
an Trowtes af the Ank Parnk Real Batme Tres, deved Funssep 4, 5413, and His
Agpainded Succecron andio Admintitalen

1 Lakee Park Dr. SE
IA0-ERSE

e
D CHEETE 28 PR AT

ﬁlﬂ Ak OF TRIE AROVE D BCREES FOLHDES BE CAMERL LED BERGHE

Hiamie PARISHSCHOOL b pradect PerfbdSohsal Erdity

o QT IO ST TA TR
[T Mawee Arsibbishup & AmA Parith Resd Extale fo pratoct Paperty
© 19882013 ACORD CORFORATION, AR fghiz ressrvrd

The & TR nees mrd inan pos saskodsfmd sarks =8 &FADMN
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Appendix 25B
Sample Certificate of Liability Insurance

Page 2 of 2

Insurers are no kanger allowed o specifically list your Parish/School a3 an additional insured in the
DESCHETION OF OPESATIONS section of the COL They can cnly list applicable policy endorsements to
show that they have the appropriate coverage on thedr policy.

ol e o O & Lok 55 | WM LD S (RCDNE A Ry O AEECTH raARi

o Crmgariar 5 row s vog s GO B dan T asond ey ful ek BARIARSCHIL i st Aekfitnassl Farana sy fic s di) e g b BLLLLTIN 25
[0 - gt sl o ey iy v o il v gl Sy Fow . Thow com ol v sk palp avefomarsieans b thia e, !

o005 50 12 0 ADHUTIONAL IS LD (rENEA T, LESSEES CiF OOt RACTORE « SCHRDUT D R Ao OF dp G MTELTION

0 M0 R AR IO TR EAREE - AR RS, LESSIEE O CemTRACT TR - AL T T STATUS WHEN IELUEEL BY WIRITTEY
CEsE TALCTION COMTRAST WITT Fed?

»  Additional Insured-Owners, Lissees, or Contraclors - Scheduled Person or Crganization

o This policy endorsements means the outside entity must specifically endorse you onto
their policy for you 1o obtain addivional insured status, You would need a copy of the policy
endorsement to verify your Additional Insured status.

o When this Endnrsemmt i= Iis.tad o thie IIII, waur P.l:l-:lrtln-nal hsurecl status does not trigger
umless there |s a written contractfagreement in place requiring that they name you as an
Additianal Insured. Mo contract/agresment means to Additional Insured tatus.

T werify that the entity carries the Additianal Insured coverage on their policy, the ADDH ED must be

marked 7
b Ty ornmmanes [ o —
= ; l\ . 12345678
| Tomemen [XJoccm =
il l‘\\ ADDL INES:
n_'?-""‘'-'5"‘-"""?:"!'."IJI-IT KPPLITS PRR: EHWED
L rouce [ |2 [ Jiec HAVE “v*
RUEMER.
CERTIFICATE HOLDER

The CERTIFHCATE HOLDER section of the OO should list the following:
+  Marme of Parish/School
= Archbishop Gregory | Hartmayer, Archbizshop of the Archdigdese of Atlanta, a5 Trustee of the Ao
Parish Real Estate Trust, dated January 4, 201 3, and His Appointed Successors and/or
Admiristrators,
Marning the ParishvScheol protects the legal entity that is the Parish/Schocl from labiliog.
tHaring the Archbishop and Aos Parish Real Estate Trust protects the Property owner from Babilicy.

EERTIFI e
e e al P PO TR
Archhishap Girepyey | Farivaryer, drcbbisha pod ihe Srchiracase of hila

s T il ibe Ao Parieh Raoalt D T oo mad Faresany do 2018 anel Flis
Appuerriad Sisiars ane o fulsbebini ke

"'lﬂ;ltir.l"nl L. 52
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Appendix 26
Vendor Hold Harmless/Indemnity Agreement

Vendor Hold Harmless/Indemnity Agreement

PRHISH:
PARISH 5 understood to inchide the (Arehjlacese af

VEMDCHR:
T¥PFE OF VERDOR:
DATES QF LISE

Thw abave naned WEMDOR sgrees 1o gefend, prodect, ingamnify, ard hald hasnmless he
ataaye mamed PARISH against and from all dlaims acsing ram the negligence ar fsl of the abows
rawned VENDOR of army 0 Bs agents, famdy imemirers, officers, volunbesrs, helpers, partners,
organizational membeers, o assacistes in connedtion wWith the aperations of the above ramed
WEM DOR & 1he abeea named PARIZH,

SENCOR aprees bo praride a certificate of insurance to the PARESH, which proviges suldence
of general liability coverage of not less than wo million dollaes 052000, D00) par oo eice,
VERDOR aten agress 10 have the PARISH namsd as an “Additional Insured® an its gesveral lisbsdiny
pilicy Fier the DATES OF PARSH FESTIVAL invralationship to the VERDOR'S acteiies, 1t i agreed that
VEMDOR alen agrees to ensune that (s liasiity insurance policy will be gimary 0 the event ol 3
cowered Claim or cause of actlon againat PARIGH.

IF aimel anby if VENDOR Fails to comphy with the abeve [secand) paragraph, than VENDOR
agrees b protect defend, ald hareess, and fully Ingamnify the abose named BARISH for any clam
ar cause of acien whatsorser which tokes place during the albove identified DATELS) OF USE that is
braught agairet (he PARISH by L aboe naimed VEMDOR oF d5 employess, agets, puesis, imiees,
CLSIETIENS, partners, famdy members, crganirational membsers, and associates, even If such dalm
arises from the alleped neplipence of the PARISH, is employoes or agents or the negligence of any
anher mdividiual or orpanization rat a party s ageeemend (Famy paragraph or sentence of this
agrenmant i held dwalid, & is agreed that the balance thereol, shall continue in full legal Ferce and
effect

YEMBOR and PARSH apree that el sgiecmeit Garrides any Inpurano or indemnificatian
language n conllict with this apgresmaent wihbeno s sltached 0 an exising comrart wheihen or oo
thee emiating comtraol hes been peeously signed or wil be sigred in the lutwre.

SEGMED BY: CIATE:

Mvtust be an offcial agent of YENDOR)
MEME AR TITLE PRINTED) DOATE:

This Wendo Hisld Hasmiless/indemnity Apreement stands an it oan &= a lepal contricl Berseen
VENDOR and PARISH shoubd this addenduim
ol e incorporated or attached to an exdsting contract..

v, TSRO
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Appendix 27
Inflatables/Bounce House Rules

INFLATABLES/BOUNCE HOUSE RULES

1. Unit must be operated over a smoath surface such as prass or a hard top surface,
Do not operate on rough surfaces such as rocks, bricks, glass or any jagged
object|s),

Linit must be anchored prior to use and deflated in high winds or pusts,

3. Do not allow unit to be located within five feet of any fixed abject such as a wall or
pale.

4. Make sure air intake has no obstuctions or kinks as this could cause collapse of
unit.

5 Donot set unit up next to ndes or equipment that uses diesel, gasoline, or propane
fuel.

6, Always hawve an adult present to screen and supervise riders,
Do not allow anyone to jump or play on a partialy-inflated wnit.
d, Do mot allow riders to play or dimb on outside walls, sides, or roof of unir,
9. Donotallow riders to hang on or pull netting or columns.
0. Denct allow flips, horseplay, or roughhousing on unit,

1. Always follow the allowed number of riders, which should be listed on the rental
Agreament, as each inflatabie is different in size,

12 Compatible age groups must play on equipment at same time, AZe Eroups must

not be mixed.

= Recommended grougs:
&  Age 34
h. Age57
C. Agef-12
d.Age 1316

g. Ape 1&6and older

13 ALWAYS fallow contract operation guidelines for numbers allewsad in each group
accarding to size of unit rented,

14, All riders must remove shoes, eyeglasses, and other sharp objects before entering
unit, SOCKS BUST BE WORMN,

15 Do notplug or unplug blower repeatedly as itwill cause overheating and damage,
16.  MNEVER put a hose or water on the unit.

17 In case af rain, remeove riders immediately. Jiemping source is slippery and
dangerous when it becomes wet. Unplug motor from electrical souree, After
deflated, fold unit upon itself to keep play area dry.

TR 20
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Appendix 28
Accident/Injury Report

ACCIDENT /INJURY REPORT (Non-Employees)

Archdiocese of Atlanta

Date Person Completing Report,

Parizh Name Telephone Number Ext

Parish Address

Date of Accident Time of Accident (P or (AM)

Describe Actident Aréa

Facts of Accident

Flame of Injured Person

Date of Birth

i Minor junder age 18] Parent o Guardian

Address

Phone Number

Mature of Injury

Emergency Medical Called [Yes) of (Ma) Transported to Hospital [Yes)___or (Noj___

Mamels) 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 29
Event Reconciliation Form

Event Reconciliation Form
Our Lady of the Assumption Church
1406 Hearst Drive NE
Brookhaven, GA 30319

Evient Details

Evont Mame:

Date of Event:

DOrganizer NamefMinisity
Liscation, Vene:

Event Stact Time:

Event End Time:

Detlatled Cash Breakdown

100 bills: Count: Total:
§50 bills: Conmnt: Tartal:
g hills: Count: Totals
%10 bills: Cannt: Teatal:
&5 hills Count: Total:
#1 bills Counk; Total:
Coins Total:
Total Cash Collected 000
Additionn] Paymenl Methods
[ Checks Received | Count: | | Towal: | 0.00
Deposit Preparation
Total Cash Ready for Deposit .00
Taotal Checks Ready for Deposit 11,05
Tatal for Depaosit (Cash & Checks) .00
Diate of Dieposit
Bag Mumber

Flease pat this form and the money/checks in the bag you bave been glven.
Two signatures on both this form and the bag,
Flace the bag in one of the Church's safes immediately following the event, Thank you

Sipnaures
Prepared by (Mame & Signamre)
Reviewnd by [Name & Signature)
Dake:
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Appendix 30
General Campus Guidelines

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

Business Manager: Jim Schweizer, jschweizer@olachurch.org

Facilities Scheduler/Director of Communicatins: Anne Stephens, astephens@olachurch.org
Director of Facilities: Jon Mangiaracing, jmangiaracina@olachurch.org_

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

1. All scheduling requests MUST be submitted to 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 Jon Mangiaracina
(jmangiaracina@olachurch.org) and Jim Schweizer (jschweizer@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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