ST. MARY’S PARISH CANANDAIGUA, NEW YORK  isiouronre
BUILDING USAGE AGREEMENT

ALL THESE REQUIREMENTS ARE IN EFFECT as of JULY 1, 2009

...GENERAL INSTRUCTIONS FOR USE OF ANY PART OF ANY FACILITY

Any organization or group, committee or individuals requesting permission to use any part of St. Mary’s
facilities must complete a BUILDING USAGE FORM indicating the particular details of the usage they
are requesting and follow all requirements of facility usage, including proof of insurance and HOLD
HARMLESS agreement.

Arrangements are made at the Parish Administration Center (PAC). Forms are available there; the
approved facility usage is recorded on an electronic database calendar in the PAC. NO DATE FOR
ANY EVENT ON ANY PART OF ANY St. MARY'S FACILITY CAN BE CONFIRMED UNTIL ALL
MATERIALS ARE SUBMITTED TO THE PAC; these include:
- the building usage form and the signed HOLD HARMLESS AGREEMENT
- acertificate of insurance, issued either by your homeowner’s policy or an
application to Waldorf and Associates and check (made payable to
“Diocese of Rochester”) St. Mary’s will send insurance form
application and check directly to Waldorf & Associates;
Waldorf & Associates will send notification of approved
coverage to St. Mary’s, and the
- $100. deposit check (made payable to St. Mary's Church). This deposit is
refundable after usage of the facility, providing the facility has
been cleaned and left as it was found and no damage to any
property or equipment has been incurred. Lack of total
compliance results in forfeiture of the deposit.

[We will put a “PENDING” for a date upon initial request, but will release the request if all these
materials are not on file at the PAC a full week before the event.]

The following requirements must be observed:

1. Anyone using any part of St. Mary’s Parish Facilities may use ONLY that part of the facility they are
designating on the BUILDING USAGE FORM.

2. All usage of buildings and rooms require proof of insurance. You must provide an insurance
certificate showing St. Mary’s Church of Canandaigua and the Diocese of Rochester as
additional insured with a single limit of $1,000,000 dollars (one million). If your homeowner’s
insurance does not carry that limit, you may purchase a one time event insurance certificate by
filling out the attached Insurance Program Special Events Coverage application and completing
all timelines outlined on that form. You must provide to St. Mary’s written proof of coverage in
advance of the date of the event, regardless if the coverage is issued through homeowner’s
insurance or the insurance special events coverage. This documentation will be attached to the
approved BUILDING USAGE FORM.

3. Serving / drinking alcoholic beverages is not permitted on the parish property. St. Mary’s is a
smoke-free environment.

4. Those using parish facilities assume responsibility for the area being used and all equipment

therein. If there is any damage to the facility or equipment or harm to people that occurs during the

designated time of use, it must be reported, immediately, if at all possible, and always within a 24

hour period to the parish office (394-1220) Depending on the situation, the deposit money may be

used to pay for damages.



5. BUILDING USAGE FORMS are usually completed for a one-time use of the facility requested on
a particular date and time. The date or time of usage cannot be changed or extended without the
approval of the parish office.

6. On occasion, groups need extended usage permission (e.g Scouts who may meet every first

Monday of the month, or CYO basketball team who practices every Monday). These

arrangements need to be clearly specified on the BUILDING USAGE FORM.

No extended usage permission will be given to non-parish affiliated organizations or committees.

It is important when completing the usage form to clarify set-up, event and clean-up times. Often

parish facilities are used by several different individuals/groups on the same day, so it is

unreasonable to assume more latitude in times than what you originally request.

9. Whether for a one-time or extended permission use, the person making the arrangements
becomes the contact person and is the one responsible for making sure all requirements are
carried out by those who will be using the facility. Consequently, the contact person cannot be a
minor (under 18 years of age).

10. When any part of the parish facility is to be used by minors, an adult must be present with them at
ALL times. Adults must be here before any minors arrive and remain until the last minor has

been picked up afterwards. ror supervisory purposes, the ratio of adult to minor is 1 adult for every 10 minors. If minors are using
more than one area of the facility an adult must be present in each area with them. NO MINORS ARE TO BE ALLOWED IN ANY PART OF THE
FACILITY UNLESS ACCOMPANIED BY AN ADULT.

11.1f it is necessary to obtain keys, they must be picked up from the parish office during the business
hours of 8:30 AM — 4:30 PM Monday - Friday. If keys are returned at any time when the parish
office is closed, they are to be returned to the KEY DROP BOX at the PAC immediately after
locking the building.

12.No decorations of any kind may be attached to the walls, pillars or ceiling of any room.

13.The part(s) of the facility used is to be left in the condition in which it was found. Any leftover food
is to be removed at the end of the event, lights are to be turned off, windows closed and the
building secured.

14.FAILURE TO COMPLY WITH THE CONDITIONS OF THE PERMISSION AGREEMENT WILL
RESULT IN FORFEITURE OF FUTURE USE.

15. A copy of the BUILDING USAGE FORM will be sent to the contact person, as confirmation that
the building use has been approved and recorded. This confirmation will not be sent until
BUILDING USAGE FORM, DEPOSIT, CERTIFICATE OF INSURANCE COVERAGE and HOLD
HARMLESS agreement are received.

16. At the end of the event, be sure lights are put out, the doors locked and keys returned to the key
box at the PAC.

17.Although not required, monetary donations for use of the facility are gratefully accepted; any
check you may write should be made payable to “St. Mary’s Church.” If you wish your deposit
check to be used for that purpose, please indicate at the time of submitting materials for usage.
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All the above requirements apply, plus the following:
Please note: the parish does not provide table coverings, paper / plastic / china / silver ware for events.
Events in Dougherty Hall are viewed as carry in - carry out. Those requesting use of Dougherty Hall need to bring all foods,
containers and decorations and need to remove all left-overs (from counters and refrigerators), to empty trash barrels and dispose
of garbage (in the dumpster at the far end of the parking lot), clean floors in kitchen, bathrooms and room proper (broom and mop
are in utility closet in kitchen — a vacuum cleaner is available upon request) and return tables and chairs to arrangement as
they were found. Cleaning products are available under the sink in the kitchen.
If you will be wanting to use the microphone, you need to indicate that under #5 of the BUILDING USAGE FORM. (Since the
sound from the amplification system in Dougherty Hall travels into the church proper, the microphone can only be used for events
when no service is scheduled in the church proper.)
The small coffee maker on the counter is available for use (bring your own coffee / tea, creamers, etc.). Directions are posted on
correct usage. There is also a microwave for your use. There will be limited room in the refrigerator for storage of foods.
If large coffee urns, stove, dishwasher or other kitchen appliances are needed, these need to be noted on the BUILDING USAGE
FORM and agreed upon at the time of signing.



HOLD HARMLESSAGREEMENT

The undersigned agrees that he/she/it will indemnify and hold The Roman
Catholic Diocese of Rochester, St. Mary Church, Canandaigua, New York
and The Most Rev. Matthew H. Clark, Bishop of Rochester free and
harmless from any and all claims and actions for damages or 10ss to property,
including the loss of use thereof, and from any and all claims or actions for
personal injury, sickness or disease, including persona injury, if caused by the
undersigned’ s acts or omissions and the undersigned will pay any and all
judgment decrees, costs, including attorney’ s fee which may be rendered against
or incurred by The Roman Catholic Diocese of Rochester, St. Mary Church.
Canandaigua, New York or The Most Rev. Matthew H., Clark, Bishop of
Rochester, their successors, directors, officers, agents and employees, in any
and all such actions or proceedings.

Dated:

Signed:
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FOR OFFICE USE:

Date Form
received:

ST. MARY’'S BUILDING USAGE PERMISSION FORM

...please print... ...please print...

1. NAME of organization, group, committee, individual:

Insurance
Coverage

Coverage approval
received from Waldorf and
Associates

Deposit
received:

2. TYPE of event:

HOLD HARMLESS

3, NAME of contact person:

Agreement received:

Address: ZIP:

Home Phone #:

Cell Phone #

4. FACILITY REQUESTED: (check which apply)

Church

Dougherty Hall conference room

Usage donation
received:

Confirmation letter
sent:

Form approved by:

Date
approved:

____ Dougherty Hall large meeting room _ Gym 40 Gibson Street
______ Classroom in school _______School — Iocation other than gym or classroom.
specify:
5. MICROPHONE NEEDED: (request for Dougherty Hall ONLY) = NO __ YES
6. DATE OF USAGE: day of week: date:
(..month......... day............year....)
7. TIME OF USAGE: set-up, from to
event, from to
Number of people expected
clean-up, from to
8. KEY PICK-UP: _ no ______yes,ondate time
to be picked up by phone:

9. SIGNATURE OF CONTACT PERSON: “Il have read the building usage agreement and intend

to comply with all the expectations outlined.”
Signature: date:

10. OTHER NOTATIONS / MESSAGES / INSTRUCTIONS:




PROOF OF INSURANCE MUST BE SUBMITTED, issued either by homeowner’s insurance or this special events coverage, WITH ALL BUILDING USAGE FORMS

ST. MARY CHURCH

95 N. MAIN STREET CANANDAIGUA, NY 14424

DEACON CLAUDE E. LESTER Clester@dor.org

(585) 394-1220, extension 15

XXXXXXXXKHXXXXKKHXXXXXKXXXXXXXXX X

XOXXXXXXXKHXXXXXKHXKXXXKHKHXXXXKHKHXXXXKKKXXXXKXXX XXX XK

ALCOHOL NOT ALLOWED BY PARISH

HHHTETNrrrrrro

Great Divide Insurance Company
$100.00 for 1- 100 persons
$120.00 for 101 - 500 persons

$1,000,000 Combined Single Limit

(date of application)
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St. Mary’swill forward thisto Waldorf & Associates,

approval and send confirmation of the event.
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Attn. Karen Barr PO Box 590 Huntington, NY 11743

Waldorf & Associates will directly notify St. Mary’s when formis approved. Then, St. Mary’swill notify the applicant of




