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St. Norbert Parish Community 
FACILITY USE POLICIES AND PROCEDURES 

(Effective May 2008) 
 
 

1. Use of Facilities 
We ask that you reflect upon our values of hospitality and stewardship when using our facilities.  
Hospitality emphasizes having awareness of and consideration for each other.  A small action by one 
person can have a significant affect on many others in our community, especially in matters of safety 
and security. 
 
Stewardship is another important value for us.  We do not have the budget for an around-the-clock 
janitorial service.  Caring for ourselves, our resources and environment is the responsibility of 
everyone in our Christian community.  Please be aware of, prevent and/or avoid any actions that are 
wasteful or unsafe, such as leaving lights on or doors unlocked. 
 
2. Available Facilities 
The following facilities and rooms at St. Norbert Parish are for use by our ministries, church, St. 
Norbert School groups and, at times, non parochial groups, subject to the approval of the pastor. 
 
 NAME      CAPACITY 

• Gymnasium     340 w/o tables and 200 with tables 

• Ministry Center    500 w/o tables and 200 w/ tables 

• Dorothy Day Room    24 w/o tables  and 16 w/ tables 

• Mother Teresa Room   24 w/o tables and 16 w/ tables 

• Jean Vanier Room    24 w/o tables and 16 w/ tables 

• Oscar Romero Room   32 w/o tables and 24 w/ tables 

• Tielhard de Chardin Room (Library) 56 w/o tables and 40 w/ tables 
 
The Youth Center, which is located above the Gymnasium, is only available for youth and young adult 
events sponsored by our parish ministries. 
 
3. Scheduling of Facilities 
When scheduling an event, please make sure to account for the schedule of Masses, Holy Days, 
holidays, our school’s hours, etc.  All events must conclude by 9:00 p.m. 
 
All requests for use of any facility or room shall be made with our Office Manager, who will record the 
dates on the Parish Master Calendar.  If your organization cancels an event, please notify the Office 
Manager as soon as possible so that others may use the date.  The Office Manager must approve 
any changes in the days or times for a scheduled event. 
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In scheduling your event, please allow for adequate time to conduct the pre-event walk-through and 
inspection, as well as the post event clean-up, inspection and completion of the Facility Inspection 
Report. 
 
St. Norbert Parish Facilities will only be available for approved Church or our school’s related 
functions.  Our facilities are not available for private functions such as wedding receptions, 
anniversary, birthday parties or quinceañera celebrations. 
 
4. Mandatory Walk-Through of Requested Facility 
The facilities and room available at our parish are new and require that those utilizing them are 
familiar with available entries, exits, restrooms, electrical appliances, safety equipment, etc.  
Consequently, only an adult who has completed a walk-through with an authorized parish 
staff member may sign-out for keys.  As such, it is recommended that each group have more than 
one person participate in the walk-though. 
 
The person who has signed the necessary forms and completed the mandatory walk-through of the 
facility becomes the “Event Coordinator.”  During the walk-through, the Event Coordinator should note 
any damage to the facility or room on the Facility Inspection Report Form.  A copy of the Facility 
Inspection Report shall be provided to the Event Coordinator and the Office Manager shall maintain 
the original.  Please keep in mind that if your event begins after our office hours, you must check-out 
any keys before the office closes. 
 
5. Participant Supervision 
The Event Coordinator is responsible for supervising all the participants in the group, especially any 
minors.  If the person who reserves the facility is not available at the time of the event then the person 
who receives the keys will assume this responsibility and become the designated “Event 
Coordinator.”  No one will be given keys to the Ministry Center or Gymnasium if they have not 
completed the mandatory walk-through. 
 
The “Event Coordinator” is mandated to report any damage, injuries, repair or maintenance needs, 
etc., to the Officer Manager at the conclusion of the event.  If the Office Manager is not available, the 
Event Coordinator should make notification to a secretary in the Ministry Center Office. 
 
6. Rules and Regulations for Use of the Facilities 
The Event Coordinator is ultimately responsible for their group’s adherence to the rules and 
regulations for use of the facilities.  Violation of any of these rules and regulations can become 
grounds for a group to lose their privileges to use the facilities or rooms at St. Norbert parish. 

• NO alcoholic beverages are permitted in any facility or rooms without prior authorization from 
the pastor. 

• St. Norbert Church is a smoke-free environment.  We do not permit smoking in any of our 
facilities or within 50 feet of entrances to any of our facilities. 

• Please remind your group to use our furniture properly and safely, and to give careful attention 
to flooring, counters, walls, fixtures, etc. 

• You may not go through a kitchen or bathroom door to access another part of the facility. 
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• An adult must supervise children at all times.  Children are not allowed to run inside or outside 
any parish facility. 

• The Parish does not normally provide childcare and parents are responsible for the care and 
safety of their children. 

• For certain Parish-sponsored events (e.g., Summer Social, Lenten Mission, etc.), childcare 
may be provided based upon prior approval from the Ministry Center Office Manager. 

• Please ask for instructions and permission to use equipment well in advance of your meeting. 
• Any personal property that is in the room must not be disturbed. 
• Please be aware of the volume of noise being generated by your event and ensure that it does 

not interfere with other meetings or our neighbors. 
• If police or fire personnel are called to an event, the Event Coordinator must immediately 

contact the priest on-duty at (714) 514-5958. 
 
7. Set-ups for the Event 
If your meeting/event requires a set-up, which may include putting a wall up in the Ministry Center, 
bringing in a TV, or other special request, you must submit a completed Meeting Room Set-up 
Request Form to the Office Manager, at least five days before the meeting/event.  Please note that 
set-ups are done before 3:00 p.m. 
 
Audio and video equipment is available upon request, providing that the Event Coordinator has 
received instruction on its proper usage by a member of the St. Norbert staff. 
 
Please check the facility or room immediately before your event and note any discrepancies (carpet 
stains, dirty counters) on the Facility Inspection Report.   Advise the Office Manager or, if unavailable, 
a secretary in the Ministry Center Office of any significant damage that has not already been 
documented on the Facility Inspection Report. 
 
8. Clean-up 
Please include time to clean-up in the planning and scheduling of your activities.  Please remove all 
debris, decorations, and personal or program supplies.  Please tidy-up any tables or counters you 
have used.  If you serve food or drink, or are making crafts, please attend to any spills caused by 
participants immediately. 
 
Straighten furniture; make sure that all windows and doors to the entire facility are locked and turn off 
the lights.  Please check to see that the bathrooms are empty and faucets are turned off.  Trash 
should be placed in trash bags, sealed and left “inside” the building.  Parish staff will place the bags in 
the dumpster at a later time. 
 
If any damage is found or done to any of our facilities, furniture, equipment, or if any supplies are 
needed or missing, please notify the Office Manager verbally and in the Facility Inspection Report so 
that appropriate action may be taken.  When you finish using a facility, it should be at least in as good 
a condition as you found it. 
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9. Lock-up 
All events must conclude by 9:00 p.m.  The Event Coordinator is responsible for securing the facility 
after their group is finished using it.  Please turn-off all appliances, electronics and lights, except 
security lights.  Close and lock all doors and windows to the building.  Please double check to be 
certain that you have locked all the outside doors before you leave. 
 
At the conclusion of the lock-up procedure, the keys and a Facility Inspection Report must 
immediately be returned to the parish office, or the drop-box provided for after-hour events.  Keys 
may not be kept overnight. 
 
The Event Coordinator will automatically be charged $100 for any lost key. 
 
 
10. Problems 
The Facility Inspection Report should note any incident that occurred during your gathering such as 
stains, items needing repair or restoration, injuries to participants, etc.  To report an un-safe condition, 
please immediately notify the Office Manager, at (714) 637-4360 ext. 102.  If the Office Manager is 
not available, please contact a secretary in the Ministry Center Office. 
 
11. Review 
We frequently spot-check our facilities.  If the carpet is stained during the course of your function and 
professional cleaning is needed, the user will be charged a carpet-cleaning fee.  In addition, we may 
require the Event Coordinator to attend an additional orientation session before allowing them to 
reserve any facilities in the future. 
 
Any Event Coordinator or group user, who fails to maintain the facilities and/or follow the guidelines 
established within the Facility Use Policies and Procedures, may lose their privilege to use the 
facilities. 
 
 
 
 
I have read and understand the guidelines outlined in this Facility Use Policies and Procedures Form: 
 
 
Signed: _________________________________   Date: ___________________ 
 
 
Signed: _________________________________   Date: ___________________ 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 0
  /ParseDSCComments false
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo false
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Remove
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages false
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /ColorImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages false
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /GrayImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 600
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 2.00000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata pogodnih za pouzdani prikaz i ispis poslovnih dokumenata koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 5.0 e versioni successive.)
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /ENU (Use these settings to create Adobe PDF documents suitable for reliable viewing and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
>> setdistillerparams
<<
  /HWResolution [600 600]
  /PageSize [612.000 792.000]
>> setpagedevice


