ST. JOSEPH CATHOLIC CHURCH

1375 S. MICKLEY AVENUE

INDIANAPOLIS, IN  46241

PHONE:  317-244-9002

Social Hall Usage Policy Effective November 1, 2011 – The Archdiocese of Indianapolis has mandated that all parishes are required a obtain a Certificate of Liability or Special Events Insurance for any and all non-St. Joseph sponsored events held in our parish facilities.  This policy will be in effect for current and future bookings.  The renter has two choices (also see below), either (1) provide a certificate of insurance naming St. Joseph Catholic Church and the Archdiocese of Indianapolis as additional insureds for at least $1,000,000 (this may be obtained from your current homeowners insurance company, you would need to contact them directly), or (2) purchase the “Special Events” insurance through Arthur J. Gallagher Risk Management Services for a fee of $125.00. This proof of insurance will need to be received in the parish NO LATER THAN seven business days before your event is to be held. Failure to comply with this requirement will cause St. Joseph to cancel your event.
Choice #1 from Above:

1. Contact your insurance agent.

2. Give them the date and type of event you plan to have at St. Joseph.

3. Let them know you need a “Liability Certificate” that names both St. Joseph and the Archdiocese of Indianapolis as “additional insureds” for the date of your event.

4. The liability coverage should be for $1,000,000.00 per event.

5. The certificate should be mailed to St. Joseph, 1375 S. Mickley Ave., Indianapolis, IN  46241.

6. Most insurances are cheaper than Choice #2, for example State Farm charges $50.00. 

Choice #2 from above:

1. Purchase the “Special Events” insurance through Arthur J. Gallagher Risk Management Services for a fee of $125.00. 
2. If you wish to use Arthur J. Gallagher Risk Management, the “Form” is attached for your convenience.
3. Arthur J. Gallagher Risk Management must receive your request at least 15 days prior to your event.

St. Joseph must receive your Liability Certificate from either your insurance company or Arthur J. Gallagher Risk Management at least 7 days prior to your event.  If the Liability Certificate is not received your event will be canceled. 

If you have questions please let me know.

Patty Arthur

Parish Secretary

St. Joseph Catholic Church

317-244-9002

ST. JOSEPH CATHOLIC CHURCH

1375 S. MICKLEY AVENUE

INDIANAPOLIS, IN  46241

PHONE:  317-244-9002

HALL RENTAL INFORMATION FORM

  ST. JOSEPH - ELFORD HALL

NAME OF RENTER __________________________________PHONE # ______________________
Address of Renter
  _________________________________________________________________

City and Zip Code
  _________________________________________________________________

DATE OF ACTIVITY ________________________ TIME OF ACTIVITY ____________________
COMMENTS _______________________________________________________________________

____________________________________________________________________________________


I understand my use of Elford Hall is limited to the above listed date and time of activity. I also understand if I have not cleaned the Hall and Kitchen and returned it to its original condition prior to the end of my event time of activity I will forfeit part or all of my deposit. I understand the amount to be retained is at the discretion of St. Joseph Catholic Church. I understand I must follow all of the rules listed in this agreement or I may forfeit my deposit and future use of Elford Hall.
RENTER: ______________________________________ DATE: _________________

ST. JOSEPH CATHOLIC CHURCH

1375 S. MICKLEY AVENUE

INDIANAPOLIS, IN  46241

PHONE:  317-244-9002

RENTAL AGREEMENT FOR USE OF “ELFORD HALL”
This Rental Agreement is entered into on____________________, by St. Joseph Catholic Church and___________________________ (Renter), with respect to Renter’s proposed use of space at St. Joseph Catholic Church on _______________, 20____.  St. Joseph Catholic Church and Renter agree to the following rules, regulations and provisions: 
1. We want you to have an enjoyable event and we are asking you to please observe the following rules.

2. If using the kitchen, clean kitchen and all items used and remove all leftover food items (from your event) from refrigerators and freezer.

3. No food items in the refrigerator or kitchen area are to be used, these are for the exclusive use of St. Joseph parish.
4. Empty all trash, garbage, etc. and replace can liners. PLACE TRASH IN DUMPSTER BEHIND THE BUILDING, ACROSS THE PARKING LOT.

5. Put all paper products, tissue, napkins, etc in garbage can and take out when emptying trash.

6. Sweep and/or mop all spills.
7. There is to be NO SMOKING inside the building. Do not litter the outside areas with cigarette butts, use containers provided.
8. All decorations, flowers, liquor, or food items must be removed at the conclusion of the evening.
9. When using decorations do not mar ceiling by using tape, tacks or nails.  Use the steel grids when using ceiling decorations.

10. If windows are opened – please close and lock before leaving.

11. Do not let children run into sanctuary or other parts of Church building.

12. Turn out all lights and lock door of Church building when leaving.

13. Do not jeopardize your use of these facilities by defacing walls, floors, tables, chairs, etc.

Arrangements will be made with person in charge of hall rental ahead of time to obtain the keys.

RENTER: ______________________________________ DATE: _________________

Additional Rental Rules
1. A representative of St. Joseph’s Catholic Church will inspect the building and facilities following the end of the Rental Agreement time to ensure compliance with all of the stipulations in this agreement.
2. It is Renter’s responsibility to comply with all applicable laws, ordinances and regulations in the use of the facility. Renter is responsible for the conduct of all individuals attending Renter’s event, including, but not limited to, all caterers.  Therefore, it is also Renter’s responsibility that Renter’s guests and the caterer for the event also comply with all applicable laws, ordinances and regulations.

3. Any abuse of, damage to, or loss of St. Joseph’s Catholic Church property, whether real or personal, shall be the responsibility of Renter.  Renter agrees to reimburse St. Joseph Catholic Church, upon demand, such sum as will be necessary to restore the damaged property to its original condition.
4. Renter assumes full responsibility for the character, acts and conduct of all persons attending Renter’s event.  Renter hereby holds harmless and indemnifies the Church, the Pastor of the Church, the Archdiocese of Indianapolis, and their respected officers, employees, members and agents, against any and all losses, claims, liability or damages (including attorneys’ fees) arising or allegedly arising out of injury to persons or property and relating to Renter’s use of the facility, including but not limited to those which may be asserted by third parties.

5. Renter shall carry or obtain comprehensive general liability insurance in the amount of not less than $1,000,000 and shall include St. Joseph Catholic Church, Rev. Robert T. Hausladen, and the Archdiocese of Indianapolis as additional insureds thereunder.

6. Renter will not charge for (whether by admission fee or otherwise) alcoholic beverages served at Renter’s event and will otherwise comply with all laws regarding the use and consumption of liquor.
7. St. Joseph Catholic Church shall assume no liability for the loss, damage or return of any items of personal property brought onto the premises by Renter, or any of its guests.  Renter shall assume all liability and risk of loss for any loss or damage to items of personal property brought onto premises by any member of said Renter, or any of its guests.  St. Joseph Catholic Church shall assume no liability for the loss or damage of vehicles parked in the St. Joseph Catholic Church parking lot by Renter, or any of its guests.

8. Any change or modification to this contract will not be effective unless made in writing and signed by both parties to this contract.

I/We have read and agree to the above regulations.

ST. JOSEPH CATHOLIC CHURCH:

Signed





Date

RENTER:

Signed





Date






REQUIRED RENTAL FEES – FOR USE OF HALL AND KITCHEN


Parish Members				Non-Members





______ Weddings  	$250.00 plus $150.00 deposit		$450.00 - plus $250.00 cash deposit 


 						


______ Baptism, Showers, Birthday Parties, Wedding Anniversaries (50 or less)


			$75.00 or donation				$250.00 - plus $150.00 cash deposit


			(Non-contributing parish member – plus $150.00 cash deposit)





______ Baptism, Showers, Birthday Parties, Wedding Anniversaries (more than 50)


			$125.00 or donation				$350.00 - plus $150.00 cash deposit 


			(Non-contributing parish member – plus $150.00 cash deposit)





All events must end NO LATER than 12:00 Midnight. An inspection will be made of the Hall at that time.


Security deposit will be held and refunded upon verification of no damage and hall cleanliness.


MINIMUM DEPOSIT $125.00 CASH








For Parish Office Use Only:					Date Received______________________





Rental Fee Enclosed: _______ YES _______ NO   +++   Security Deposit Enclosed: _______ YES _______ NO





Insurance Certificate Enclosed: _______ YES _______ NO    +++   Rental Agreement Enclosed: _______ YES _______ NO





Inspector Notified: _______ YES _______ NO    +++   Altar Society Notified: _______ YES _______ NO     
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Revised November 12, 2014

