Guidelines for the Use of Meeting Rooms at Holy Spirit Catholic Church
When using any meeting room, please follow the guidelines below:
1. You may rearrange the room to meet your meeting requirements, but the
room must be returned to the way you found it when you came. By doing so,
you show your consideration for the next group that will use the room.
2. When leaving, check the bathrooms to make sure the lights are off and the
water is not running. Please report anything to the parish office that has been
broken or in need of maintenance
3. Pick up your trash, take the trash bag out of the trash can, tie the bag, and
put it by the meeting room door for the custodian to pick up.
4. If your group is the last group to leave the building, be sure all the exit doors
are locked.
5. The normal order of reserving the meeting rooms will be to reserve a meet
ing room in the parish hall or church first, and then to reserve a meeting room in
the Pavilion Classroom Building (PCB) if needed. Making first use of the rooms
that are part of the church/parish hall complex enables more efficient use of
utilities.
Guidelines specifically for use of meeting rooms in Pavilion Classroom Building (PCB).
6. You must sign out a door key from office personnel during office hours, and then
return the key to the office within 24 hours after your meeting. You are responsible
for the key until it is returned to the parish office. Your cooperation in this matter is
a courtesy to the next group that wants to use a meeting room in the PCB
7. Do not adjust the thermostat in the hallway of the PCB.
8. When using a meeting room in the PCB, make sure the AC/Heater wall unit is
turned off when you leave. If your group is the last group to leave the building, as a
courtesy please check the other rooms and turn off any AC/Heater unites that are
still running.
9. Be sure all windows and doors are closed and locked before you leave.
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