St. Lucy Parish
Facilities Handbook

St. Lucy Parish

2350 Winchester Blvd.
Campbell, CA 95008
408-378-2464

Text 408-466-2800
stlucyparishoffice@dsj.org
www.stlucy-campbell.org

Revision 3, January 2025

Table of Contents

Facilities Checklist 3
Facilities Policies 4
The Parish Calendar 5
Reserving a Facility 5
Key Policy 6
Church 7
PAC 8
Gym 10
Annex 12
Annex Kitchen 14
Lally Center & CCD Office 15

Emergency Contact Information

Campbell Police 408-866-2101
Campbell Fire 408-378-4010
Parish Office 408-378-2464



End of Event Checklist

Please refer to this checklist.

[ Tables and chairs are properly stacked on racks and the
racks are stored in their proper place.

O All decorations and painter’s tape were removed from
the walls.

Bathrooms are neat and tidy and there is no water on the
countertops or floors.

The floor was swept or vacuumed and any spills mopped
up.

n Kitchen areas are tidy, wiped clean, all utensils cleaned
and stored and the floor wet mopped.

All trash cans were emptied and new trash bags were
placed in the receptacles.

O

All trash and recyclables were carried to the respective
dumpster or taken home with you.

The thermostat is set in accordance with the instructions
on the thermostat

All lights are off.

All doors and windows are securely closed and locked.

OO0 O O

The key is returned to lockbox.

Facilities Policy

« Parish facilities are available to the community
for parish and school-related activities.

e The parish facilities are community property and
are to be treated with respect and care.

e All facilities use must be scheduled through the
parish office. You may access and use the facili-
ty only during the time you reserved it—please
do not arrive early or stay late.

e All Parish facility rules must be observed.

e The facilities are not available for wedding re-
ceptions or other private events.

« Facilities use is generally granted to the first per-
son making the request. However, in the event of
a conflict priorities are resolved according to the
following order of preference: parish, school, St.
Lucy ministry or group, parishioners, non-
parishioner Catholic activities, all others.

 Any use of alcohol requires a liquor permit.

 Non-Parish Groups may use the parish facilities
if they are available.
e There is a $300 non-refundable fee.
e A $1,000,000 insurance waiver must be
obtained and be on file in the parish office
before the facility may be used.

 Report any problems with the facilities or equip-
ment to the parish office.



Parish Calendar

The parish calendar is online at the St. Lucy web-
site at www.stlucy-campbell.org. You may check
it at any time.

Reserving a Facility

Every May the parish schedules the facilities for
the entire fiscal year which runs from July 1
through June 30 of the following year. All parish
and school groups who desire regular use of the
facilities, or who wish to schedule a specific event
must submit their requests through email at stlu-
cyparishoffice(@dsj.org. The parish, school and the
head of each ministry receive an invitation to sub-
mit their requests through email. If you wish to
receive an email reminder in May please contact
the Parish Office.

To reserve a facility other than at the May meet-
ing, first check the online facilities calendar. If the
facility you desire is available, call or email the
parish office at stlucyparishoffice(@dsj.org and one
of the parish staff will assist you.

Requesting an Event in our Facilities

To request the use of our facilities for an event
(food sales, large meetings, fundraisers, etc.)
please review the Facility calendar online for con-
flicts. Once a desired date has been chosen please
email the Parish Office at stlucyparishof-
fice(@dsj.org. Include specific information about
the event. All events are submitted for approval by
the Parish Staff.

Key Policy

Most facilities have a lockbox with a key.
Please contact our Parish Office to get the lock-
box code. The code changes weekly. Return key
to lockbox after using the facility.

Whomever signed out the key is the key holder
and is responsible for the key as well as for the
facilities.

If you have been assigned a key to a facility,
you must still schedule that facility through the
parish office.

Keys are not to be given to any other person
for any reason.

The key holder will be asked to provide a
name and contact information to obtain the key
and is responsible for the safe and timely return of
the key.

Keys may be returned to the parish office dur-
ing business hours or placed in the parish mailbox
just to the left of the parish office door if the of-
fice is closed.

The key holder is responsible for
insuring the facility is securely closed
and locked. This includes
ALL DOORS & ALL WINDOWS.




Church

The church is a holy space and must be treated
with dignity and respect at all times.

All the doors to the sacristy must always re-
main closed and locked unless there is work being
performed.

The front doors to the church need to be closed
and locked 10 minutes after Mass begins. Please
monitor that bathrooms are used only by parish-
ioners. All children need to be supervised when
using the bathrooms.

Church front doors need to be closed at all
times when the church is being used for practices,
rehearsals or other events.

All music equipment must be properly stored
after use.

All sacramentals must be properly cleaned and
stored after use.

Turn off all the lights.

Care must be taken when locking up the church
to insure that all the rooms are checked for occu-
pants before leaving. Homeless people have been
known to sleep in the church overnight and for this
reason the church must be thoroughly checked. It
is prudent to do this as a team.

Check all doors by pushing on them to insure
that they are closed and locked.

Parish Activity Center (PAC)

General: The PAC is the crown jewel of the
parish facilities and it is extremely important that
these facilities be used in accordance with their
intended purpose.

e PAC A (large room): This room is used for a
variety of purposes. The room is to be left
empty unless you are told otherwise by the Par-
ish Office.

o PAC B: This room is a meeting room and has
tables and chairs set up. Please leave it ar-
ranged as you found it.

e PAC C: This room is used as a small meeting
room and the chairs are usually set up in a cir-
cle. Please leave it arranged as you found it.

o There are 3 storage areas off PAC A:

e The one on the left as you face the wall
contains janitorial supplies (mops,
brooms, vacuum, and paper products),

o the middle one tables and chairs, and

o the one on the right has the audio/video
equipment.

e Ifyou wish to use the A/V equipment, please
notify the parish office and they will assist you
in setting up the equipment.



PAC A, B & C each have their own climate
controls for heating and cooling. Instructions
for the heating/cooling system are located on
the thermostats in each room.

Please use the mops, brooms and vacuum
(located in the janitorial closet) to tidy up the
facilities when you are finished.

Do not leave any items in rooms or closets. All
items will be discarded.

Trash and recycling must be placed in the re-
spective dumpsters. If the dumpster is full, take
the garbage with you. Do not leave the garbage
bags on the ground.

PAC Kitchen:
The kitchen is stocked with a few supplies
and serving utensils. Wash any utensils you
used and return them to their proper place.
The refrigerator may be used for your event
but no food or beverages may be left in the
refrigerator or in the cupboards.
All food left will be thrown out weekly.
Please wash towels and return them to the
PAC kitchen as soon as possible.
Empty trash and recycling in the respective
bins across from the CCD office. Trash bags
may be found in the janitor’s closet.
Wash all counters and stove tops.

Bathrooms:
Empty the garbage cans when necessary dur-
ing the event
Additional toilet paper and towels are located
in the janitor’s closet.

St. Lucy Parish Gvm

Many Parish and School groups use this room
so everything must always be properly cleaned

and stored when you are finished.

The gym floor is specially designed for athletic
purposes and care must be taken when using
the gym for any other reason.

Only chairs with 4 chair rubber tips may be
used on the gym or stage floor.

Long rugs are kept on the stage and in the ves-
tibule area for use when needed. (When return-
ing rugs, they should folded, never rolled)

NO TAPE CAN BE PUT ON THE GYM
FLOOR!

Only water is allowed in the gym

No food in the gym. (Exceptions: School
events: PTG Dinner, Cioppino Dinner, Grand-
parents Day)

The floor must be swept with the dust mop and
any spills must be wet mopped immediately.
The mop is kept in the kitchen or next to the
girl’s bathroom.

Only blue painter’s tape may be used on the
walls.

The electrical capabilities of the gym are lim-
ited, so do not overload the electrical outlets.
Distribute electrical devices over as many out-
lets as possible so as not to blow a fuse.

No inside tables or chairs may be taken out-
side. This includes the table racks and chair
racks.

There are a number of chairs and tables stored
outside in the patio that may be used for out-
side purposes.
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All trash and recycling containers must be
emptied and the trash taken to the dumpster.
Replacement bags are kept in the kitchen draw-
er.

Trash and recycling must be placed in the re-
spective dumpsters. If the dumpster is full, take
the garbage with you. Do not leave the garbage
bags on the ground.

Bathrooms must be checked for cleanliness.
No trash is to be left on the floor and any water
must be mopped up.

All bathroom, stage and gym lights must be
turned off.

All doors must be closed and locked. Check by
pushing on them to insure that they are closed
and locked.
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St. Lucy Parish Annex

Many Parish and School groups use this room

so everything must always be properly cleaned

and stored when you are finished.

All tables and chairs and their racks must re-
main inside the building and must be stacked
properly after each use. (See diagram on adjoin-
ing page).

NOTE: There are 6 tables with chairs stored
outside in the Annex Garden. These tables and
chairs are for outside use only—do not put them
on the inside racks.

Only blue painter’s tape may be used on the
walls to hang things. No thumb tacks or cello-
phane tape.

All trash and recycling containers must be emp-
tied and the trash taken to the dumpster. Re-
placement bags are kept in the kitchen drawer.
Trash and recycling must be placed in the re-
spective dumpsters. If the dumpster is full, take
the garbage with you. Do not leave the garbage
bags on the ground.

The floor must be broom clean after use. Any
spills must be mopped up immediately. Brooms,
dust mop and wet mop are located near the
girl’s restroom/kitchen.

All doors must be locked upon leaving. When
locking the double doors, please check the top
and bottom lock of the door on the left.

All bathroom and annex lights must be turned
off before leaving the building.

12
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Annex Kitchen

Everyone is responsible for keeping the kitchen
clean.

General Rules of the Kitchen

e Clean all counter tops before and after use.

o Clean any spills in the refrigerator.

e Close the refrigerator doors tightly.

o Empty all garbage in the dumpster outside the
CCD office. Extra garbage bags are located in
the bottom kitchen drawer.

e Wash the floor.

o Take all things related to your event with you.

o Turn off the lights and lock all doors.

Sink Area

e Clean the sink and counters when finished.

o There is no garbage disposal, therefore, all
food must be thrown away in the garbage cans.

Stoves

o Carefully turn the stoves/ovens on and off by
the knobs. Follow the directions listed above
the stove.

o Ifyou use the griddles, please clean them when
finished. There is a charcoal bar located on the
baker’s rack next to the sink.

o Clean the stove tops after each use.

o The 3™ oven door from the left needs to be
opened and closed carefully so that it doesn’t
fall off.

Diagram of Annex Set Up

5) Contact the parish office if there is a prob-
lem.
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Lally Center& CCD Office

Many groups use this room so everything used
during a meeting/class must be put away . Every-
one using these rooms are responsible for keeping
them clean. There is a broom and dustpan in the
closet.

Eating is permitted in Lally Center but not in
the in the CCD office.

All furniture must remain in the building.
Furniture must be returned to its original place.
The rooms should be swept and any spills
mopped up.

All trash must be taken to the dumpster.

All windows must be closed/locked.

The fan/heater must be turned off.

All doors must be closed and locked.

Restrooms
There are no restrooms in Lally Center or the
CCD office.
The restrooms in the PAC may be used. Please
request the lockbox code to the PAC if you
need access to restrooms.
The restrooms must be picked up and the trash
cans emptied.
Make sure the lights are out in the restrooms
and the PAC
Close and lock all doors when you are finished.

15

St. Lucy Parish

2350 Winchester Blvd.
Campbell, CA 95008
408-378-2464

Text 408-466-2800
stlucyparishoffice@dsj.org
www.stlucy-campbell.org

16




<<
  /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 1.5
  /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 /Preserve
  /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 ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<


    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>



    /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 6.0 e versioni successive.)
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200036002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /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 6.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>


    /SKY <>

    /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 6.0 and later.)
  >>
>> setdistillerparams
<<
  /HWResolution [600 600]
  /PageSize [612.000 792.000]
>> setpagedevice


