            Facility Use Request Form
              Church of the Good Shepherd

               9 Russell Ave., Watertown MA – 617-924-9420

Date:_____________  Contact Person:______________________   Phone: _________________

Address:________________________________________________________________

              ______________________________________________________________

Email:_________________________________

Date of Event:_________   Day of week: _______  Start time:________ End time: ________

Space (Upper Hall, Lower Hall, Sanctuary):__________________________________

Expected Number of Attendees: __________

Description of event: _____________________________________________________

Facility Use Guidelines (updated 8/2016)
1. The entire building is a non-smoking environment. 
2. Carefully review the rental fee schedule. 

3. Alcohol may only be served when approved by the vestry. (Please let us know at least a month ahead of time so that we can attend to your request for use).
4. All functions must end by 10 pm per town ordinance. The church is located in a residential area. Sound levels must be kept low enough not to disturb the neighbors.
5. The sanctuary is wheelchair accessible. The bathrooms are not wheelchair accessible.
6. Please do not adjust the thermostats. If you have concerns about the temperature, call the Property Manager (# posted in the hallway and next to thermostat in lower hall).

7. Repair of damage to the property (as determined by church staff) will be charged to the individual renting the property. 
8. Please leave the building as you found it. Unless otherwise directed: close all windows, turn off lights, bag all trash and place in the large bin in the hallway, and lock the doors when you leave. 
9. You are responsible for the behavior and safety of all attendees. Please use only those rooms reserved for you. Please supervise all children.

10. Parking is available on Russell Avenue. Do not park on Broadway nor in the parking lot of the apartment house across the street – cars are towed in both places. Do not park in the parish hall driveway. It is a fire lane.
Signature of person renting the hall:___________________________ Date: ______________

Signature of church representative: ____________________________ Date: ______________
