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September 13, 2007 

RE: Special Events Program 

Dear Pastor: 

The use of Catholic Bishop of Chicago, a Corporation Sole owned (Parish) facilities for 
non-sponsored events has increased over the past few years. As utilization increases, and 
lawsuits are an ever-increasing reality, we need to address the liability associated with 
offering Parish facilities for non-sponsored activities. To be considered a Parish/School 
sponsored group or activity, there are two basic tests: 

1. The Pastor has the authority to start, direct, control, manage, expand, or eliminate the 
activities of the organization. 

2. The Pastor has the authority to sign checks on the organization’s checking account and 
receives the monthly statements. 

When an organization requests to use your facility for an event that does not pass these 
basic tests, then the group is required to provide proof of insurance. In the absence of 
already having a Commercial General Liability insurance policy, the Archdiocese, in 
conjunction with its insurance broker, Arthur J. Gallagher & Co., offers an insurance program 
specifically designed to accommodate non-sponsored special events at the Parish level. In 
doing so, the Archdiocese reduces the exposure to its self-insured position. The 
Archdiocese acknowledges the Parish’s role in providing facilities to its parishioners and the 
surrounding community. The addition of this coverage helps to provide the continued 
availability of these facilities. 

Parishes that provide cake, coffee, or refreshments to the participants after baptisms and 
funeral masses are not required to have the family member complete a Special Events 
Packet. These events are considered Parish-sponsored activities. When a family member of 
these events requests the use of the facility for a private luncheon/dinner, a Special Events 
Packet must be completed by the user. An appropriate rental fee should be established. 

Enclosed you will find a supply of applications to be completed for all requests to utilize the 
Parish facilities for events not sponsored by the Parish. Please photocopy any additional 
copies you require. 

Examples of non-sponsored events (not all inclusive): 

1. Wedding receptions, anniversary receptions, class reunions not sponsored by the 
school, and parties. 

2. Workshops put on by non-Parish groups. 
3. Local civic and social clubs. 
4. Any non-athletic single or multiple day events. 
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Premium: 
The cost per day varies based on the event type and amount of attendees. The premium 
charged for most, but not all, of our typical events will be $270 per event. 

Coverage: 
Coverage is subject to the terms, conditions, and exclusions of the actual insurance policy. 
There is a $1,000,000 per occurrence, $2,000,000 per event limit for the outside user of the 
facility and Parish. The policy includes Host Liquor Liability. 

Exclusions: 
Certain policy exclusions apply. The base policy excludes aircraft (gliders, hot air balloons, 
parachutes, etc.), motor vehicles, intentional and criminal acts, amusement park rides and 
slides, fireworks, and participant liability for athletic events. 

For events where liquor is being sold directly to the event participants and/or is included as 
part of the ticket price, the user must obtain a Statutory Liquor Policy, which is available for 
an additional $300 payable by the user. 

Administration: 
Two weeks prior to the event, the Parish/User will need to perform the following steps: 

1. Have the user complete the enclosed application including the Insurance and Hold 
Harmless Agreement, and provide it to the Parish Representative with the appropriate 
premium payable to the Parish. 

2. Parish Representative faxes the application to Market Access. 

3. A certificate of coverage will be faxed back to the Parish. 

4. A copy of the certificate should be given to the user only when the balance of the 
remaining premium has been made. 

5. Market Access will bill the Parish at the end of the month for the premium on the event. 

All events will need to be reported and approved by Market Access two weeks before the 
event occurs. Not all events will be eligible for coverage. Some events will require additional 
information to underwrite; please complete the Referral Application. Questions on this 
process should be referred to Julia Seidel at Arthur J. Gallagher & Co. She can be reached 
at 630-285-3579. Please allow two weeks for completion and forwarding of certificates. We 
have attempted to streamline this process and have arranged for you to have direct contact 
with the insurance carrier. We made this change because it is very important that events are 
reported on a timely basis. In the past, some events were reported late or very near the 
event date. This has caused considerable difficulty with the insurance carrier. 

It is the responsibility of the Parish to collect the premium from the tenant. We 
recommend you collect the funds before the event. Failure to pay Market Access will 
result in a surcharge on your parish billing statement and a disqualification from the 
use of the Special Events Program. Once the certificate is issued and the event occurs, 
any claims, accidents, or losses resulting from the event should be immediately reported to 
Market Access by calling 847-221-2100. 
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Please notify in writing any known groups or organizations that are independent of the 
Parish/School that they should not utilize or reference the Parish or School name in their 
organization’s name or in printed materials. Program participants will have the false 
understanding that it is a Parish-sponsored activity. 

The rates and forms in this package are good through September 13, 2008. Please feel free 
to contact me at 312-751-8295 with any questions you may have. 

Sincerely, 

Don Turlek 
Risk Manager 
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