
1

1. Before leaving home, make sure you have:

a. Liturgical minister schedule for the month

b. Key to church doors

c. Mass coordinator checklist

2. At Church:

a. Unlock door to commons.

b. If  you do not have the hex tool to unlock the door from the inside, 

use the one hanging to the right of the door.

c. Turn on the lights in the Commons (on the wall to the right of the 

door and behind the tree).

d. Unlock the door to the church hallway from the Commons.

e. Turn on the lights in the hallway to the church and the classroom 

hallway.

f. Unlock the church entrance doors by the classroom hallway.

3. Unlock doors for Childrenôs Liturgy: Classroom # 8 and #9.

4. Set heat/AC for classrooms:

a. Unlock classroom #18/19 (right-side door)

b. Locate thermostat on the wall to the right.  Turn the dial to the right 

(all the way around).
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1. Unlock door to sacristy and hospitality room.

2. Turn on sound switch for sacristy (inside the door on the left).

3. Turn on lights in church (on wall to the right). Turn on all.

4. Turn on church ceiling fans (above light switch box).  Turn to the right (as 

shown).

5. Note: for special events in the Parish Hall: Turn on speaker switch for sound 

(on the wall to the right of the light switch box).

6. Get key to storage cabinet: Open closet door (See photo).

a. Open closet door (on right).

b. Key is on nail to the right (near top right of door frame)


