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  ARCHDIOCESE OF NEWARK

  Archdiocesan Youth Retreat Center
Office of Youth & Young Adult Ministry / CYO Sports / Catholic Scouting


Group: _________________________________

 Date(s):________________________________
Welcome to the Archdiocesan Youth Retreat Center!

We are pleased that you and your group will be spending time with us at our Retreat facility. 

Attached you will find the Reservation form and Agreement form which will need to be completed, signed and returned with your non-refundable deposit within 2 weeks of receiving these forms. Carefully read the Center Agreement; call us with any questions or concerns. Proper completion of these forms ensures that we can more effectively meet your needs. This is also the only way we can assure confirmation of your reservation.

Before you arrive

Safe Environment Protocol
Please ensure that you have proper supervision for the participants in your group. For youth groups, the Archdiocese requires one (1) adult chaperone for every 10 participants. Chaperones and children must be of the same sex. 

Please read the enclosed document on Safe Environment Protocol; all groups with participants under the age of 18 must adhere to this protocol.

Included with these documents is a form to list the names of the chaperones, certifying that all youth ministry leaders and chaperones/volunteers have been screened by a third party and safe environment trained. This is to be to be signed by your pastor or person(s) responsible for your organization.

Priests traveling from outside the Archdiocese of Newark, MUST present a letter to the OYYAM and our Office of the Vicar General stating they are in good standing and allowed to practice public ministry to be allowed to participate within any program run by the AYRC and/or OYYAM.
Insurance
If you are a school, parish or agency affiliated with the Archdiocese of Newark, you are already covered by the Center’s liability insurance. If you are sponsoring a program at the Center and you are not a school, parish or agency affiliated with the Archdiocese of Newark, you must forward to us 10 days prior to your event, activity or rental taking place, proof of insurance with a limit of liability of one million dollars. The “Archdiocese of Newark Office of Youth and Young Adult Ministry” will be named as additionally insured.  
Group information
We would like to know the number in your group as soon as possible. We must have the final count of people 7 days prior to your arrival here at the Center. You will be billed for the larger of the final count or the actual number of persons present; this is the number for which we order food and prepare rooms. This information is also stated in your Contract Agreement; please read this Agreement carefully and call us with any questions. 
When making your reservation, please indicate your actual arrival and departure times. For Overnight and Weekend groups we ask that your arrival time be before 4:30pm so that our staff may greet you and review the basic housekeeping and safety details. Sunday departure time is 4:30pm; if you remain beyond this time you will be charged an overtime fee of $25.00 per hour.

Setup requirements
To assure your comfort we must know certain things in advance:

· The times you will require the use of the Retreat Center Chapel, Sacred Heart Church and/or any other Center conference rooms should be indicated on your Reservation agreement form. With so many groups using the Center, we need to know these things in advance to guarantee their availability.

· The details of setup requirements for the conference room(s), i.e., number of chairs, tables, equipment, beverages. There may be additional charges for special equipment and beverages, so please contact the AYRC staff for details.
Arrival
The Retreat Center entrance is at the rear of the main building (Engelhard Hall) off of the parking lot. Retreat participants, parents, guardians or transportation providers should be informed to enter through the rear entrance via the driveway next to the Church and through the rear parking lot.
** If arriving on large “Coach” type buses, please ask your driver to exit the rear parking lot back up the “entrance” driveway.
Food

There are no cooking facilities available for groups to use. Day groups may bring catered meals or purchase through our food service. Overnight/weekend groups will have kitchenettes available to store snacks. All food must be kept in these assigned areas and may not be brought into bedrooms. Snacks may also be purchased through our food service. 

AYRC provided meal times are Breakfast: 8:00am Lunch 12:00pm Dinner 5:00. Meals are shared in common space. Please respect other groups present. 

An arrival night dinner for weekend groups is available from 5-8pm Friday evening for an additional fee.
Safety

The Center doors will be locked at all times unless otherwise noted by AYRC staff. 

This is a smoke-free and flame-free environment. Use of candles and incense is prohibited at the Center. 

Please become familiar with the fire escape routes and fire Exit signs and stairwells.

For overnight and weekend groups, you will be given a Fire List to be completed immediately and placed in the box next to the front entrance of the Center building. In case of fire, the fire department will take possession of this list to facilitate evacuation. Occupants may not change rooms after the fire list has been submitted.

Before your group retires for the night, please shut off or unplug all coffee makers or any other small electric appliances that may have been in use. 

Please turn out all lights and air conditioning units when the rooms are unoccupied.

Courtesy at the Center
Please continue to emphasize our Code of Courtesy among your group while at the Center.
Many groups enter the Center simultaneously. Because of this we ask for the following considerations:

· Please see to it that your group does not enter any area (s) that is/are being used by another group or use a room that is empty. There is a good chance that it may be used later.

· The elevator should only be used by people with disabilities. Please use the three (3) staircases located at the ends and center of the building.

· Often times there are quiet activities in progress, especially in the Chapel. Please be considerate of this by keeping any sounds to a minimum.

· You are asked to insure that there will be the beginning of quiet time at midnight.

Please leave rooms as you found them; Do not move furniture, mattress covers or pillows. Dispose of garbage properly. Immediately inform AYRC staff of any damage.

We hope you enjoy your stay with us!

Please do not hesitate to contact our office with any questions or concerns @ 201-998-0088 x4153 or ayrcres@rcan.org
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