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The remarks that comprise this handbook have been organized under two major divisions: I.  The Physical Facility and its Maintenance and II. The Use of the Facility and its Management.


I. The Facility and its Maintenance

1.  The FMC Facility Itself
A Walk-Through of the Physical Space

[Subjects that are referenced in the Maintenance section of this handbook are noted below by using italics.  Please see the corresponding section for further information.]

The facility includes the Grounds around FMC, the Meetinghouse and the Friends Center.

The Meetinghouse structure (formally 3 Longfellow Park to the City of Cambridge) was built when FMC bought the property more than fifty years ago.  The original section of the house (5 Longfellow Park), including the foyer, library, office and stairway, was built for Henry Wadsworth Longfellow's daughter.  The first addition to the house including the Parlor and the latest additions are the Friends Room, Selleck Room and third floor improvements. 

This brief history gives a sense of house itself and perhaps an appreciation for and patience with the peculiarities of this old house which I have tried to document in the Maintenance section below.

The Meetinghouse  legally holds 250 people, but 200 is a more realistic estimate.  The stairs off of the foyer lead up to a balcony and at the right end of the foyer lead down to the basement and tunnel across to the Friends Center.  At the far left end of the foyer is an alcove behind the stairs in the lobby by the piano which contains the control box for the hearing assistance system in the MH.

At the opposite end of the Meetinghouse (MH) is a raised platform, in the middle of which is a fireplace that is concealed behind a frontpiece or panel from mid-Spring to late Fall.  There are only two electrical out-lets in this room, on the front of the platform.  There are two other outlets in the foyer as well as two upstairs in the balcony.

There is a handicapped entrance door which opens onto the ramp going down to the parking lot.  

The heat is controlled with a thermostat on the wall to your left as you enter the meeting room itself.  Below it is a switch that switches the thermostat control to the Clothing Room downstairs.

The lights are operated with a bank of switches on the wall immediately on your left as you walk in the front door and into the lobby.  There is also a switch for the hearing assistance system which is directly below the control box in the alcove, it is secured in the "on" position.  On the way down the stairs to the basement, there are two switches which should be kept on - the oil burner emergency switch and a regular light switch.

In the basement of the Meetinghouse is where AFSC runs the "Clothing Room" which is open on Tuesdays and Thursdays from 10am-5pm.  In the back of the Clothing Room is where the oil-burner furnace for the Meetinghouse is located.  There is also a door leading out of the back of the Clothing Room and up to the back of the parking lot.

The circuit breaker box is located just inside the Clothing Room door, the parking lots on the MH as well as all other lights in this building have circuits in this box.

The tunnel below the driveway leads into the First Day School (FDS) and upstairs into:

The Friends Center. The Center comprises the four floors of the house.  The notes that follow are organized by floor. 

Basement: 

4 First Day School (FDS) class rooms (which are used every Sunday morning starting at 8:30 am by FDS).  These rooms can be used during the week for overflow meetings of smaller groups, child-care for FMC meetings, and sleep-over space for youth groups.  There are 3 bathrooms downstairs (Men's, Women's and Handicapped). There are also 4 closets in the FDS area.  In the Nursery is a closet which is the Elevator Control Room.  Outside of FDS Room 2 there are two closets - one of which is for FDS supplies, the other of which is used as the AV equipment storage and is also used by the Yoga teacher to store her supplies.  The fourth closet is outside of FDS Room 3 and is the FDS library.

Through the french doors, there is a hallway leading to the laundry room and the Tinker Room.  The laundry room has values and indicators of the plumbing system as well as a shower, mop-sink, washer and dryer as well as space for storing cleaning supplies and paper supplies.

The tinker room is where the circuit breakers for lights in the basement, first floor and some of the second floor are located.  This is also where all of the telephone lines coming into the house are.  Also on this wall is the "Election switch."   There is a hatch leading from the Tinker Room to the back yard.  The back-up battery for the emergency lights for the basement and the first floor is above the work-bench. 

Off of this room is the furnace room where the sewer pump, the gas furnaces for the Center and the Hot-water heaters are located.   In the hallway leading to the Tinker Room is a light bank that indicates whether lights are left on in either the laundry room (L), the Tinker Room (T) or the Furnace Room (F). 

First Floor: 

When entering from the tunnel downstairs, you come up into the foyer and immediately to your right is the small bathroom and the courtesy phone area.  On the wall by the pay-phone is also the fire safety system control box.  This controls the main system in the house.  It is not "connected to the Fire Department.

Foyer:  Off of the main foyer is the main front door, and doors to the library, the office, and kitchen, the elevator and the Friends Room.

The bulletin boards are maintained by the Meeting Secretary except for the one that has facilities events information.  This one is located on the opposite wall to the board with the calendar.

The lights for the foyer are located on the large bank of switches just inside the front door.  On this bank is also a switch for the park pole light and the lights over the driveway between the two buildings.  There is also a switch that controls the light sensor for the front door light - it should always be taped "on".  The foyer is heated with a standing heater - which must be adjusted manually.

The Friends Room (FR): can seat upwards of 75 people and is the largest room in the Center used for potlucks, receptions and fellowship, large groups, and other meetings.  At the end of it are two closets where folding tables and chairs are kept.  Inside the far closet is an important switch which controls the light sensor for the pathway lights that are attached to the Center outside. 

On the wall when you first enter the FR is a bank of light switches which work all of the different lights in this room - there is also a thermostat and another light switch which is an indicator light.  This controls this temperature gauge on the attic fan.

There is a piano that is kept in the far corner of the room.

The Kitchen is used by various groups and their caterers when necessary.  The equipment which should be maintained there includes: 2 stoves, a fridge and standing freezer, a microwave, 2 largest capacity urn style coffee pots, 1-2 working smaller drum style coffee pots, a dishwasher and two sinks.  Paper goods and assorted household items need to be stored and maintained here.  There is a wall heater in this room which must be adjusted manually.

The Meeting Office is off of the foyer and is where evening and weekend desk-help are "stationed" during their shifts.  There are two kinds of overhead lights in the office and a separate thermostat.

The Library (L) and Parlor (P) are located off of the foyer and are generally used "together." The Parlor and library can accommodate upwards of 30-35 people.  The parlor opens up onto the terrace.  The fire-place in the Parlor is "working" but the one in the library was closed up a few additions ago.



Second Floor:  

There is a switch for stairs lights at the bottom of the stairs leading to the second floor as well as one in front of the Friends in residence apartment.  In addition to this apartment, the Facilities Manger's office (also used by the Friend in residence and others needing the computer there), the Committee Room (CR) and the Selleck Room (S), the top floor of elevator access, the attic, and one miscellaneous closet are located on the second floor.

The FM Office is used by others needing the computer there.  The key (an old skeleton key) is kept in an envelope behind the note paper in the message board attached to the door.  There is a thermostat in there that is related to the heat in the apartment (see heating for more info).

There is a small miscellaneous closet behind the swinging door.  The highest floor reachable by elevator is the second floor.

The Committee Room is used by smaller groups for meetings and by FDS as an office and classroom (Sunday morning). The door to the attic is located in the CR.  The back-up battery for the emergency lights on the second and third floors is located in the attic.

The Selleck Room is used for small meetings.  There is a closet off of the Selleck room that is maintained by the Library Committee.  

Third Floor: 

The Guest and Center Resident rooms are on the third floor.  There are two rooms off of the main hallway, a bathroom and three closets.  The door to the third floor apartment is also in the hallway.

Each room has its own thermostat.  The bathroom in the hallway is "connected" to the thermostat in the smaller of the two guest rooms.

In the hallway in front of the apartment, there is another circuit breaker box.  Inside are circuits for the third floor, and some things on the second floor.  There is also a separate fire alarm system up here, the controlling key pad is located on the opposite wall from the circuit breaker box.  The eave-way closet in this hall is where the battery and control box is for the fire alarm for this floor - it is also good storage space for third floor air-conditioner(s) and fans in the winter.

There is also a crawl-space entry in the ceiling of the third floor foyer and another one in the closet of the first room in the third floor apartment.

The Grounds, Driveway, Shed and Parking Lot:  FMC's grounds include the sidewalk and swath of grass on Longfellow Park and the corner in back of the Center on Willard Street court.


II. The Maintenance of the Buildings and Grounds of FMC:
General Indoor Responsibilities, Maintenance and Notes


[In the remarks that follow activities which have been performed by Center Residents will be marked with an *.  In a subsequent section of this manual, a complete list of these activities is provided.]


The Meetinghouse 

Regular maintenance of systems as well as cleaning, changing lightbulbs, removing trash, fixing blinds and benches when necessary, dealing with the fireplace, etc.

Important systems in MH
MH Heating:
The MH is heated with its own furnace - an oil burner - that is an independent system from the gas-heating system in the Friends Center.
Responsibilities:  Cubby Oil delivers oil automatically and informs you when the burner is in need of cleaning.  It was last cleaned Spring 2001.

You are responsible for signing off on the bill monthly and tracking oil use for budgetary info.

System and Switches:  There is a main control in the MH itself as well as a control switch.  When this switch is in the "off" position, the Clothing Room thermostat remains active, but not the Meeting room.  In this room, we have found that it is better to turn the heat down to 50/55 at night in the winter and not to turn the switch off if there are groups in the MH meeting throughout the week. 

There is also an oil burner emergency switch at the top of the stairs leading to the basement in the MH - sometimes this mistakenly gets turned off.  If there furnace is not working, this is the first thing to check.

The Hearing Assistance System:
A system is  set-up in the Meetinghouse whereby the four hanging microphones in the middle of the worship space transmit the sound to individual head-sets that Friends can pick up on their way into Meeting.  

There is also a switch for the hearing assistance system which is directly below the control box in the alcove, it is secured in the "on" position.

This system can also be set-up to transmit to an additional speaker in the Friends Room if necessary to accommodate more people in the Friends Room.  

It is also possible to record an event by patching into the control box and attaching a tape recorder.  

The individual headsets are kept in a box in the Office and Bob Carter takes them out on Sunday.  The FM is responsible for maintaining the system and replacing batteries as needed.  I usually leave a supply of new ones in the storage box with the headsets.

There is additional information available in "The Book."

General Switches in MH:
Furnace: Below thermostat in Meeting room (switches control to the basemen thermostat), Emergency oil burner switch [at the top of the stairs heading down to the basement].
Lights: Bank of light switches in lobby control the hallways, MH flood lights and the balcony.  There is a third switch by the "other" front door that operates the outdoor light attached to the MH.  Sometimes this gets turned on by mistake.

Locks and Keys for MH:
The MH has three doors that all operate with the same key. 
1. Front door leading in from the driveway - this is a double lock.  The first internal lock has a mechanism that allows the door to lock when it closes if toggled.  The second lock is a dead-bolt.
2. The door leading from the front yard should remain locked unless in use for s specific function.  It only locks from the outside.
3. The door leading in the Meeting room from the handicapped access ramp.

The windows in the MH all have a sliding lock to secure the window.

The Fireplace:
The fireplace is concealed from about April/May until Oct/Nov - depending on the temperature and weather.  As FM, you, and Trustees are responsible for removing the panel in the Fall (and re-establishing it in the Spring) and getting the fire-place ready for use.

The chimney was cleaned and checked in the Fall of 1999 and it was clean then they recommended having it checked only every five years.  Se vendor list for contact.

There is some current discussion of the fire - check with Trustees as to what to do about fire-wood.  Our old contact is listed on the "vendor" list.

There are axes, kindling, and the "wood basket" in the Shed.  The basket needs to be set-up inside the MH by the fire-place and have kindling, matches, newspaper, and wood for the Sunday morning fire.

Lights:
There are eight flood lights in the Meeting room - you need the extension ladder to replace the bulbs.  They take a soft-white flood light.

There are scones in the balcony which take regular bulbs, as do the lights in the entryway and stairs.

MH Lobby:  
Extra Seating:
The panels open up into the meeting space in additional seating space is needed for memorials or weddings. The MH, with the balcony, holds upwards of 250 people and extra chairs can be placed both in the worship space and, if the panels are opened to the foyer, extra chairs (those stored in the closet in the Friends Room) can be set-up there to accommodate even more people.

Cleaning and General Care of MH

Cleaning MH:
Preparation for Sunday Meeting includes a clean Meetinghouse.  After the last weekly event in the Meetinghouse, the cleaning tasks include: dry-mopping the cork floor, straightening benches and picking up trash, tidying the lobby and vacuuming it and the stairs.  This preparation also needs to be done in preparation for either memorials or weddings.

At least twice a month we also vacuum the balcony and dust the window sills.

Seasonally we vacuum the benches, dust all of the surfaces, and remove as many cobwebs as possible. 
Once a year (perhaps a work-day) it is a good idea to clean the white stains off of the benches.  What works best is tooth paste and a tooth brush.

Once a year Center Furnishings Committee members and others have washed windows both in the MH as well as the first floor of the Center.

The Cork Floor:
Needs to be tended to more often in the wetter seasons than in the drier ones.  We replaced the floor in the late summer of 2000.  It should be dry moped or swept with the soft bristle broom a few times a week, depending on use, and lightly washed once a week as needed*.  We were told to use a very small amount of a glass cleaner "Clear-Vue Magic" mixed with water and to use as little water as possible.

The Benches:
They are fragile and break easily. They must be pushed, or lifted  by the seat.  If pushed, they cannot bump into each other.  All of the benches have felt on the bottoms.

The Blinds:
In the MH the blinds are wood, old and quite temperamental.  Alex Vanderburgh is your best bet for help/discussion of the blinds.  We re-strung and re-hung the wooden slats four years ago and most of them are doing fine, except for one that will give you trouble now and again, in part because it works differently from all of the others.  

There is a company on Mass.  Ave that still has a connection to someone who has the ribbon for this kind of blind.  We bought some extra last time and it is in the Tinker Room, along with more rope.  It takes the extension ladder to get up there and fix the blinds.  

Trash and Rubbish:
There is one small trash can that lives in the lobby.  There is often extra handouts and other such rubbish left after events.  Recycle whatever mixed paper you can in bins in the Office and plastic bottles in the bins in the kitchen.

MH Balcony:
From the entry lobby, the balcony is accessible on both sides.  Behind the last row of seats up there are two windows that can be opened.  The two large front windows leading up the stairs do not open.  The balcony should be vacuumed every other week or so*.

The Lobby Alcove area:
There is an alcove behind the stairs in the lobby by the piano which contains the control box for the hearing assistance system in the MH as well as the meditation cushions used by our regular Monday night Buddhist group, Dzogchen.  They also own and maintain the three drawer filing cabinet there.  There is also one other filing cabinet for Fellowship and Outreach, but is only used for miscellaneous storage. 

[A good plan would be to have 1 other three drawer file and offer the other regular MH users, Cambridge Drumming Circle and Dances for Universal Peace a drawer a piece for storing some of their things and giving one drawer to F&O for storing name tags etc.]

The name tag boards are self-maintaining and can be taken down when necessary and placed near the piano.  There are also driveway signs reminding the neighbors that walk through the driveway-walk through that the worship is silent.

MH Basement:
The rear door from the Clothing room is rotting at the bottom and needs to be worked on.

In the MH furnace room live all sorts of things - some of which are the Clothing Room's, but this is where the fireplace panel is stored during the colder months.  There are also five screens here which might fit the MH windows if bugs become a problem. 

At times the hallway gets some mildew. 

The Friends Center

Regular responsibilities in the Center include responsibilities for the major systems in the Center, cleaning, maintenance, replacing lightbulbs, arranging for major repairs, trash and recycling removal, paper supplies, etc.

The notes below begin with general discussions of the major systems in the Center.  Further notes and discussion are then arranged by room and floor.

General Info on Keys and Locks:
There is a key-box located in the office with a list of the associated keys.  Other than the external doors, the doors to the individual rooms are kept unlocked except the door from the tunnel to the Meetinghouse (unlocked only when the MH is in use), and french doors leading from the basement to the Center, the Office, the apartments and guest rooms, the FM office.

For additional info on keys, see Key management in the Management section of this handbook.

Important systems

FIRE
The Fire Alarm Systems:  
There are two fire alarm systems in the Center.  The main system covers all of the house.  The control box is located on the first floor of the Center by the courtesy phone.  The secondary system is on the third floor - in addition to sounding its own alarm, the third floor apartment door unlocks, allowing escape down the fire escape at the other end of the apartment.

Maintenance: The systems were last checked in June 2002.  There is an extensive manual in "The Book" and it is recommended that you perform a "walk-through" test of the system yearly.  The batteries in the control boxes of both systems should be checked yearly.  The third floor control box is in the closet under the eaves in the hallway of the third floor (behind the keypad on the wall by the closet door.)

The Emergency Lights:
There are emergency lights on each floor of the Center.  The lights in the basement and on the first floor are powered by a battery in the Tinker Room.  The lights on the second and third floor are powered by a battery in the Attic.  

Maintenance: These batteries were both replaced in June 2002 and the water levels should be checked and maintained twice a year.

Fire Extinguishers:
Maintenance:  There are a large number of Fire Extinguishers which need to be serviced yearly.  We have a contract with a company to do so, but they must be called to schedule picking up and delivering the extinguishers.  See vendor list.

HEAT
The Heating System and its oddities:
(See section on Furnace room for more info)
Maintenance:  Nstar provides our gas and service for the gas heaters.  Every six months, the pumps should be changed in the Furnace Room (See Furnace Room section below).  The screens on the three standing heaters need to be cleaned every six months as well.  (Kitchen, Front Door of Center and third floor apartment.)  The thermostats need to be turned up in rooms expecting use on any particular day.  (See section on Heat/Room use and Desk-Help responsibilities in Part II The Use and Management of FMC.)  

Because the house is old and has many different heating zones, some of them are peculiar.  Notes by floors as follows:
FDS is controlled with thermostats and a control switch to which they are attached. The one in the nursery controls the day-time temperature and the ones in the other rooms control the night-time temperature.  The switch is automatic and the thermostats should be taped to secure the right position. 

The FR, Office, Library and Parlor have their own thermostats.  When it is cold it takes a few hours for any particular room to warm up.

The Office must be kept at 80 in order for it to reach 68.

The kitchen and lobby have standing wall units which are manually controlled and need to have their screens cleaned seasonally.

On the second floor, the control in the FM office needs to be set at 72 in order for the Friends in Residence apartment to get to 68.  It is also the case that the controls in the third floor apartment being set at 70 help to bring the heat up in the back rooms for the resident apartment.

The CR has its own wall control.  The Selleck room has electric heat which should be set no lower than 55 in the winter.

On the third floor, the thermostat in the small guest room is connected to the base-board in the bathroom.

In the third floor apartment, the thermostat in the first room over-looking the driveway should be set at 70 in order to help achieve 68 in the room below in the Friends in Residence apartment.  There is a similar wall unit (to those on the first floor) in the kitchen area.

ELEVATOR
Maintenance: Yearly, the inspector's need to be called about the elevator, but they are months behind - last year we got the new certificate two months before it was to expire and they have not yet sent this years - despite calls.

Elevator and Elevator Control Room
Emergency Response:  
The elevator is temperamental.  Usually if it senses that it is having any problems, it stops and within a few minutes, it returns to the basement.  This is good because then the passengers can get off, and you can call the service to come without it being an emergency situation.  Once this past year, it stopped with people in it and would not re-turn to the basement, so emergency calls were made.  (See list of contacts and vendors).  The elevator is a hydraulic lift.  The machine room is off of the nursery.  It is locked and the key is in the main key storage.

To try and clear the elevator - go into the control room and turn off all the three switches in the box and wait a few a minute, then turn them all back on again - the indicator lights should stop flashing.  If this doesn't happen and the problem clear itself, the elevator repair person must be called.  See vendor list.  If they cannot come immediately and there are people in the elevator, call the fire department.  It seems to work that when they come and call the elevator people themselves, then they show up immediately.

The weight limit is 900 pounds - but anything remotely close to that seems to send it into disarray.  It is also the case that the doors must be securely shut in order for the elevator to work.



Basement

GENERAL PROBLEMS

Basement Flooding:
The tunnel sometimes floods in the lowest part.  The FM is responsible for attending to this problem and its clean-up.  Once, four years ago, the lower stairs heading up into the MH showed signs of water seepage.  When necessary the walls needed to be cleaned of mildew.

Ants:  
We have periodically had problems with ants burrowing up between the back door in FDS and the floor tiles.  We plug the holes with putty and have found that this generally stops the problem until the next spring season.

ROOM NOTES

Furnace Room:
Responsibilites: maintaining equipment including oiling and switching pumps.

The gas furnace, hot-water heaters, sewer/sump pump and pumps for the furnace and located in the Furnace Room.

Service:
The furnace and hot water heaters were last serviced and cleaned in Spring 2001.

Switching Pumps:
There are two pumps for the furnace, of which only one is operating at any one time.  We try and use them alternatively, so the FM switches the pumps twice a year and oils them once a year.  I switch in January and June and oil them during the summer.  There are 3 parts to the switching - the switch in the box, the switch below the box and the levers on the pumps themselves.  These pumps needs to be oiled yearly.

The Sewer/Sump Pumps:  
We have two internal pumps.  The one in the furnace room and another by the back door leading out of FDS.  They both have alarms that sound when they are having difficulties.

When  the alarm sounds on the pump in the furnace room, the first thing to do is to jiggle the long rod to be sure it isn't stuck.  In the past four years, it has sounded twice and both times the rod was stuck.




Tinker Room 
Switches:  ELECTION SWITCH - See below.
Responsibilities include maintaining supplies, switching election line.
The FM is generally responsible for the Tinker Room and for the supplies that are kept in there.  See list on wall in Tinker Room.

There are circuit breakers for the basement and first floor.

The battery for the emergency lights (in the basement and the first floor) is housed in a box above the work bench. The other battery for the emergency lights (on the second and third floors) is housed in a similar box on the left wall of the attic.  These batteries are new s of 6/02 and should be checked at least once a year.

The telephone wiring in the Tinker room consists of two parts. 1.) The
incoming line terminal block which is owned and maintained by the phone
company, and 2.) The 25 line "Punch-down" distribution block owned and
maintained by FMC. (They won't touch ours and we don't touch theirs except
to connect to it.) The phone company connects the various phone lines for
our building to its terminal block and we (FMC) connect from there to our
distribution block. There is generally 1 distribution block assigned to each
incoming line, the exceptions being the two main FMC numbers (6883 and 6884)
both of which have (or have had) too many instruments attached to them for a
single distribution block. In these cases, an expansion block has been
assigned near the bottom of the board.

There is a switch mounted on the top panel of the distribution cabinet which
switches the phone outlet in the Friends room from its normal connection
(6883) to a number for the City Of Cambridge used during elections. This
switch should be put in the "City Of Cambridge" position for about a week
before every use of the building for an election and returned to the FMC
position as soon as the election is over.

The wiring of the distribution block is represented by a drawing titled
"FMAC TELEPHONE BLOCK WIRING LAYOUT".  The latest version, as of this
writing, is dated 10-5-01.

Laundry Room:  
Responsibilities include maintaining equipment, guest room and kitchen laundry and maintaining and purchasing supplies stored in this room.

The FM maintains the equipment as needed.  The dryer vent was cleaned in the Fall of 2001 and should be done every few years.

Residents of the house, the Clothing Room staff and the Office Secretary are allowed to use the laundry facilities.

The FM is responsible for being sure the kitchen laundry* (tablecloths and dish towels) are washed as needed and the Guest Room laundry* gets done as well.

The FM is responsible for purchasing the supplies that are stored in the laundry room including: garbage bags (3 sizes - extra large, tall kitchen and small sizes), laundry detergent, liquid hand soap, cleaning supplies, paper towels, toilet paper and kleenex.



Basement Classroom area

FDS Classrooms:
Cleaning: Needs to be cleaned twice each week by 8:30 am Sunday*.  Put toys away, clean counters and table tops, vacuum and mop floors.

If/when meetings are scheduled during the week in these rooms, it is important to tidy them up a bit before use - otherwise they must be cleaned before Meeting on Sunday.  The problem with the timing of cleaning these rooms (and others in the Center) regards their use on Saturday.  We always have an AA group that meets on Saturday morning and the kids of some of the attendees of this meeting play in the basement and can make crumbs etc.  (See more info in Use section below in Part II.)

The tables and chairs in FDS need care - there is a table in #3 that needs carpentery help in order to be functional.

The tables also need special cleaning care as they get covered with glue etc.

Supplies:  Re-stock paper towels, handsoap, small cups and napkins to the rooms.

Lights:
Most of the lights in the basement are either straight or U-shaped florescent bulbs.


Bathrooms:
Cleaning:  Needs to be cleaned twice each week by 8:30 am Sunday* and again by 8:30 Wednesday morning* and checked every other day for adequate supplies - toilet paper, paper towels, hand-soap and kleenex.  The garbage should be removed when full.*

The largest problem with the bathrooms is odor - particularly in the men's room.  Once we had a water back-up in the men's room from the floor drain.

Switches and Lights:  Both the men's and the women's rooms have motion detector lights that are controlled by a switch directly behind each swinging door.  Up is "on", the middle position is the motion detector, down is "off."  There are controls on the one in the men's room, but not on the women's room.  The fan in the men's room is directly below the desk in the Office and should be kept at the medium-low setting. 

First Floor

GENERAL PROBLEMS

The kitchen drains have periodically been a problem.  The two connected sinks drain through the same floor drain as the dishwasher and sometimes when the sinks are drained at the same time as the dish-washer, the water comes up through the floor drain and makes a mess.  We had a plumber come and get a snake all the way down to the lower sump-pump in the basement and that made it better this year.  You might think about having this done pre-emptively on a yearly basis.

We had a freezing problem a few winters ago and Alex put the swinging door blocks on the cabinet door below the sinks 0 these keep the cabinet from closing fully and therefore not getting as cold.  During extra cold nights, we opened the doors wide.  When the pipes did freeze there, setting up a shop light under the sink raised the temperature enough the thaw them without further damage.

ROOM NOTES

Bathroom:  
This bathroom has an odor problem as well.  The floor will eventually need to be replaced, but the real problem is how close the heater is to the toilet.  Needs to be cleaned bi-weekly.*

The mechanism inside toilet bowl was replaced in May 2002.  The seat periodically needs to be tightened.

Store extra paper towel and toilet paper in cabinet over the toilet and replace handsoap as needed.

The paper towel holder needs re-doing.

Kitchen:
The FM is responsible for the maintenance of the equipment used in the kitchen including the stoves, fridge, dishwasher, microwave, coffee pots and freezer.  The FM is also responsible for a periodic clean-out of the fridge* and freezer*.

The Stoves:  at times smell like gas - but this has been checked out and they are not leaking.  About every two years, one or the other of the stoves starts to "beep" and the display reads F1 - this means that the cell needs to be replaced.  Call the stove maintenance people and they will replace the part.  The right stove was worked on in summer 2001 and the left in 2000.  Most likely, the right one will start beeping this summer.  Until the stove guy can come, hit "clear" on the stove itself to stop the sound - it will go off again in a day or two.

The dishwasher:  Has not needed service during my tenure.  There are instructions for its use on the counter in the kitchen.  The FM is responsible for buying detergent as needed.

The FM is also responsible for purchasing the supplies that are used in the kitchen:  plastic wrap and foil, paper plates (2 sizes) hot and cold cups, paper napkins, and light bulbs, dish soap and sponges.  There are cleaning supplies under the sink in the island.  The FM is also responsible for keeping the dispensers of hand soap filled.

Other equipment:  If the coffee pots break, the FM is responsible for getting them fixed, or for purchasing new ones.

There are filters on the two sinks in the kitchen that were put in Summer 2000.  Their filtering devises should be inspected this summer.


There is a screen in the back door of the kitchen leading to the garbage area which needs to be replaced with the storm (kept in the Tinker Room) before winter.

Cleaning: The counters need to be cleaned weekly, as does the stove-top.*  The sinks also need to be cleaned and the floor moped.*  Periodically the fridge needs to be cleaned out, as does the freezer and the stoves need to be run through the self-clean cycle.*


Friends Room:

The floor needs to be moped with hot water only once a week (twice in winter)* and the M & M Floor Cleaning company has been hired to maintain the floor every six weeks from Sept - Nov , then every month Dec - April, then again every six weeks May - Sept.

The piano can be periodically tuned - they were last done in the Fall of 2000.  See vendor list.

The plants need to be watered weekly*.

There is an attic fan that pulls the hot air out of the FR.  It is activated with a switch upon the light switches in the FR.  In the Attic, there door in front of the fan itself needs to be opened and the vents opened up there as well.  They can all be closed during the winter.

Window height:  Ask Trustees - but when really hot it is important to be able to put fans in the windows to move air mot effectively.

Fans:  There are two fans that can be used when needed.  They can be stored in the attic or the furnace room.

Foyer:  
Needs to be vacuumed bi-weekly.

Library and Parlor:

Vacuum and mop weekly.  Water plants weekly.  Dust surfaces weekly.  All of the windows do open and they have pull down storm windows.  There is a storm for the terrace door in the Tinker Room.  There are fans to use in these rooms when it is necessary.


Second Floor

The Attic: The FM is responsible in a general way for the Attic.  Center Residents can store things there, the Friend in residence has his things stored there, the Office has a part of the attic dedicated to its needs and FDS as a part that is dedicated to its needs.  The rest of the stuff in the Attic includes extra furniture that belongs to the House and boxes of books that belong to various groups and committees associated with FMC.

When it is getting warm in the Spring, open the vents in the attic to the FR (there are 8 of them) and pen up the Attic Fan and be sure its switch is on in the FR.  When it is getting too cold in the Fall, close the vents and shut down the fan.

The CR, hallway and Selleck Room need to be vacuumed weekly and dusted bi-weekly.

Outdoors: Grounds, Driveway, Shed and Parking Lot

The Shed: The FM is responsible for the shed at the end of the parking lot and shares this responsibility with the Gardening and Landscape Committee.  Ground maintenance equipment, for which the FM is responsible for general up-keep, includes: the snow blower, shovels, ice-picks, rakes, the lawn mower, the extension ladders, gardening tools, hedge clippers, the weed whacker, hoses, winter ice melting products, sand and left over lawn care products.  In the past, wood has been stored in the shed, but now there is only the wood-basket (used in the MH during the winter) and a store of left over wood and kindling in the wood-box are in the shed now.  In the past, Center Residents were allowed to park their bicycles in the shed.  The lawn mowers are the push variety and the last time they were sharpened was Summer 2001.  The snow blower should be checked out each Fall and maintained as needed.

The Grounds:  The FM is responsible for the basic up-keep of the grounds at 5 Longfellow Park.  The remarks that follow are organized seasonally.

Spring

Many of the borders and beds have been developed, or are in the process of  re-development, by the Gardening and Landscape Committee.  In the Spring, in coordination with the Landscape Committee, "Work-Days" should be set-up in advance and published in the Bulletin as well as the Weekly Bulletin in order to get the best turn out.  In the Spring, the beds need to be cleaned and fertilized as needed, and the lawn needs to be tended.  As it grows, a schedule for mowing* and watering* can be set-up.  The hedge needs to be trimmed and the cherry tree which overhangs the sidewalk pruned as needed.  
Tree care: In the Spring of 2000, we hired Tree Preservationists who came and evaluated our large trees and treated those that needed it with an organic fertilizer.  This was a good idea for them and should be pursued with the same company again.  At the time, the large ash tree in the front of the Center was quite ill with a common disease.  They told me we could get at least 10-15 years more life out of the tree if we treated it and we decided to do so.  Last summer it was the healthiest it has been in a long time and so far this year it is looking very vital.  The crab apple tree was quite sick as well and their treatment manifested itself in a very healthy tree this spring.  At the time they evaluated the trees, out dogwood was disease free, but it did not do as well this year, so if you hire them back this year, do have them look at it.  It is really a lovely old tree. 

Sometimes the gravel in the parking lot has been pushed by the snow-plow into a big pile back by the shed.  It is a good idea to rake this back into the parking lot, as excess water is a problem back there at times. 

In the Spring, there is also a periodic need to pump and/or siphon the large puddle that develops in front of the Center.  There is a small sump pump and hoses which can be used as a siphon.

Summer

In addition to watering and mowing the grass, the FM is responsible for watering the flower and shrub beds and the planters.  This year there are new plantings in front of the MH which need water every day that it is above 80 degrees.  Other beds can be watered every other day when it is hot.  Gardening and Landscape should be consulted about a plan for doing weeding during the summer.  The privet hedge also needs to be trimmed at least three times during the season.  The vine that grows on the fire escape in the back of the Center needs to be trimmed and trained to keep the stairs on the fire escape passable.  There are two areas outside which need periodic clearing and cleaning and they are behind the Meetinghouse and to the side of the shed.

Fall

Depending on the year, mowing and watering continue throughout the Fall.  In November, the FM fertilizes the lawn and puts the hoses away - keeping one in the Tinker Room to be used for winter siphoning.

With the Gardening Committee, Fall "work-days" can be scheduled for help in cleaning up the beds before winter.  The FM is also responsible for raking the leaves* and for purchasing leaf bags (to be kept in the shed.)

At some point, it is also beneficial to open up the drain on the driveway and dig it out.   It is not very deep (2-3ft) - once you hit gravel that is the bottom of it.  There is a tube inside of it that is filled with gravel and leads below the lawn.

Winter ice and snow supplies need to be stocked up in the shed - we use the environmentally friendly ice melt called pela-glow and also stock up on a barrel of sand.

Trustees will tell you what to do about wood for the fireplace in the Meetinghouse.

The snow-plower, Eagle Point Builders, should be contacted and given the "okay" for another season.  They come when there is enough snow, but need to be reminded to tell the person manning the plow to lift the plow up slightly when plowing the parking lot (otherwise all the gravel gets pushed to the back of the lot.)

Winter

In addition to being sure that the paths and sidewalks are plowed, the FM is responsible for taking care of the ice build up as best as possible.  The pela-glow product works well on the paved surfaces, but sand is best in the parking lot and for traction on the path to Willard Street Court.

As with the Spring, there are times when siphoning the puddle is necessary.

As a resident of Longfellow Park, FMC has formal responsibility for the sidewalk in front of the facility on Longfellow Park and takes informal responsibility for the walk-way that leads off of the parking lot and connects with Willard Street Court, behind the Friends Center.  (This walkway is used by many people in the residential neighborhood between Mt. Auburn Street and Brattle Street.)  What this means is that in the summer months the FM is responsible for mowing the swath of grass between the sidewalk and Longfellow Park and shoveling the sidewalk itself in the winter.  Our informal courtesy to the neighborhood is to shovel the pass through in the back and keeping it as "ice-free" as possible.  

Paper Work, Accounts and Budgets
Associated with the Buildings and Property


As FM, you and the Trustees are responsible for the following budget-line accounts for yearly expenses:

Household Expenses and Cleaning Services,

Buildings and Grounds,

Utilities,

Telephone,

Reception - Desk Help.

And for the following budget line income items: 

Guest Room Use,

Facilities Use.

What follows below is information about all of the expense accounts above except the Reception-Desk-Help Budget - this will be covered in Part II of this manual.
The income accounts will also be covered in Part II.
General Information about Accounts:
The Meeting Secretary is responsible for the book-keeping.  The FM is responsible for approving the payment for bills that come in that are associated with any of the above accounts.

Bills and other payments should be initialed and marked with the appropriate "quicken account" number from which the payment should be made.  The Quicken Account numbers are:

Accounts for Expenses:

6050 Household Expenses and Cleaning Services
6051: Supplies (paper, bathrooms, cleaning supplies)
6052: Cleaning Service
6050: Other

7100	Buildings and Grounds
	7101: Snow Removal
	7102: Office Equipment
	7103: Repairs and Maintenance
	7104: Legal and Other Expenses
	7105: Other Expenses

	Utilities

	Telephone


1. Household Expenses and Cleaning Services
This account covers expenses for the Center including all Supplies and Hardware store needs.  The sub-accounts are to enable you to keep better track of how much is spent on what. 6051 is used for all paper, household and cleaning supplies, 6052 is used for the occasional house-cleaner that may need to be hired.  6053 can be used for hardware store bills.

7100:	Buildings and Grounds
This account is a carry-over account intended to accumulate a sum that is carried over yearly to help prepare for the cost of major repairs and maintenance.

The yearly expenses covered by this account include all contract work, repairs and maintenance on the facility (including the scheduled cleaning of the rugs and FR floor), snow removal, Trustees legal expenses, and other miscellaneous costs associated with the facility.  The sub-accounts are as follows:  7101: Snow-removal, 7102: Major Offic Equipment, 7103: Repairs and Maintenance, 7104: Legal and Other Expenses and 7105: Other Miscellaneous Expenses.

	Utilities
	Telephone
The Meeting secretary will leave the utility and telephone bills for your approval in a box on the desk in the Office.  You need to just keep an eye on them in order to determine budget numbers for the next year.

Yearly Budget Planning: In the Spring, the Finance Committee will contact you about budget projections for the up-coming fiscal year (July-June). 

Long-Term Planning for Major Expenses:






II. The Use of FMC and its Management


General Philosophy

The second division in responsibilities of The Facilities Manager (FM) of Friends Meeting at Cambridge (FMC) lies in the role of providing the Meeting's outreach to groups who use the space for meetings and other events. The FM  is therefore responsible for the maintenance, upkeep and outreach functions of the Friends property through making its use available to Meeting Committees, associated Friends groups, "outside" groups and guests.  In this capacity, the FM is responsible for being something of a "representative" of Quaker presence and values.  As such, the FM assures that those "outside" groups that use our space are in-keeping with Quaker beliefs.  The FM also provides friendly and amiable management of the facility to all of the different groups and communities.  The Meeting considers making the facility available for use by "outside" groups a form of outreach by FMC.  Therefore there is something of a "sliding scale" of cost for use by the different groups (more on this is subsequent chapter).  In general, the Meeting "gives away" more space than it "rents" out in the form of discounted rates to the various kinds of groups.

The Calendar

Responsibilities:  The FM and Meeting Secretary share responsibility for the calendar in the foyer of the Center.  The FM is responsible for scheduling "outside" group meetings, youth sleep-overs, concerts, and for dealing with room conflicts in scheduling events.  FMC Committee meetings are scheduled by the Committee Clerks themselves and the FM need not be involved unless there is a special need (AV equipment) or special event.

The FM provides a weekly/bi-weekly mini-calendar for the Staff and goes over it in an informal staff meeting with the Friend(s) in Residence and Meeting Secretary.  Copies should also be placed in the boxes of the Center Residents, Clothing Room and FDS Coordinator.

The calendar also provides our record of what meetings happened here.  The old ones are stored in the FM office.


General Information

PARKING

Parking is a problem at FMC.  Various provisions have been made to ease the situation.

Longfellow Park:

Monday-Friday from 8am-6pm parking is restricted on Longfellow Park to those cars bearing a special "Longfellow Park Parking Permit."  These must be renewed by writing to the City of Cambridge Parking Commission and requesting the eight passes we usually receive.  Those people that are residents at 5 Longfellow Park can apply for their own parking pass.  The eight passes are used during the week when there is an event or other need.

From Friday 6pm-Monday 8am parking on the Park is unrestricted and no one needs a pass.  This is well known and therefore the Park often fills up at night and on Saturday.

For weddings and memorials, emergency parking - no parking signs can be placed on "our side" of Longfellow Park.  Residents of the house who have Longfellow Park parking passes are asked to park on that side of the park and not in the driveway that day.

It is possible for the family involved to contact the Police Department and ask them to not ticket the "resident permit only" parking on the side streets around the Center (Brattle, Willard and Hawthorne).

Parking Lot:

We try to keep the parking lot open for use by FMC folks coming for committee meetings.  This is an on-going problem as some of the groups have stuff to un-load and re-load and/or have vehicles that deliver important religious teachers.  If necessary, groups can be told that they can leave one car in the lot or driveway, but we try and discourage this as much as possible.

FMC Parking Passes

Two years ago an arrangement was made with the Lincoln Institute (on Brattle Street next to the Longfellow House) whereby our community could park up to a dozen or so cars in their lot behind their building in the evening during the week and on Saturday and Sunday.  Our arrangement had included a "guest-room" exchange on our part, but they have not used this privilege for the past year.

This arrangement is also true of the Longfellow House lot - although there is only room for three-four cars.  [This arrangement should be renewed now that their renovations are nearing completion.  The contact is Jim Shea.  In exchange for this parking, we allow the Friends of Longfellow House to have meetings here - usually only once or twice a year.)

We have devised a system whereby Committee Clerks make passes available for their committee members.  The book of passes is in the Office and lives on the desk.  It is a self-serve/self-renewing system.


Room Use Priority

In general, the room use priorities are as follows:

1. FMC and related groups (FGC (Friends General Council), Salem Quarterly Meeting, NEYM (New England Yearly Meeting), Beacon Hill Friends Committees).
2. Memorials and Weddings under the care of FMC.
3. Cambridge Friends School and AFSC (American Friends Service Committee).
4. City of Cambridge Elections (State and National)
5. Quaker weddings and memorials (not under the care of FMC).
6. Non-Friends weddings and memorials.
7. Not-for-Profit, non-Quaker organizations that involve FMC members or are of concern to FMC members.
8. Meetings (not committee meetings) overseen by FMC members.
9. Other not-for-profit groups congenial with Quaker concerns and philosophy.
10. FMC is not generally available for use by for-profit groups.





FMC Meetings for Worship and Business

Responsibilities:  A clean facility, and during winter weather clear paths and parking.  The FM should also be sure that the kitchen is stocked with paper goods for fellowship and potlucks.

FMC meetings for worship and business are the highest priority in terms of room use. 

General Info:
Meetings for Worship

The Meetinghouse and Friends Center is used all day on Sundays and we do not schedule any outside groups for use before 7pm on Sunday evenings.

On SUNDAYS, activities around the Center begin around 8am.  From Sept-June Forum happens in the Parlor at 9:30, and there are often FDS meetings in the CR before this.  The FDS rooms begin to bet used as of 8:30am.  Meeting for Worship happens in the Meetinghouse twice on Sunday, at 10:30 and 5:00pm.  After the 10:30 Meeting, fellowship and potlucks happen in the FR and kitchen.  Sometimes FMC committees have special events during the afternoon on Sunday, but they usually sign up for theses directly on the calendar themselves and will only contact you about them if there are special needs (AV equipment etc.)  They has been on-going discussion about desk-help coverage for these afternoon events, because right now Bob Carter (who has voluntarily taken up the job of "opening" the Meetinghouse and Friends Center on Sunday mornings, locks up the Friends Center after fellowship - sometime around 1pm and goes home, unless he has been specifically "hired" by the FM to cover more time in the afternoon, but this is rare, generally for afternoon memorials only. (More about Bob and desk help in subsequent chapter.)

The MH stays unlocked all day until after the rise of the 5pm Meeting.

There is a key hidden in the table in the MH Lobby so that the person from the Fellowship and Outreach Cmttee who is in charge of fellowship after 5pm Worship can get into the Center to prepare before Meeting at 5pm.

We generally have "desk-coverage" on Sunday night from 6pm on as needed.  [Talk more about this night.]

On WEDNESDAY morning there is another Meeting for Worship in the Parlor beginning at 8:30am and ending at 10am.  Bob Carter comes in to open up for this Meeting.   They begin at 8:30 and worship until 10am.  It is a good idea to not schedule "outside" groups to be in the facility at this time.  (See further information about youth-group overnights in subsequent chapter.)  The Wednesday morning after the "bulletin deadline" is bulletin folding which happens in the Friends Room.  Bob also sets up for this.

Meeting for Business

This Meeting happens monthly from September - June as a scheduled Meeting, although there is often an adjourned Meeting scheduled after the monthly Meeting.  These Meetings happen in the MH, and there is a regular potluck in the FR before the Meeting begins.

**From December - March, the Meeting happens on 2nd Sunday afternoon after a potluck lunch.

**From April - November they happen the 2nd Thursday night in the MH after a potluck dinner.

This change to Thursday night is important to be aware of as it is not possible to take on a weekly large group that wants to meet on Thursday.  (A few years ago we did have a small Zen Buddhist Sanga that met here on Thursday nights - they usually met in the FR, but on the 2nd Thursday, they met in the Parlor.)

Once a year you will be asked to give an annual report covering activities of and outreach by the FM during the past year.  I generally gave this report in October.  The written copy is due a month before the Meeting for Business where it will be presented in order to get printed in the Bulletin.


FMC Committee Meetings

Generally speaking the FM does not have to get involved in monthly Committee meetings.  The clerks sign up directly on the Calendar and only need be in touch if they have special needs.

The Committees all have regular nights and rooms that they usually meet in.

Do be aware that they have generally not organized their September and subsequent fall meetings until end of August - early September.

There is a bi-yearly Clerk's Meeting which is a good chance to meet with the Clerks and share info if necessary.

Associated Friends Meetings 

NEYM, FGC, FWCC, Salem Quarterly Meeting etc.

Various committees associated with these Quaker groups have meetings here.  They generally will contact the Meeting Secretary who will confirm that there is space for them and ask that they get a confirmation from you.

Beacon Hill Friends Meeting - various small groups from Beacon Hill meet here - They will call you about it - they prefer to meet in the Selleck Room - but will meet in any room that is available.


Meetings for Marriage and for Memorials
(under the care of FMC)

Marriages and Memorials that are under the care of the Meeting have an oversight committee assigned to them.  The FM is involved in scheduling the date on the calendar (which can be scheduled as far in advance as needed), being sure the facility is cleaned and ready and that parking has been arranged for if necessary.

There are white table-clothes to be used for these occasions, the FM should be sure they are cleaned and ready.  They are stored in the Kitchen, along with a punch-bowl, in the upper closet above the micro-wave.

The FM should be around and provide a friendly presence before and during the service to be sure everything runs smoothly.

For large memorials, extra seating is sometimes needed - see section about the Meetinghouse in Part I.

For weddings, if possible it is nice to make all the rooms available to the wedding party - the CR and selleck room can  be dressing/staging areas, as can the FDS rooms downstairs.

For receptions:

Please be aware that FMC does not allow alcohol to be served.  There is seating for around 75-80 people.  The kitchen can be used by caterers, as long as they can up afterwards.

You will need to help delivery of food and flowers and other equipment as necessary.


AFSC

AFSC runs the "Clothing Room" in the basement of the MH.  You need to bill them $375.00 quarterly for their use of the space.

AFSC also has other events and meetings here.  They do not make a standard donation for this use.  Usually, they call the Meeting Secretary who checks out the calendar for them and she tells them they need your final approval for scheduling.

Cambridge Friends School

Has staff and board retreats here.  They do not make a donation.

City of Cambridge Elections

We donate the use of the FR to the City to serve as a local polling site.

The City will send confirmation of the dates they need.  Then a month or so before the election you will hear from them that they need to check the phone line.  Be sure to flip the ELECTION SWITCH in the Tinker Room (it is connected to a jack in the FR).  On the Thursday or Friday before the polling day, the City will drop off the voting machine and the polling booths.  The booths can be left in the corner of the FR, but the machine needs to be stored in the Office.

On polling day, they need to get in at 6am and they are insistent about it.  This needs to be attended to by you or via an arrangement with the Residents.

The day after the election they will pick up the machine and the booths.

There are 2 elections in Fall 2002 - one in September and another in November.

After the election flip the ELECTION SWITCH in the Tinker Room.

It is a good idea to schedule the FR floor cleaning folks to come after the election, as they use some products that make a mess on the floor.

Friends Weddings and Memorials
Not under the care of FMC

In these cases, you will either be contacted by someone from the family or from their Meeting.  The procedure you follow is the same as that discussed above under weddings and memorials, except that we request a donation.  For members of other Friends' Meetings we ask for a reduced rate.  (See pricing below.)  We try and not reserve the space more than six months in advance.

Friends Weddings and Memorials
Non-Quaker

We do make our space available to those people who want to use the space for non-Quaker weddings and memorials, but try and not reserve the space more than six months in advance.  In these cases, the amount of the donation that we request is dependent upon three major factors:  size of the event, whether the reception is also being held here, time the whole event will take.

Pricing Weddings Non-Quaker:
For a large wedding with a reception here the event itself taking say 6 hours - I would charge them $450 for the MH and $250 for the FR.

For a medium wedding with no reception, I would charge them $450 for the MH.

For a small wedding with reception, I would charge $350 for the MH and $150 for the FR, without a reception, I would ask for $400 for the MH.

Pricing Weddings Quaker but non FMC:
For a large wedding with a reception here the event itself taking say 6 hours - I would charge them $350 for the MH and $200 for the FR.

For a medium wedding with no reception, I would charge them $350 for the MH.

For a small wedding with reception, I would charge $300 for the MH and $125 for the FR, without a reception, I would ask for $350 for the MH.

Pricing Memorials:
We tend to charge a bit less in the case of Memorials.

Not-for profit groups that involve FMC members

The Meeting allows members who are involved with not for profit groups to use our space for meetings and events in exchange for a donation, dependent upon size of the group, room location, date and time.  (See price list attached).

Other Not-for-Profit Groups

The following is an excerpt from my annual report in 2001 - it best captures the kinds of groups and the spirit in which we provide outreach in the form of meeting space to them.

" The second subject of The Advices that is important to facilities management is that of Outreach.  Faith and Practice advises Friends, "while remaining faithful to our Quaker insights, and ready to share them with others, let us seek to understand the contributions made by people of God everywhere.  Whenever possible, let us seek to enter into prayer and work with the wider community of faith."  The outreach that we provide does reflect an appreciation of the "diversity of the world" of faith and an understanding of the "contributions" of others.  We currently open our space on a regular basis to three Tibetan Buddhist groups, and an Ashtanga Yoga group, a Hindu teacher and a Sufi group, as well as the Food Project, Solutions at Work, a standing Saturday morning AA group, a regular meeting of "A Course in Miracles", Dances of Universal Peace, the Cambridge Light Circle drumming group, and the Ornish Heart group. We also make our space available to such groups as Headstart, Scale, On the Rise, the American Cancer Society, the Public Conversations Project and other social service organizations that are looking for a place to hold staff retreats or training programs.  Over the past year we also hosted the "Friends of Longfellow House". AFSC had a number of programs here, and our neighbors continued to cast their ballots at elections times in the Friends Room.  We had a number of concerts including a Chamber Music Series by Sarasa, a concert by Village Harmony, and a Power Sing with Nick Page.  In addition to FMC youth retreats, we hosted two different Friends School groups, as well as the Audubon Expeditions travelling program.  Our longest standing Buddhist group, Kurukulla, has finally become a large enough group that they have been able to buy their own facility and will no longer be meeting here after December."

We try and reserve the space no more than two months in advance for "outside" groups, but there are some exceptions as will be discussed below in a section on "regular groups."

Weekly Groups:
AA - Saturday morning 9:30 - 11:30 in FR (can be moved to the MH with coffee set up in FDS if necessary).

"A Course in Miracles" Saturday morning 10am in Parlor or CR - overseen by FMC member.

Dzogchen - Buddhist group - every Monday night 6-10pm in MH.
2nd Saturday in either FR, MH or Parlor from 12 - 3.

Yoga - Tuesdays and Fridays in FR or MH - Parlor if all are taken.

Bi-weekly groups:
Cambridge Drumming Circle - every other Friday in MH only.

Dances for Universal Peace - MH on every other Friday.

Monthly groups:
Solutions at Work - 3rd Wednesday - FDS 3
Alliance for Democracy - 3rd Wednesday - FR or Parlor

Periodic groups:
World Federalists
Green Party
The Food Project
Headstart, 
Scale, 
On the Rise, 
The American Cancer Society, 
The Public Conversations Project
"Friends of Longfellow House"
and others.

Musical Groups:
Sarasa Chamber Music Series
Village Harmony
Nick Page Power Sings
Sufi music
Earlham Concert Choir
Other small concerts



Process for Outside Group Room Reservation

Scheduling and Preparation

When space is reserved by an "outside group" the FM gets the necessary contact information, discusses the room use guidelines with them and generates an agreement to be sent to them along with a written copy of the guidelines.  (See samples provided below.)  The FM then enters their reservation onto the calendar, and oversees that they pay their donation.

It is most important with groups to discuss the parking problem with them and for them to NOT put our phone number on any of their publicity.  We cannot field their calls for directions and information.

It is also important that they understand our schedule.  Evening meetings cannot happen, except by special arrangement before 6pm when the evening "desk-help" shift starts.  Except in special circumstances, we must close down in the evening at 10pm.  For day groups, the Meeting Secretary does no get in until 8:30am.  If they must get in before that, the FM must make arrangements with the Residents.

All attempts are made to provide a tidy room for those using the space, although the facility is only completely cleaned once a week.  [In the winter the FR floor needs to be washed twice a week.]  If use of our VCR, screen or slide projector is needed we allow this use.  The FM should set this equipment up for day groups and have the evening desk-help folks set it up for evening group use when needed.

The rooms need to be checked prior to use and windows opened and fans turned on - or heat turned up and lights turned on.  The evening desk-help folks do this at the start of their shifts and during the day for day groups it is the FM's responsibility.




Hosting Outside Groups

Daytime (Mon--Fri)
The FM is responsible for meeting the day groups when they get here, helping them get settled, get them parking passes etc.  Once they are settled and the Meeting Secretary is here, they can be left unattended.

Evening and Saturdays
The FM arranges for evening desk-help to provide a "friendly presence" at the front desk.  The evening shift generally starts at 6pm and lasts until 10pm.  This person "opens" the facility and makes sure that everything is ready for the expected groups, provides "security" when the buildings are open, and "locks down" everything at the end of the night.

The Saturday shift begins at 8am and always goes at least until 12:30 but can sometimes last through the afternoon and evening depending on the schedule.  Bob Carter traditionally works this day.

Evening and Saturday Desk-Help

This job begins by opening up the Center and making sure the rooms  are ready for the groups expected on the calendar.  They turn up heat and lights or open windows and turn on fans.  They then provide a presence as groups meet and lock down the Center at the end of the evening, turning down heat, locking windows and turning off lights.

They can also be asked to do a chore nightly.  For instance, Tuesday night the garbage cans need to be brought in off of the street, or there is some extra office work, or supplies need to be put away, or there is some watering to be done, or shoveling.  I try and have this extra work not take more than a half hour or so of their shift.  Due to physical problems, Bob Carter cannot help on the manual labor extra-tasks, but he does collect trash and re-stock the bathrooms.  He can also be called upon to do extra office-desk work.

Desk help workers should be given a key to the front door of the Center and to the Office as they can access the key ring for all other purposes there.



Center Resident Tasks

Evening Desk-help coverage

Hosting help

Weekly cleaning of the facility by Sunday 8:30 am.  (6 hours)

Bathroom and kitchen cleaning again by Wednesday 8:30 am. (1 hour)

Watering (1 hr per day or 1.5 every other day, but front MH beds need some everyday).

Mowing grass (weekly - 1.5 hrs)

Weed whacking (weekly 1 hour)

Garbage and Recycling (weekly 1.5 hrs)

Raking and shoveling as needed.

Guest Room laundry

Watering Houseplants (.5 weekly)

Seasonal Extra Special Cleaning ( once a season 12 hrs)

-------------------------------------

More to come - but this is the gist of it.




