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There are a lot of groups who meet in our building, so it is important that you reserve your space.
Sub-committees don’t need to Social Justice Committee approval to plan an event.
Others should contact the Social Justice Chair for Committee approval of an event before reserving space.

Room Reservations:
e  First find out if the room you want is available. The calendar is on our website.

o Sanctuary Use: Use of the sanctuary requires program chair approval. (Lauren Kelly)

o Walk Through Rooms: We would like to not have groups meeting in the lobby and the
library. There should be enough meeting places that we don’t have to use walk through
rooms.

o RE Rooms: Pam Baxter has provided descriptions and a drawing of the RE rooms with room
numbers. Rooms 4 and 6 are best suited for meetings. The nursery should only be used as a
nursery. Please leave all rooms as you found them.

o Other Rooms: The meditation room and the coffee room may also be used.

e Call or email our administrator to reserve a room and warm it for you. We have an enhanced
heating system that can heat rooms without raising the temperature of the whole building.

Keys and Passwords
There is a new key fob system, and there are new passwords.

e There are a restricted number of fobs.

e Chairs of committees that have regular meetings when the building is not already open should
contact the Social Justice Chair, who will tell the executive team that you need a key. Only one
person per committee will receive a key.

Opening and Closing:

e There are bars and alan wrenches for unlocking and locking doors. Someone can show you how to
use them.

e Please put furniture you used back where it belongs and leave the space in good order.

e If you are the last to leave, please be sure that all doors are shut and locked.

e You will need the code to set the security system.

Table Closet Warning:
Please be extremely careful when handling tables in the table storage closet.

Other Building Needs:
Contact the Executive Team if you have something that needs to be done with the building.

e We have a Volunteer Maintenance Team led by Mike Werner who are working down the priority list.
e There is a work priority list.

Aesthetics:

The Aesthetics Team (led by Heidi Freyer) must decide about any decorating or furnishings.
Contact the team for approvals.



