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Please select the location(s) below for which this procedure applies:

(  Elizabethtown

(  Lafayette Hill

( Sewickley

(  Warminster

III. 
PROCEDURE
A. Usage Availability and Fees
1.
Availability and usage is acquired through the COO, Health Care Services Office, Masonic Village at Elizabethtown, on a first-come first-served basis.  This office can be reached at 717-367-1121, extension 33752, during normal business hours.

2. The fee to use the Multipurpose Room, including the kitchen, and the Frey Southampton Assembly room, is payable only when a meeting is scheduled in the month:

a. For Lodges, $250 per month.  This cost includes a regular stated meeting, rehearsal, and extra meeting if needed.  This includes use of the Multipurpose Room, including the kitchen, and the Frey Southampton Assembly Room.
b. For Eastern Star and Daughters of the Nile, $100 per month.  This cost includes a regular meeting and a rehearsal if required.  This includes use of the Multipurpose Room, including the kitchen, and the Frey Southampton Assembly Room.
c. For youth groups, no charge.

d. Payments are made for six months in advance of using the space; for example, the first payment would include usage from April though September and the second payment for October through March.  Please call the COO, Health Care Services Office if this payment schedule is problematic for your group.  No payment is required if the group does not meet during a month.  

e. Checks should be issued to the Masonic Village at Warminster and sent to:

Administrator

Masonic Village at Warminster

850 Norristown Road

Warminster, PA 18974

Please include the Lodge name and the months the payment is for in your correspondence.  

B. Keys

1.
Keys are available for the Frey Southampton Assembly Room and Multipurpose Room.  Each set contains 4 keys, and one set will be given to each group using the rooms.  The “key holder” will need to sign the Key Holder Form upon receiving the keys.  That form is available at the front desk during normal business hours.  Additional sets of keys may be purchased at $25.00 per set upon request, and an additional Key Holder Form will need to be completed when the keys are received.

2.
Keys to the building should not be loaned out.  If there is a change in “key holder”, a form designating that holder needs to be completed.  That form is available at the front desk during normal business hours.

C. Entrance

1.
Entrance to the Frey Southampton Assembly Room is through the side door at the Frey Southampton Assembly Room sign. 
D. Room Usage
1. Room set up and tear down is the responsibility of each group.  
a. Frey Southampton Assembly Room--Alter and candlesticks may be moved for room set up;  however, all other furniture should be left in place.  When it is necessary to rearrange furniture, it is the responsibility of each group to return the room to the original furniture set up as a Lodge room.
b. Multipurpose Room--When it is necessary to rearrange furniture, it is the responsibility of each group to return the room to the original furniture set up.
2. All facilities are to be left clean. 

a. There are cleaning supplies in the kitchenette for group use.
b. A vacuum cleaner, located in the examining room outside the assembly room, is available for your use. 
c. If a carpet spill occurs, please use the spill kits located in the Ladies’ and Men’s Restroom closet.  

d. Work request forms are kept in the kitchenette.  Please complete a form for any problem, including any carpet spills.

e. Routine cleaning will be performed by the facility.  An extra charge will be assessed for more involved cleaning of areas at $20.00 per hour.  

3. Smoking, Food, and/or Drink 
a. Smoking is not permitted in the facility.

b. No food and/or drink is permitted in the Frey Southampton Assembly Room.  

c. Food and/or drink is permitted in the Multipurpose Room .
4. Locking Building 
a. All doors must be securely locked when leaving the building.  This important safety measure is intended to protect frail residents who may wander into unsupervised areas where they may be at risk.

5. Fire Regulations

a.
Masonic Village at Warminster is regulated by state and local authorities and must adhere to strict fire regulations.  Fuel, matches, and/or candles are not permitted, and should not be used or stored in the building.

6. Non-Facility Appliance Usage

a.
Any appliance, large or small, must be pre-approved by the Administrator of the Masonic Village at Warminster before being brought into the building.  All approved appliances should be dropped off at the front door for inspection by the Maintenance Department prior to planned usage.  The appliance will be inspected and tagged if approved for use in the building.

7. Furniture

a. Organizations need prior approval by the Administrator of the Masonic Village at Warminster for any furniture brought into the building.  
8. Pictures

a.
Any pictures/wall hangings need prior approval by the Administrator of the Masonic Village at Warminster before being brought into the building.  If approved, pictures/wall hangings should be dropped off at the front door for hanging by the Maintenance Department.   
E. Storage Areas
1. All groups using space must purchase a cabinet(s) from and specified by the Masonic Village unless they have no storage needs.  This purchase will be considered a contribution to the Masonic Village as the cabinet will remain at the facility should the group decide to meet elsewhere.  If, in the future, the group would contribute additional funds to total $1000, the group would be recognized on the Friend to Friend plaques for the contribution.

2. All items should be clearly marked to indicate group ownership.
3. The Ancillary Room is to be utilized only for storage of:

a. Masonic Village at Warminster’s tables and chairs storage, 

b. the Southampton Square Club office and storage, 

c. Eastern Star and Daughters of the Nile alters, cushions, and pedestals,
d. the Southampton-Radiant Star Lodge office and storage,
e. And two (2) storage cabinets belonging to Herman/Humboldt Lodge.

f. DeMolay tall electric candles
4. Any items that cannot be stored in the group’s cabinet(s) must be removed from the building at the end of each meeting, with the exception of E.3. above and the furniture set up as a Lodge room.
5.
Kitchen storage is not available for group use.  Kitchen storage is only for the Masonic Village at Warminster’s Resident Therapeutic Recreation program.  The refrigerator may be used the night of the meeting.  
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