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2/8/2009  (from Tom's notes)
Updated 5/4/2009
Building and Grounds Chairperson

Job Description:  Maintain a pleasant overall appearance by keeping on top of routine maintenance.  

· Set up rooms after use.  

· Oversee maintenance of building, including contact with vendors and service providers. 

· Coordinate volunteers to carry out various tasks.  

· Coordinate with Landscape committee chair about plantings.

HVAC Heating/Air Conditioning

Twice a year – at the start of the cooling and heating season, have the heating company come out and check our system, including the air to air exchangers.  Currently we use C. Albert Matthews.  Their technician Hughie is familiar with our building.  They have the code for our side door key box (7401).

Alarm System

Our service is:

Bay Country Alarms

PO Box 943

Cambridge, MD  21613

410-820-6040, 800-773-6040

2/09 letter from Bay Country advises "... backup battery lasts 5-10 years... Your alarm system runs a self test on the backup battery every 24 hours.  If the battery tests low, the alarm panel will automatically notify the Central Monitoring Station, who in turn will notify you and Bay Country Security.  Once notified, we will take the necessary ateps to get it replaced.  During this time, the panel will also display a yellow trouble light....We are able to diagnose many issues and frequently resolve any problems form our main office."

Dick recommends that the system be tested annually.  Requires coordination with the service/responders.

On 5/4/2009, Dick updated the list of persons to be contacted in the event the fire alarm is activated.  This updated information is being sent by Bay Security, Inc to Talbot County.  The following persons are contacted in the order listed until someone is reached.
1) Tom Anovick
2) Dick Doughty
3) Roger Williamson
Key Lock Boxes


There are two lock boxes containing building keys. 


At the front door – used by members.  The code is 8103


At the north side door on the post facing the door – used by contractors.  The code is 7401.

Heat/AC Settings
Main heat is provided by an oil-burning boiler


Zones on the thermostats are:

· office, minister’s office, back office, restroom

· foyer, Archer-Shee room, Emerson lounge, kitchen

· RE rooms, hallway, restrooms

· Meeting room

1. heating only

2. auxiliary heat pump for both heat and AC


The boiler cannot efficiently bring the entire building up to temperature all at once.  The thermostat programs need to be staggered at least 20 – 30 minutes apart.  The meeting room takes along time to heat up, so do it part way then come back and finish it off.  Allow a few hours for the rooms to come all the way up to temperature.  Start heating the rooms in the core of the building first, and move to the outside.


Meeting room – at 6 am up to 66 degrees


Foyer at 6:30 up to 70


RE  at 7:00 up to 70


Office at 7:30 up to 70


Meeting room at 8:00 up to 68-70

Winter settings – lower rooms to 60 degrees when not in use, up to 68-70 for use

Summer settings – raise rooms to 80 when not in use, down to 74-76 for use

Room Set-ups

Meeting Room - Service


Approximately 60-70 chairs fit in the larger section of the meeting room, and 20-30 in the back section.  Place a hymnal on every other chair.


Aisles are not just a good idea – they’re the law.  We must have a 36 inch wide center aisle for wheelchair accessibility.  Our emergency side doors must have an aisle in front of them, just like an airplane.  These side aisles also allow access to the chairs on the outside of the rows.  (The first to arrive always walk down the center aisle and sit on the aisle chair.  Then people who come later have to climb over them.  Providing an outside aisle eliminates this problem.)


Keep extra chairs in the coat closet, not the closet in the meeting room, so you can get to them while the service is in progress.

Meeting Room – Potlucks


Changing the set-up of the room is best done with most people out of the room and just a few setting up tables and chairs.  Try to put the tables in the smaller portion of the room to keep the echo effect at a minimum.

Archer-Shee Room


Currently this room is being used for coffee hour, and will need to be set up some time before Sunday service.  Place two tables long the parking lot wall for food.  Stack up the chairs and put them in a corner.  Set the TV in the opposite corner (it its not already there).  Move the other two tables to the copy room hallway.


After service, re-set the room to its meeting configuration.  Vacuum the carpets.  Set up all four tables together to make one big table.  Place all the chairs around the tables.

Septic System

Our septic system consists of the old septic tank, a second new larger septic tank in series with the first tank, a pump station to pump effluent to the tile field and then a tile field.  The pump station (located outside, east of the sanctuary wing) has a red light to indicate that a high level exists in the pump chamber.  If the light comes on, the cover on the pump chamber (slightly below the ground) needs to be removed and the cause of the problem determined before the sewage system backs us.  If you want to see some pictures about this, look in the Project Picture Book in the office.
 

Lights


Spare lightbulbs are kept in the janitor’s closet near the office restroom.  They are over the sink.


T-12 4-foot fluorescent lights (used in the RE wing) are stored in the attic.  These are for old light fixtures from our old building that were still in good condition.


The office wing has new style fluorescent lights.

Sound in the Meeting Room


Yes, everyone, including the Board, knows there is a problem with echoes in the meeting room.  An acoustic expert was consulted after the building was finished.  His report asks us to weigh aesthetics vs. practicality.  So far, aesthetics has won.  This means the front portion of the room with a high ceiling is essentially unusable for social events such as potlucks or coffee hour.  It is great when one person is talking or singing.  But multiple voices bounce off the walls and echo to the point that most adults cannot distinguish words.

Storage


Storage in the building is at a premium.  There is some on the shelf in the Janitor’s closet, on the upper shelf of the coat closet, and in the furnace room (for non-flammables).  There is lots of room in the attic, but getting stuff up there is a challenge.  The pull-down stairway to the attic is in RE #3.  The latch key is above the exterior exit door in that room.


The outdoor shed is primarily used for gardening tools and bulk storage.  The current large shed was obtained because we needed it to store everything during construction.

Chairs and Tables storage


Tables can be stored in the closet in the meeting room, but chairs should not be.  This is because you can’t get them out to set more up while the room is in use – people are sitting in front of that closet.  We have both 6 foot and 8 foot tables.

Keep chairs in the hallway coat closet.  You can get access to them there while the meeting room is in use.

We do not have any additional storage space for chairs.  Nor is there room for any more 6 foot tables.  Only a few more 8 foot tables can be purchased before storage becomes an issue.

Purchasing recommendation: We could use a few more folding chairs for the best-attended services.  It would be nice to get matching stackable chairs for the Archer-Shee room.

Lawn Care


You will have very little interaction with the lawn people.  Call them in winter to get a quote for next spring.   Currently the lawns are maintained by Cindy Meekins.

Snow


As snow season approaches, leave a snow shovel and snow melt chemicals by the exit doors in case they are needed by anyone using the building.  Also put reflector markers on the edges of our driveway by the culvert.


In case of a noticeable snowfall, coordinate with any group that will be using the building (Adult RE, choir, etc)

Before service, get the sidewalk cleared by the entrances.


The decision to have service or not is made by the Minister and Board President.


Curtis Satchell plows our parking lot.  He tries to plow AFTER the state plows the highway, because the state plows the snow across the entrance to our driveway.

Coats


Upon arrival of Fall, clean out the coat closet in the hallway.  You won’t know when that first cold Sunday will be.  For the first few cold weeks, leave the door on the left open so people can see that there is a coat closet (we always have new people who joined over summer, and the regular members forget).

Holidays


The Christmas tree is in the attic, along with Christmas decorations.


May Day decorations are in the shed.  We buy a new Maypole each year – a 16 ‘ 4x4.

Use of the Building other than for Service


These same procedures apply whether the building is used by a member group or an outside rental.


Office staff who arrange the building use need to:


Notify the building and grounds chair

Who then needs to:


Notify the cleaning person


Notify the chair crew (re-set the meeting room before service)

Service Providers

Heating/Air Conditioning

C. Albert Matthews
410-822-0900

Heating Oil



Griffith Energy
410-822-2000

Lawn Mowing



Cindy Meekins


Snow Plowing



Curtis Satchell

410-822-5336

Electrical



DC Electric

410-820-5900
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Note the 3 aisles: center, along the windows, and to the exit door at right.

The chairs are set up in a slight curve to make it easier to see the speaker.

[image: image2.jpg]



Chairs break for the side exit door, then continue to the back of the room.  

Note the 3 aisles: center, along the window side, going toward the side exit door.

Chairs with arms are set along the center aisle for use by the elderly.

