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Dormitory Handbook

2011-2012

P.O. Box 27009, Philadelphia, PA  19118  (  (215) 887-5511  (   (800) 373-0119  (   www.wts.edu
Westminster Theological Seminary offers single student housing in Machen Hall Dormitory located on its main campus. Machen Hall accommodates 5 women in 1 single and 2 double occupancy rooms and 9 men in 9 single occupancy rooms. With the exception of one RA for each floor, these rooms are only available to first year full-time students pursuing their studies at Westminster Theological Seminary’s Philadelphia campus.
Student Housing Procedures

Eligibility: 

Westminster Theological Seminary housing vacancies are available only to first-year students (with the exception of two RAs) enrolled full-time at Westminster Theological Seminary and who are in good standing with the seminary. Any student who drops below the normal full-time course load will be asked to leave the dorm within 30 days.

Westminster Seminary’s Non-Discrimination Policy:  
Westminster Theological Seminary is committed to maintaining a positive work environment that upholds biblical standards. The Seminary will not tolerate discrimination or harassment based on race, religion, color, ancestry, national origin, sex, age, disability, marital status, or any characteristic protected by federal guidelines.

Application: 
To apply for dormitory housing, please complete the one page dormitory application (available online in the “Current Student” section) and mail along with a $250 non-refundable deposit to the Coordinator for Student Affairs, Westminster Theological Seminary, PO Box 27009, Philadelphia, PA 19118. Applications will not be processed without the accompanying $250 deposit. (Deposit is refundable only if no room is available.) Once our office has received your application and deposit, you will receive an email confirming receipt of these items, which guarantees your placement on the waitlist for dormitory rooms. We will notify you about the status of room availability no later than May 1st with information pertinent to your moving into the dorm prior to the start of school. Only fully admitted applicants may apply. (For international students, full admission is attained upon the successful completion of the Affidavit of Support.) 
Room Assignments:
Rooms will be assigned to incoming students based on: 1) the order in which the housing application and deposit are received (first choices are given to those who send in the application and deposit early), 2) answers to compatibility questions in the housing application and 3) any stated preferences given in the housing application. Priority will be given to students coming from great distances.

Moving into the Dormitory:
The Resident Assistant will assist you in moving into the dorm, orientation to the dormitory, and other important aspects of dorm life. You will be provided with RA contact information, check-in information and other important information once you have been awarded a dormitory room. 

Furnishings and Appliances:

The dormitory is furnished with a fully equipped kitchen, including stove, refrigerator, eating and cooking supplies, and dining room. The dormitory also has coin-operated washers and dryers for student use. All dormitory rooms are furnished with single bed, bureau, desk, chair, bookcase, lamp and closet space.  You may not remove dormitory furniture from your room. The following are some items you will need to bring with you: 1) bed and bath linens, 
2) additional lamp or reading light, 3) special cooking supplies you may wish to have for meal preparations (please label with your name). 
Meals:
Westminster does not provide a food service at the dorm. However, the dorm offers a fully equipped kitchen and provides ample storage space for students’ groceries. Students can expect to prepare their own meals. Dorm residents sometimes prepare meals together and share expenses when eating as a group.

Utilities:

Westminster Theological Seminary will furnish the following utilities: water, gas, electricity and wireless internet connection. 
Please note: Every effort has been made to provide wireless internet access to the women’s dorm. Most residents do not experience problems with internet access, but due to the age and structure of the building, there are limitations to receiving wireless signals on the third floor of Machen Hall. Computers manufactured during or after 2008 stand the best chance of receiving the signals aimed to the third floor, while older computers do not have much chance at all.  It is possible that a resident may experience problems accessing the internet from her dorm or study room. There are other locations within Machen Hall and on campus to obtain internet access if a student has trouble accessing it in the dorm. 
Mailing Address:

Dorm students may receive mail in their student mailboxes. 
Machen Dormitory’s mailing address is: 


PO Box 1073


Glenside, PA 19038

For packages mailed UPS or FedEx, you can use the street address: 
2960 W. Church Road, Glenside, PA 19038.

Dormitory Terms and Conditions

Rent Agreements:

All rent contracts for dormitory housing shall begin no more than three days prior to the first day of each semester/term and shall run through May 31 of the spring semester. Any length of time you wish to stay outside of these limits is subject to extra fees and is by permission only. (Exceptions are made for international students arriving in the US for the first time.) Students are expected to occupy their room for the duration of the rental agreement. Students who desire to move out prior to the completion of the second semester should notify the Coordinator for Student Affairs as soon as possible. Please keep in mind that you will not be refunded your dorm charge. 
Rent and Other Charges of 2011-2012
Each student’s housing fee should be paid to the Westminster Business Office by the end of the first full week of classes of each semester, according to the schedule below:




Semester

Winter/Summer
Single Occupancy = 
$1250


$320/month

Double Occupancy =
$1050


$270/month

Failure to pay on time will result in an automatic late fee of $25. Housing fees will be reviewed on a yearly basis for possible adjustment on July 1st of each year.

A non-refundable deposit of $250 must be paid up front with the housing application in order to secure a space on the wait-list for a dormitory room. Should a space become available, $100 of the deposit will become a security deposit and the remaining $150 will be applied to your semester’s housing fee. The security deposit will be refunded to you upon expiration of the contract if, upon vacating the dorm room, your room and food storage areas are in a good, orderly, and clean condition. 

Liability for Housing:

It is your responsibility to provide insurance for your own belongings. Westminster Seminary will not be responsible for any loss or damage caused to your person or property by theft; water; steam; rain; snow; ice; sleet; fire; frost; storms; or accidents; or by breakage, stoppage, or leakage of water, heating or cooling equipment, sewer pipes or plumbing; mechanical breakdown or failure; electrical failure upon, about or adjacent to the premises.
In case of the partial destruction of the dorm by fire, accident, or the elements so as to render them or any portion of them unsuitable for residence, a pro-rata portion of the housing fee will be refunded for the duration of the time the dorm is uninhabitable. Westminster Seminary may, at its option, either repair the premises or terminate this contract. The total destruction of your room or the dorm by fire or otherwise, without the fault or negligence of the seminary, shall terminate this contract. The seminary would, in such a situation, assist you in the location of other suitable housing. 

You will be fully liable for all damages to the premises that occur during your occupancy, whether caused by your own negligence or that of any of your guests. 

Westminster Seminary reserves the right to change or add to these rules at any time. Upon receipt of the new rules, residents shall be bound by them. 
Moving Out of the Dormitory:

The Resident Assistant and the Coordinator for Student Affairs will assist you in checking out of the dorm. Upon moving out of the dorm, all residents must thoroughly clean their rooms and food storage areas. If the room and food storage areas are cleaned in the following manner, the security deposit will be refunded. However, the security deposit will not be refunded if they are not properly cleaned. We recommend reserving one or two hours in your move out schedule to thoroughly clean your room and your food storage areas in the kitchen:

· All furniture, shelves drawers, and window sills dusted with cleaner or damp cloth

· Entire floor thoroughly vacuumed (includes closet)

· All baseboard and heaters dusted with damp cloth

· All light switches, door knobs and surrounding area on doors thoroughly cleaned with disinfectant

· All windows washed with window cleaner

· Air conditioner filter emptied

· Trash emptied

· All your food bins/refrigerator space in kitchen thoroughly cleaned

· All items in basement storage cleared and moved out

The RA and Coordinator for Student Affairs will inspect the room, food storage, and basement storage areas when all belongings have been removed and cleaning completed. Any undue damage to seminary property beyond normal wear and tear will be the financial responsibility of the resident and may result in the forfeiture of all or part of the security deposit as well as other fees. 

Any students living in the dorm may continue to reside in the dorm until May 31. After that date, any remaining items left by dorm residents will become the property of Westminster. Please do not “will” any belongings to the seminary or future residents without prior permission from the Coordinator for Student Affairs. Items left behind that require disposal may result in forfeiture of the security deposit. 
Living in the Dorm
These regulations are provided for the benefit and comfort of the dorm community. While many are explicit, there is also an assumption that those within the community are caring and responsible adults who desire to show reasonable concern for people and property.

Alcohol: 
Within our community, there are widely divergent views concerning the use of alcohol. Westminster believes all its community members are called to be sensitive to those who differ in their convictions. In an effort to maintain a gracious and uplifting environment, Westminster has prohibited the use of alcohol anywhere on its campus. Students are encouraged to extend a gracious, understanding attitude to brothers and sisters who hold differing views. 

Cleanliness:
Please exercise neatness with respect to your person, belongings, room, food storage areas and shared living areas. Also, please leave halls clear of any objects, including empty boxes, as this is a fire hazard. 
The resident assistant will make a scheduled inspection of all dorm rooms at least once per semester. These walk-through inspections ensure proper stewardship of seminary property as well as maintain student safety and well-being. 
Disputes: 

In the event that two or more students are unable to reconcile their differences, we ask that you please first involve the RA in hopes of achieving reconciliation. If reconciliation is still not achieved, the RA will involve the Student Affairs office to arbitrate the matter.

Firearms:

Possession of firearms, or instruments of crime, is prohibited. Use of firearms or instruments of crime is grounds for immediate expulsion. 

Illegal Substances: 
The use of a non-prescribed, controlled substance, or the sale, possession, or distribution of controlled substances is prohibited and grounds for immediate expulsion. 

Parking: 
Dorm residents may park in any students designated parking space on campus. See Westminster’s parking brochure and the student handbook for parking information. Illegally parked cars are subject to towing at the owner’s expense.

Pets:
Pets (including birds, reptiles and fish) are not permitted in the dormitory.

Quiet Hours:

Out of courtesy and respect for your student neighbors, please make every effort to keep your noise to a minimum. Please respect formal quiet hours from 9:00pm to 8:00am. Any disruptions should be reported directly to the RA. 

Repairs/Problems:

Please report all repair needs, supply replenishments, and other related problems directly to the RA, who will communicate directly with Physical Plant and Building Services to address the issue.  For air conditioner removal or installation, please contact the RA. Building Services is very responsive to requests to remove or install an air conditioner, usually within a few hours. Do not attempt to install or remove an air conditioner yourself. 
Any authorized representative of Westminster Seminary shall have the right to enter any room at any time to protect health or property and at any reasonable time for the purpose of repairs, improvements, inspections or care of the property. When possible, 24 hours notice will be given. 
Smoking:
Smoking is not permitted in any seminary building under any circumstances.

Snow Shoveling:

On occasion, the Philadelphia area experiences significant snow accumulation, requiring the seminary to shovel all sidewalks, steps and other public accesses for safety and law-abidance. As part of their service to the Westminster community, dorm residents may be called upon to assist in clearing snow from these areas by the RA and/or the Office of Student Affairs.

Storage:

Each resident may store items in the basement in the area designated for their particular room. All items in the storage spaces should be neatly boxed or bagged and clearly dated and labeled with the owner’s name. Items that cannot be boxed or stored neatly in the space provided must be approved by the Coordinator for Student Affairs. 
Men and Women in the Dorm:
Out of a desire to give no cause for concern or reproach and for respect of privacy, we encourage male and female dorm residents to congregate in common areas and not in individual rooms. 

Modesty: 

Dorm residents are expected to dress with modesty. When leaving their respective floors, both men and women residents are asked to be appropriately dressed as Machen Hall is a center for business at Westminster. This includes weekends. 
Visitors:

A visitor is any person not currently residing in the dorm. No female visitors are permitted on the men’s floor, and no male visitors are permitted on the women’s floor. Furthermore, visitors are not permitted in dorm rooms after 10:00pm or in lounge areas after 12:00am. Also, same-gender overnight visitors may reside with a dorm resident for two nights if there is an extra bed available. Beyond two nights, a $20/night fee will be assessed. Overnight visitors are not allowed without prior approval from the Coordinator for Students Affairs or the Dean of Students. 
Winter Break:

During Christmas break, students are allowed to leave their belongings in their room, assuming they will be returning at the beginning of the January term. If a student leaves the dorm for the January term, he or she may be asked to store his/her belongings to make room for another student to stay in his/her room on an interim basis. There is storage available in the basement of the dormitory. Please see your RA for help in finding an appropriate space to store your belongings. A student is considered to be occupying a room and thereby charged for rent if belongings are left in a room during January. 

Lost Keys: 

Please report a lost key to the RA. Lost keys are subject to a $5 replacement fee. 

Kitchen Etiquette
The kitchen can be the social hub of the dorm. Care should be taken to follow the rules and look out for the interests of others so the kitchen remains a hospitable (and sanitary) place for gathering and fellowship. 
Cook ONLY in the kitchen where adequate electrical outlets are available since portable electrical appliances such as hot plates, microwaves, rice cookers, etc. are not permitted in dorm areas for fire safety reasons.

Please clean up after yourself immediately after eating. Store all food and personal kitchen items in your assigned storage bins (assigned by RA). Following are a few guidelines for kitchen use:

· Any time the stovetop or oven is used, the exhaust fan MUST be turned on.
· Do not leave cooking unattended. For food on the stove, remain in the kitchen. For food in the oven, you must remain on the first floor of Machen Hall – do not leave the building or go up to your room.

· If a pilot light goes out, usually indicated by burners not working, or you smell natural gas, notify maintenance (or the Student Affairs Office during office hours) IMMEDIATELY, no matter what time of day or night.

· Use appropriately sized pots and pans on the stove to prevent food from spilling over the side of the pot, a common cause of the pilot lights going out. Deep frying and cooking in hot oil must be carefully attended. 

· Each resident is assigned refrigerator space and is responsible for keeping that section of the refrigerator clean.

· Each resident must properly clean out their food bins. There IS a rodent problem from time to time. Clean food storage areas help a lot!! 

· Due to noise, the walk-in refrigerator may not be accessed after 11:00pm.

· There are two fire extinguishers in the kitchen – know where they are and how to use them! 

· If equipment malfunctions or doesn’t seem to be working properly, please stop using it and report the problem to an RA. 

· The kitchen is for the use of Machen employees and residents and occasionally by the Student Association for events like the Fall and Spring Picnics. At times, it can get a bit crowded. It is best to ask any guests to wait for you in the dining room or elsewhere while you prepare your meal. Dishes, silverware, etc are not to be loaned to non-resident students for any reason. 
· The kitchen should be a place where every student feels comfortable. It is good to treat each other as brothers and sisters in Christ, exhibiting kindness, care and concern as you would to a member of your own family. Dressing modestly, sharing space and treating each other courteously, cleaning up after yourself, etc, generally makes using the kitchen an enjoyable part of one’s day. 
· Please remember that the Student Affairs office is across the hall from the kitchen. Student Affairs enjoys the camaraderie and fun taking place in the kitchen, but it is helpful for business if noise and commotion is kept to a dull roar during the lunch hour.
· Cooking odors can be an issue. If you are planning to cook something with a very strong odor, it is appreciated when the cooking takes place after business hours. If you cook bacon, bake cookies, etc, please make extra to share with the Student Affairs staff. (Just kidding. () 
Fire Safety Regulations

The following steps must be taken to comply with fire safety regulations:

· Any air conditioner must be plugged directly into a socket; extension cords or power strips may NOT be used for AC units. 

· Absolutely no open flames in dorm areas (candles, smoking, incense burning, etc.)

· No smoking.

· Cook ONLY in the kitchen where adequate electrical outlets are available since portable electrical appliances such as hot plates, microwaves, rice cookers, etc. are not permitted in dorm areas for fire safety reasons.

· In case of a fire emergency, close interior doors as you exit you dorm area (helps prevent fire from spreading)
· If an alarm is sounded, exit the building IMMEDIATELY. Ask questions later. Use the nearest available exit. When exiting a smoke-filled room or building, stay low, crouch down and move quickly. If all exits are blocked, stay by the window, and yell for “HELP”! DO NOT go into closets or under desks. If you should catch on fire, STOP, DROP and ROLL until the fire is out! 
· Assemble on the lawn behind Van Til Hall or on the lawn in front of the library. Keep away from all buildings and cars. Do not attempt to drive your vehicle. Be aware of any arriving fire and emergency vehicles. 

· Remember “RACE”, the acronym for the four essential steps to take if you discover a fire:

Rescue persons in immediate danger from the room on fire.

Alarm must be sounded. Dial “911” and pull the closest fire alarm.

Contain fire by closing all doors in the fire area, once everyone has been removed from the room containing the fire.

Extinguish small fires, if the rescue, alarm, and contain procedures have been followed and the fire department has not yet arrived. Smother the small fire, use a fire extinguisher, or pour water on it if it is NOT an electrical or grease fire. 

· Annually, after the beginning of the new academic year, Student Affairs will require all dorm residents to attend the fire marshal’s presentation, arranged by the seminary’s safety committee. Continuing residence in the dorm is dependent upon attendance at this presentation. 

· Students should report a Machen Hall fire to the Dean of Students and Ministerial Formation, the Associate Dean, the Coordinator for Student Affairs, or the International Student Advisor, in the Student Affairs Office. 

Missing Dorm Resident Notification Policy

If a dorm resident assistant or dorm resident notices that a dorm resident has been missing for 24 hours, the dorm RA’s should be consulted to see if the dorm resident missing previously notified an RA of the absence.

If the dorm resident missing did not previously notify an RA of the absence, the following procedures should be followed:

1. The dorm RA shall contact the Dean of Students and Ministerial Formation with the information of the missing person. If he cannot be reached, the Associate Dean shall be contacted.

2. The dorm RA shall call Cheltenham Police and notify them of the missing dorm resident.

3. The dorm RA shall let the Physical Plant Director or Physical Plant Technician know that the police have been notified. 
At time of initial residency in the dorm, each dorm resident will be required by Student Affairs, which manages the dorm, to submit primary contact person(s) information to that office. The primary contact person(s) will be notified by Student Affairs within 24 hours of the Cheltenham Police determining that the dorm resident is missing. This contact information will be kept confidential by the Student Affairs Office. 
Dorm residents must notify a resident assistant in advance of being gone from the dorm for 24 hours or more. The police will be contacted after 24 hours of a dorm resident’s absence, if the dorm resident did not supply advance notice to an RA of the absence. 
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