
HOUSE RULES of Whitemarsh Learning facility, updated Fall 2021

1. Terminology / Capitalized Terms. Whitemarsh Learning is a mission of St. Thomas’ Church
(“Church”) that provides supportive workspace, learning space, and meeting space to people who
help our local community. Whitemarsh Learning itself is not organized or administered itself as a
membership organization, but operates as a community that values each stakeholder involved. In
recognition of the vital importance of keeping in community, we refer to all regular participants in the
monthly workspace membership programs as “Whitemarsh Learning members,” or “members,” and
their guests as “guests.” By contrast, within the context of the DASH License, “Host” denotes the
Church, “Guest” denotes the monthly or daily workspace member, and “Visitor” has the meaning of
someone invited by the workspace member.

2. Agreements. These House Rules constitute Section 3 of the Direct Agreement for Space Hosting
(“DASH”) License. References to “Member” or “Members'' in these house rules shall have the
meaning of “Guest” or “Guests” in the DASH License; and references to Church in these house rules
shall have the meaning of “Host” in the DASH License. In definitions in the DASH License, the
Marketplace Service shall mean St. Thomas’ Whitemarsh, and the following term is hereby deleted
from page 7 of the License terms: “you understand and agree that marketplace service is not a party to
any agreements entered into between guest and host, nor is marketplace service a real estate broker,
agent or insurer in connection with this agreement. The parties shall indemnify, defend and hold
harmless marketplace service from and against any loss, liability, claim, demand, damages, costs and
expenses, including reasonable attorneys' fees, arising out of or in connection with any use of the
space, or any violation of applicable law, this agreement or house rules.” The DASH License is not
intended to create a partnership; nothing herein contained, or contained in the DASH License shall be
deemed or construed to create a partnership or joint venture between the parties. Members
acknowledge that the Church may suspend the provision of services (including access to the
Space) at any time, including but not limited to the event the building’s heating or roofing
systems require replacement or repair costs would represent 50% of the replacement cost.

3. Community Managers. The Church has designated two Community Managers for its Whitemarsh
Learning facility.  Let us know when something needs fixing or improving!

4. Regular and Evening Hours / Building Access. Regular Hours are 8:30 AM to 5:30 PM. Evening
Hours are 5:30 PM to 9:00 PM. A code to the front door is available to be given out to visitors. The
“Guest Code” is changed every few months, and it operates the front door during Regular Hours. The
Whitemarsh Learning Community Managersmay open the space to other members or the public at
any time. Members are discouraged to access the building before 8:30 in deference to A.A. meetings
which are held daily at 7 am. If a door access control remote is assigned to a member’s designated
workspace, it is the member’s responsibility to keep the remote in it's designated storage place. In the
event that the remote is lost, the member is responsible for payment of a $50 fee for replacement..

5. Wi-Fi. Wireless access to the Internet is provided by the facility for the convenience of the members
and their invitees. Signal reception shall be “as-is,” and the church makes no representation as to
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adequacy or signal strength or performance measures such as data transmission speed. The use of
Wi-Fi and Internet is restricted to lawful activities. The network ID for members is
“WhitemarshLearning.” The password is assigned by the Community Managers for use by members.
The password for the member network shall not be shared with visitors. A guest network
called “WhitemarshLearning_Guest” may be joined by visitors using the password “wellness.”

6. Cafe. When using the Cafe, members shall sanitize each item and surface that they touch. Members
may use the refrigerator in the Café for storage of food but will take care to isolate its contents from
other users’ stored items using labeled plastic bags that get replaced at least weekly.

7. Outdoors Space Requests. Any use of the surrounding land on St. Thomas’ campus must be approved
in advance by the Community Managers.

8. Mail and Package Delivery. Except as might be provided through a written agreement, there is no
mail and package delivery allowed for members. The mailing address for the Church office is 7020
Camp Hill Road, Fort Washington, PA 19034. If by chance mail is delivered to the Church office, it
will be added into a mailbox reserved for Whitemarsh Learning, which is seldom checked.

9. Door Security / Lighting.  See #21 for recommendations regarding when to turn lights off.

10. Garbage & Recycling. Members will put all garbage in the designed bins in the Cafe. This will allow
us to keep everything fresh and clean between cleaner visits.

11. Cleaning & Supplies. The cleaning schedule for this facility is subject to change at any time.
Currently, the common areas of the building are cleaned twice per week, to consist of dusting,
vacuuming, trash removal, and disinfectant use on some but not all surfaces. Restroom supplies are
restocked by the Church.

12. Parking. Parking is provided in the “lower” lot at 7020 Camp Hill on a first-come, first-served basis.
The spaces directly in front of the Building are reserved for handicapped parking, for those requiring
assistance, and 15 minute loading. Every person using the parking areas is required to park and lock
her or his own vehicle. The Church will not be responsible for any damage to vehicles, injury to
persons or loss of property, all of which risks are assumed by the party using the parking areas.
Members are responsible for seeing that its employees, agents and invitees comply with the
applicable parking rules, regulations, laws and agreements.

13. Signage. No interior or exterior signs or posters are permitted without express written permission
from Community Managers. Members may post posters and bulletins on the community bulletin
board in the vestibule.

14. Repairs and Improvements. Members shall be responsible for the inappropriate use of any toilet
rooms, plumbing or other utilities. No foreign substances of any kind are to be inserted therein.
Members shall not employ any service or contractor for services or work to be performed in the
Building, except as approved by the Church.

15. Restricted Activity, Space Uses and Equipment. Smoking is not permitted in or within 50 feet of the
entry doors to the facility. Pets are not allowed in the facility except as permitted in writing by an
official of St. Thomas. The facility shall not be used for lodging or manufacturing, cooking or food
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preparation. Notwithstanding the foregoing, Underwriters' Laboratory-approved equipment and
microwave ovens may be used in the facility for heating food and brewing coffee, tea, hot chocolate
and similar beverages, provided that such use is in accordance with all applicable laws, codes,
ordinances, rules and regulations, and does not cause odors which are objectionable to the Church and
other occupants.

16. Pandemic Safety. The risk of infection cannot be completely eliminated as long as there is
community spread of COVID-19, but together, we must all do our part to keep safe. The facility has
adopted certain precautions. Members shall practice social distancing according to health department
guidelines. Mask use indoors, except when in an individual office with the door closed, shall be as
per the latest guidance of Montgomery County Office of Public Health, Pennsylvania Department of
Health, or the Centers for Disease Control and Prevention (CDC). Frequent handwashing is
recommended. Members and visitors must sanitize the surfaces that they touch during their use or
while travelling through the common area. Members should supply visitors with basic hand sanitizer.
Members are required to clean and disinfect all commonly touched surfaces regularly within it's
workspace using CDC guidelines, including use of specific CDC-approved cleaners and disinfectants
detailed on the CDC’s website.

17. Infection Reporting Required. Members must each keep a log of all invitees to the facility, with
contact information for each. Members will instruct all invitees to notify the member if their invitee
develops symptoms or tests positive for COVID-19. If there is a positive case reported, the member
must report it immediately to the Parish Administrator and Whitemarsh Learning Community
Managers and contact each person who was in contact at the in-person gathering.

18. Insurance. Upon request, members shall within 10 business days provide the Community Managers
with proof of insurance required under Section 4 of the Agreement subheader “Damages and
Insurance.” Church requires that the following be named as additional insured under the member’s
policy: “St Thomas Church Whitemarsh, its rector, wardens, vestry, and Diocese of Pennsylvania,
7020 Camp Hill Rd, Fort Washington, PA 19034.” A sample certificate of insurance that meets its
minimum insurance requirements is incorporated in these House Rules. Applications for exemption
from this requirement by daily (non-monthly) members may be directed to the Community Managers.

19. Compliance Requirements. Members shall use and occupy the Space in compliance with all zoning
regulations, building codes, and all applicable laws, rules, and regulations, including the maximum
occupancy limitations. Members shall comply with all safety, fire protection and evacuation
regulations established by the Church or any applicable governmental agency. Members and their
employees will comply with any background checks requested by the Church due to the facility’s
proximity to the Church’s preschool and other children using the Church facilities and attending the
Church and other related functions. To preserve HIPAA compliance, members’ client records
may not be stored at the building. Members are responsible for protecting sensitive and
confidential records at all times.

20. Rights Reserved. The Church reserves the right to make such other reasonable rules and regulations
as it may from time to time deem necessary for the appropriate operation and safety of the building
and its occupants. After the Church provides members with copies of any new and/or modified rules
or regulations, members agree to abide by these and such other rules and regulations. The Church
reserves the right to refuse access to any persons that the Church in good faith judges to be a threat to
the safety, reputation, or property of the building and/or its occupants. The Church reserves the right

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/clean-disinfect-hygiene.html
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to waive any one of these rules or regulations, and/or as to any particular tenant, and any such waiver
shall not constitute a waiver of any other rule or regulation or any subsequent application thereof to
such guest.

21. Community Covenant. The following Community Covenant is incorporated in our House Rules.

Try to give more to the quality of the space than you take from it.

Be kind and show respect to both members and visitors.
Whitemarsh Learning’s ability to sustain and thrive depends on how you interact with others.  Be
friendly and courteous.  Make an effort to keep a pleasant tone, greet fellow members and listen
patiently. This boosts morale and fosters good relationships. Do not use extra unauthorized space.
This ensures that other members have access to their needed spaces, and this helps people build
respect for one another.

Keep a pleasant and quiet phone voice.  Be mindful of volume level in the hallways.
One of the most important shared space etiquette rule is keeping the place quiet. If someone on the
other end has a hard time hearing, try to work out a different time to call or go to another part of the
building if possible. Talking in a normal voice prevents conflicts and ensures that other members can
do their best work.

Practice leaving no traces.
When cleaning up, make a goal to leave the work space as if nobody used it. Organizing, wiping
surfaces and other small tasks can make a huge difference. These small gestures show the other
people who share your space that you care about their comfort.

Clean up after yourself.
The Cafe is a shared resource. Do your dishes and do your part to keep the space tidy.  There are just
a few simple rules.

a. If you empty it, fill it
b. If you dirty it, clean it
c. If you open it, close it
d. If you spill it, wipe it

Bring your own supplies.
Only ask for supplies if there is an emergency. If someone loans you supplies, try to return or replace
them as a courtesy.

Try to make connections.
One of the biggest benefits of shared working spaces is the networking opportunities. Reach out to
other members, and get to know them and what they do. These connections can be valuable and can
help earn you some word-of-mouth advertising.

Be kind to the Earth.
Please do your part to reduce printing, turn off lights or appliances that are not being used, even if
you did not turn them on. (One new exception: for security reasons, some light switches in the
building may be controlled remotely and/or by schedule. If you see a label that says “do not
turn off,” then please leave the light on for safety reasons, even if you think the building is not
being used by other members).
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