
General Room Use Rules 
 

1. Payment:  All user fees should be paid in the office on or before the date of the event unless 
other arrangements have been made.  Checks should be made payable to United Campus 
Ministry. 

2. Room Condition and Damages:  Facilities are expected to be left in the condition (including 
furniture arrangement) in which they were found.  An additional clean-up fee will be charged if 
necessary.  The user group is responsible for replacement or repair of damages caused by any 
user in its group.  A responsible party must review cleanup instructions with a UCM staff member 
before any room rental will be finalized.  Note:  if renting large (McLean) room, do not stack chairs 
more than 4 deep. 

3. Alcohol and Smoking:  Alcoholic beverages cannot be sold or served by groups renting or 
borrowing the United Campus Ministry (UCM) property.  No illicit drugs or smoking are permitted 
in the building.  The user is expected to monitor the premises when using the facility. 

4. Utilities:  Please keep room doors closed to conserve heat.  Lights should be turned off after 
use.  Instructions for the furnace in the McLean room are posted next to the thermostat on the 
south wall (adjacent to closet).  Please remember to turn off the thermostat in the McLean room 
at the conclusion of your event.  Temperatures for the rest of the building are set automatically 
and need no adjustment.  Obtain permission to use the fireplaces.  Please check with the office 
for the appropriate use of candles. 

5. Publicity:  When a group other than an UCM affiliated group intends to publicize a meeting or 
activity, the advertising shall indicate the location of the meeting at 101 NW 23rd St. and not use 
the name Westminster House or United Campus Ministry, or imply that UCM endorses or 
sponsors the event. 

6. Kitchen use:  Please see below for specific rules related to use of kitchen. 
7. Parking:  Parking is available in the lot north of the Westminster House after 5:00 PM and on 

weekends. 
8. Cancellation:  UCM may cancel this agreement or change the accommodations in the event of 

UCM priority program use. 
9. Violations:  Violation of these rules is sufficient grounds for a staff member to immediately 

withdraw any group’s use of the facility and/or deny future use. 
 
 

Kitchen Use Rules 
 

1. Although we do not require a food handler’s license for kitchen use, we do expect that all renters 
will be familiar with and follow Oregon Department of Human Services Food Safety Guidelines.  
These can be found online at 
http://public.health.oregon.gov/HealthyEnvironments/FoodSafety/Documents/fhmanual06.pdf. 

2. No food can be cut on counters, islands, etc. – ONLY on cutting boards. 
3. All UCM utensils, bowls, cutting boards, dishes, etc. MUST be run through the dishwasher for 

sanitizing.  Handwashing is not acceptable.  Dishes must be rinsed and scraped before being run 
through dishwasher.  Dishwasher instructions are as follows: 

a. Allow 20-30 minutes for dishwasher to heat. Water must be at least 140°. 
b. Slide in tray of dishes and add 1 tsp detergent. 
c. Press ‘wash.’ 
d. Remove dishes and allow to air dry. 

4. Food scraps, recycling and trash must be sorted into the appropriate receptacles as per sign in 
kitchen. 

5. Counters and other surfaces must be sprayed with a solution of 1-3 teaspoons of bleach per 
gallon of water. 

6. Sweep floor and mop with provided cleanser and hot water (2 oz cleanser per gallon of water). 
7. Empty trash, organic waste and recycling containers into outside receptacles. 
8. Remove any food and supplies brought in for event. 
9. Do not pour anything hotter than tap water down the kitchen drains. 

 
 

Westminster House/United Campus Ministry does not assume any responsibility or liability 
related to your use of our facility, parking lot, and/or kitchen. 
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