
COMMUNITY ROOM GUIDELINES 

Since you have reserved the Community Room at the Magnolia Police Station, below are 
guidelines for all of the organizers to assist in keeping the room clean and organized for every 
event and utilizing our volunteers appropriately.  We do not always have full custodial staffing 
levels.  

VOLUNTEER RESOURCES: 

1) Volunteers are scheduled to arrive 10 minutes prior to the scheduled time. They will not be
asked to arrive any earlier under any circumstances unless you contact me and it is
approved at least a day prior to the event.

2) Please make every attempt to arrive and leave at your scheduled time. Our volunteers are
gracious enough to come out and give their time. Volunteers are not approved to work
beyond 9:00 pm.

3) Volunteers will host your event by allowing your guests entry to the lobby, community room
and restrooms. The volunteer will also direct the public that may seek help at the front door
while your guests are arriving.

4) The volunteer will alert the organizer 10 minutes prior to your end time by flashing the lights in
the room.

5) If your assigned volunteer has not arrived 15 minutes past your meeting reserved time, please
contact Volunteer Coordinator, Jennie Pauli on her cell phone: (951)334-4585. Your call may
enable a solution as prompt as possible under the circumstances, but unfortunately we
cannot guarantee someone will be available to open and stay for the meeting. We will
make every effort to ensure we have a volunteer, but there have been times when
volunteers have been delayed by traffic collisions/jams, etc. If you have no cell phone, you
can pick up the phone at the front of the building to contact dispatch. Dispatch will have
the Volunteer Coordinator’s contact information and she will do her best to address the
situation. Your patience will be most appreciated.

ROOM PROCEDURES: 

1) Please return all furniture to its original location when you are finished with your event, unless
you are advised otherwise.

2) Please remove all personal utensils at the close of your event.
3) Please do not remove the VGA cable at the front of room. Be cautious when unplugging the

sound cable that you don’t remove the whole jack in error. The cord is labeled, “do not
remove.”

4) If you are requesting access to internet or Wi-Fi, please arrange to contact me prior to your
event if you need configuration. The volunteer cannot assist you with any Wi-Fi or equipment
requests.

5) Always return the overhead remote to the podium before you leave the meeting.
6) Most importantly, please turn OFF the overhead projector when you are finished (you have

to push the green button twice in order to turn off the projector).
7) Do not leave flyers, meeting agendas or training materials on the back counter. Everything

must be removed.
8) Please turn off the coffee maker and empty the pots and coffee basket. The only thing we

provide is the coffee maker and filters. Coffee supplies are provided by the organizer.
9) We understand when you have to cancel at the last minute due to unforeseen

circumstances. If it is after 5:00 pm, please contact the Volunteer Coordinator, Jennie Pauli,
via cell phone so she can cancel the volunteer.  Jennie can be reached at (951)334-4585. If
you have to cancel prior to 5:00 pm, I can be reached between 8:00 am and 5:00 pm at
(951) 353-7941.

We appreciate all of your efforts in the care of these valuable resources and thank you for your 
cooperation. 










