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Asfatthful stewards of the spintual, haman, andfnancial
resnurces auailable to ur, ue are dedicated to prouiding hoasing and
seruices that enrich tbe liaes of oar elders.

ur Resident Handbook summarizes the features, benefits, policies,
procedures, and services available to you as a resident of Friendship Manor.

If there is anlthing we can help you with to make 1'our transition inro our
community easier, please let any staff member know, and we will make every effort to
accommodate you.

Welcome! We are pleased vou have chosen Friendship Manor to be your new home.
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The volunteer Board of Directors for Friendship Manor has been overseeing the
operation of Friendship Manor since 1973. As a not for profit senior housing
provider, you can rest assured that the Board always has the best interest of our
residents atheartas decisions are made.
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As a new member of our communiry you are automatically ^ part of the Resident
Association. The Association has many benefits and services available to you. (Details
can be found in this manual). The Resident Council is your voice to the management
staff of Friendship Manor. We encourage you to take an active role in your association
by volunteering your talents and ideas to make Friendship Manor the best it can be.
$felcome, we are excited to meet you!
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MEET OUR STAFF
It takes a whole team of people to deliver the services we offer at Friendship
Manor. \ilZe are ̂  team) working together to ensure your safery and serve your
needs in a warm and gracious setting.

The EXECUT IVE D I RECTOR is responsible for the day-to-day operations of
Friendship Manor. His or her main focus is to run Friendship Manor in a
conscientious and safe manner, keeping everything running as smooth as possible.
Please feel free to address your questions or concerns to him or her at anytinie.

The MARKETING DlRECTORassists residents in the move in process and
also acts in place of the executive director when they are not on site.

The OFF ICE MANAGFRdirects the Front Desk and all of our business
operations, including billing, communication, transportation, scheduling
housekeeping/linen service, parking assignments, and mail distribution.

The FOOD SERVICE DlRECTORwith the help of his or her staff, prepares all
of your meals and provides special treats for our activities and special occasions.
The Food Service Staff strives to please all tastes, so your suggestions or requests
are always welcome.

The MA I NTE NANCE D I RECTOR has the responsibility to both maintain the
entire facility in a clean and safe manner, and to maintain the condition of the
grounds and the equipment. If you notice something that needs attention, please
contact the Front Desk and complete a Maintenance Request.

The RESIDENT SERVICES DlRECTORplans,organizes, and creates our
communiry social calendar ensuring that there is a variety of programs to meet
everyone's needs.
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Outside Appointments: Please speak with someone at the front office to
arrange for your transportation to and from scheduled medical appointments and
shopping trips on the Friendship Manor Van.

My Monthly Rental Statement: Please speak with the Office Manager.

Setting Up Maid/Linen/ or Tray Service: Please speak with the Office
Manager.

Something doesntt work right in my apartment: Please speak with the front
desk receptionist and ask for a maintenance work order.

Safety and Ffousekeeping fssues: Please speak with the Maintenance Director,

Dining Room and Meal lssues: Please speak with the Food Service Director.

Activities and Events: Please speak with the Resident Services Director.

FIow to get a $300 rent credit: Please speak with the N{arketing Director.

Volunteering at Friendship Manor: Please speak with the Resident Services
Director.
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LOBBY
The Administration building lobby is your center for information. The front desk
staff will answer or address most of youf concerns. The lobby also houses your
individual mail box and outgoing letter drop with regular pick up by the US Postal
Service. The community calendar is posted and sign up sheets fot our various
activities are displayed on the slant board.

WILLOUGHBY DINING ROOM
Our spacious dining room is available for your convenience to dine or socialize
with friends throughout the day. Refreshments are avaiable at your convenience
on the South wall. Dining hours and a weekly menu arc avzilable at the front
desk, posted in the elevator, and distributed regularly via our residents' mailboxes.

JAMISON HALL
Upstairs, direcdy above the $Tilloughby Dining Room, is Jamison Hall. This .

multipurpose area accommodates large gfoup events such as musicians, sing-
alongs, talent shows, movie nights and worship services on Sundays. Equipped
with a theater-sized movie screen, cable television, stage, piano, karaoke machine,
and videotape library; this area boasts a variery of entertainment features for
residents to enjoy.

COUNTRY KITCHEN
Located next to Jamison Hall, the Country I(tchen is equipped with appliances
for resident use in cooking and baking. Please see the front desk to check out the
key if you would [ke to use it.

CONFERENCE ROOM
Located on the second floor of the Administration Building, the conference room
is used for orgarized activities, private parties, and assorted resident and staff
meetings.

RESTROOMS
Public restrooms are located on the second floor of the Administration Building
across from Jamison Hall and in the B-Lounge behind Dorothy's Corner Store.

LIBRARY
Our library, Iocated adjacent to the Conference Room, is available to all residents
for their use and reading enjoyment. Please feel free to take a book to read and
bring it back when you are finished. New donations are always appreciated.
Computers with access to the internet are also in the kbtary for your use. Please
see available times and usage policy posted in the ltbtary.
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SWIMMING POOL
Out swimming pool is open during nice weather fcrr your pleasure. Since no
lifeguard is on duty, it is recommended that you avoid swimming alone. Children
and guests must be accompanied by a resident and must be over the age of 1(r to
swim.

DOROTI{Y'S CORNER STORE
The Resident's Association manages, "Dorothy's Corner Store". Named in honor
of a beloved resident who has volunteered for many years overseeing the store, it
is located on the first floor of the B-Lounge. It offers a selection of food, toiletry
and sundry items. All proceeds from the store help support the Residents
Association.

B-LOUNGE OR POOLSIDE LOUNGE
Located adjacent to the swimming pool, the B-Lounge has vending machines,
exercise equipment, game tables, and an assortment of puzzles and games. This is
alarge common space for residents to congregate together for chair exercises and
other social events.

I.AUNDRY ROOM
Our laundry room, located next to the elevator, is open daily. Washers and dryers
are coin operated and a laundqr soap dispenser is available for your convenience.

ELEVATOR
The elevator is centrally located on the property and provides service to all floors,
including the parking g lu;ge. Please push the buttons carefully, and only one ̂ t a
time. Be courteous and patient with other passengers, paying extra attention to
those with canes and walkers.

HALL$TAY TELEPHONES
A house telephone is located in the hallway on evelT floor and next to the elevator
in the g rage. This phone is connected directly to the front desk. To use the
house phone, simply pick it up.

IRONING & BATHTUB ROOMS
Several bathtub rooms and ironing rooms are located on the property for your
convenience. Please inquire with our maintenance staff as to their locations.
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BARBER & BEAUTY SALON
Our barber and beauty salon is located around the cotner from the laundry room

in the D-Building, and is open at vadous times during the week. \X/alk in

customers are welcome based on availability. Please check the stylist's schedule

posted on the door.

D.LOUNGE
The D-Lounge is located acfoss the hall from the Beauty Salon. It houses our

pool table and arts & crafts room. Use of the pool table is limited to tesidents and

guests over age 16, who must be accompanied by a resident.

FRIENDLY RUMMAGE SHOP
Located in the gmage, the Friendly Rummage Shop sells used furnitute, clothes,

books, and a vanety of household items. All ptoceeds go to the resident

association.

COURTYARDS
Out spacious coultyalds include the Wilke Fountain Garden, B-Couttyard Rose

Garden, A-Courtyard Lawn, and the resident's volunteer gatdens in the

promenade and baclryard. Enjoy oru numefous benches to gather some sun and

watch the bitds.

PARKING AND LOADING ZONES
Passenger loading and unloading is best handled in the basement g t^ge in ftont

of the elevator. A ted zone is in front of Friendship Manor and parking there

could subject you to a parking ticket. Visitors rirray patk their cars in the assigned

visitor parking spaces on the west wall and to the left of the elevator. All other

spaces are resewed for residents and staff. If you would like to resefve yotu own

parking space, please see the Office Managet to sign up'

SMOKING AREA
Due to County Ordinance number 4437 alJ, smoking on the Friendship Manot
grounds is prohibited. Smoking is only allowed in the designated smoking shelter
in the field east of the swimming pool or off the grounds of Friendship Manor.

YSI."|R APARTMEMT
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TELEPHONE SERYICE/INTERNET
Telephone serrice can be established by calling Verizon directly at 1-800-483-
4000. Vedzon will arr^nge an appointment with you to install yout phone services
and you will be billed directly fot the seryices you sign up fot byYeizon After
you receive a telephone number, please let the front desk know your phone
number in case of an emergency. Yenzon offets a low income discount tate
called, "Life-Line Service" if you qualify for it.

CABLE TELEYI SI ON SERYI CEIINTERNET
Cable television can be arranged through Cox Communications by calling them at
805-683-6651. Cox will arrange an appointment to install your cable setvices and
you will be billed dfuectly fot the seryices you sign up for by Cox. The Santa
Batban County offers a discount nte for Senior's that quali4r based on income.

TRASH & RECYCLING CONTAINERS
Ttash disposal and recycling is your responsibiJity. For your convenience, trash
and recycling containers are located on the landings of each floor. Please wrap
wet ftash in plastic before placing in the trashcan. Please keep yout apartment
ftee oftrash and clutter, as it can present a health andsafety issue and canaffect
yout neighbors with smeils. If you have Housekeeping services, trash will be
removed on your scheduled visit.

DECORATING YOUR UNIT
\7e encoutage you to decorate and furnish your apartment to suit your own
personal taste. Please do not change the paint or flooring without checking with
Managemeflt frst for. apptoval. Any holes or damages not repaired upon move
out will be charged for.

PEST CONTROL
Pests need a food soruce to be attracted to your unit. Please do not store open
containers of food or stacks of newspapers in your unit. Should you notice a pest
of any kind, please notify the front desk so we can aftange for treatrnent.

APARTMENT ACCESS
The Management reserves the right to access your apartfnent whenever necessafy.
This includes, but is not limited to emergencies, repairs, assessment of repairs,
housekeeping, defeued maintenance, and treatment of pests. nflhenever possible,
entry will be made as scheduled with you and by those for whom you have given
written permission to enter youf apaftrnent.

YO L, R APARTM ENT...contin ued
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MAINTENANCE
Should you notice anything at Friendship Manor or in your apartment that is in
need of repair, please fill out a work order and turn it in at the Front Desk. \Work

Orders are reviewed with emergencies taking priority. Our maintenance staff is
on dury every day of the week and on-call after hours for major emergencies only.

SMOKE DETECTORS
A smoke detector is located in,vour apartment. Should your smoke detector
activate, quickly try 1o i4"tr,if,v the cause, then CALL 91 1! After calling 91 1,
immediately notifi the front desk. In the case of a room fire that you feel you
cannot control, exit vour room and ciose the door behind you.

HALLSTAYS
We ask that the hallways outside vour room be kept clear of any objects, floor
mats, furniture, potted plants and walkers. The hallways need to be kept clear in
case of an emergency. If you should notice items, spills, or clutter in your hallway,
please alert the front desk staff, or complete a work order available at the front
desk.

HOUSEHOLD APPLIANCES
Many household appliances are permitted in your apzftment; there are some that
are not. Coffee makers, microwaves, and small refrigerators afe some examples of
acceptable appliances. Hot plates, stoves, fryers, electric skillets, electric grills and
space heaters are not permitted as thev do pose a fire safety issue.

ELECTRICAL PLUGS
Power strips with built in circuit breakers arc acceptable. Extension cords are only
permitted if thev are 1.2 gauge, are six feet or shorter, are plugged direcdy into the
wall, and have no more than two appliances connected to them. There is a iimit
to two extension cords per room and you may not connect extension cords to
extend them. If you have any questions regarding extension cords or electrical
plugs, please contact the Maintenance Director.

DAMAGE TO THE APARTMENT
We expect normal wear and tear to occur in your apartment.
damage caused by incontinence, destruction, carelessness, or
resoonsibilitv,

However, ,"ar"a"
fire is your



1i

ffiffigffiffi ffiffiffis$ffi #w&ffi#ffi ffi$ffiffiwffi#ffiffi

HOUSEKEEPING SERVICE
Housekeeping service is available weekly, semi-monrhly, and monthly for an
additional charge. Your housekeeper will vacuum, dust, empty vour trash, and
clean the bathroom.

LINEN SERVICE
Linen service is available weekly, semi-monthly, and monthly for an additional
charge. Your housekeeper will launder and change your sheets and towels, and
make vour bed.

GUEST ROOMS
Several furnished motel style rooms are available on a first come, first served basis.
Please contact the front desk to inquire about rates and to make a reservation.
Single and Double occupancy rooms arc availzble with meals included.

PARKING
The parking spaces located in the basement garzge arc zvailable for an additional
monthly fee. Please see the office Manager to sign up for your own Reserved
Parking Space, during the hours of 8am through 4pm Monday through Friday.
Your guests should park in the spaces marked "Visirors".

MAIL & PACKAGES
Mailboxes are located in the Lobby of the Administration Building. A sign is
posted when the delivered mail is ready to be picked up, usually by late afternoon
most days. Packages are held at the Front Desk, and you will be notified to pick
them up via a note in your mailbox. You may deposit your outgoing mail in the
slot above the mailboxes. If you need help operating your combination lock,
please ask the Front Desk for assistance.

woRK oRDERS/REPATRS
All requests for tepairs and maintenance work in your apartment must be made at
the front desk in writing. This will enable our staff to assign and track your repair.
The Front Desk Staff will assist you in completing the work order if you should
have any questions. Items not related to your apartment that you would like our
maintenance staff to assist you with are billed at $40.00/hour in 15 minute
increments. Examples include moving items, puting items together, fixing your
belongings, and other requests.

NEWSPAPERS
A newspaper stand is located outside the front gate near the sidewalk. If you wish
to subscribe for regular deiivery, please contact the newspaper of your choice to
start delivery. Other local, "ftee" papers are delivered and displayed in the lobby
on a table near the mailboxes.
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The following ala carte services are avaiLable fot a fee and can be obtained

through the Front Desk:

FRONT DESK SERVICES: (Monday-Ftiday, 8am- 8pm)
o Check cashing up to $25.00 per check, pef d^y, Mon-Fri, 8am till 4pm.

o Laundry machine change (tJp to $4.00).
o Replacement key for your aPartment ($5.00 per key)'
. Stamps QP to 1.0 at a ti-").
. Copies
r Fax Service (Outgoing and Incoming)
o Doctor Van Service (1\4ondays and Thursdays)
. Shopping Van Service (Iuesdays and'Wednesdays)

DINING ROOM TRAY SERVICE
If you aftange for this service on a permanent basis, a staff member will cafiy yout
o:ay for you in the'Willoughby Dining Room. There is a monthly charge for this
sewice. If you need this service short tetm, let the ftont desk staff know and the

service will be free.

FRIEhIOSHIP MANOR POTICIHS

ADMINISTRATION OFFICE HOURS
The front desk is open from 8:00am to 8:00pm every day of the yeat for yout

convenience. There is always a person at the front desk to answer your questions

during those hours.

BILLING
You will usually receive your bill by the end of the cuffent month for the month

following. Your statement will list yout tent, service chatges, and any ala carte

serwice chatges. Should you have any questions regarding youf statement, please

contact the Office Manager immediately. Rent payments are due by the L" of each

month, and considered delinquent by the 5*. Fdendship Manor does work with

the County Housing Authority and the Santa Barbara Cig, Housing Authority

through their Section B housing vouchet Pfogfam. If you have lirnited income

and meet their criteria, Friendship Manor will accept housing authority vouchets.

{ o
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SERVICE PLAN
The service plan is included on yoru monthly statement and is used to fund the
following: Activities, Security/Front Desk Stafd Special Events, and all your
monthly meals. Unfortunateiy, the sewice plan cannot be sepamted and must be
paid with your monthly rent. Participation in the sewice plan is mandatory.

EXTENDED HOSPITAI OR VACATION STAYS
If you plan to be away ftom Friendship Manor ovemight or longer, we sttongly
recommend that you register your absence on an Absentee Form at the Front
Desk before you leave, and notify the Front Desk when you return. As is our
policy, we do not monitor our resident's whereabouts unless an Absentee Fotm is
on file. If family or friends should call our front desk we will be able to tell them
whete you are and when you ate expected to return. In the event you are
hospitalized please make anangements to inform Friendship Manot of your
location and continue to make your rent payments in a timely manfler. Overflow
mail will be held at the Front Desk until you return.

PET POLICY
lil/e ate soffy, but due to our close proximity with othet residents, no pets ate
allowed at Friendship Manor.

TERMINATION OF RESIDENCY
Your resident agteement may be terminated by you or by the management ̂ t ^fiy
time. A 30-Day advance written notice is required if you decide to move out. The
State and othet regulatory agencies govern the level of services for which
Friendship Manor provides. Itis YOURresponsibility to provide for yourself any
additional physical ot health telated services, which Friendship Manor may be
precluded from providing. Should it be determined that a 30-day notice would be
dangetous or detrimental to your health, welfate, safety, andf ot well being, to you
or other residents, you may be tequited to vacate the apartment immediately.

REFUND POLICY
A tefund will be made on any unused paid days, provided thatmanagement has
received a 30-day written notice of your intent to vacate.


