










SECTION  G   •    House Rules  
Approved 04-25-23                          

  

Section G                                       CONTRACTORS   
 
 

(Please also see the GARAGE section.) 
 
 

Owners are advised to present this section and the Garage section to any contractor 
before the contractor begins work at the Atrium. (Ask at the office for a copy of both.) 
Any issues caused by contractors will be the responsibility of the owners who engaged 
the contractors. Please note that the word “contractors” does not refer only to 
builders or remodelers: any electrician, plumber, or other person engaged to work on 
a condo is a contractor. 
 

 
1. Contractors must check in with the office or with maintenance to sign in when they arrive. It is 

helpful for contractors to have a conversation with the maintenance supervisor at the start of any 
job. At check-in, contractors can be directed to a parking space and given a temporary parking 
permit; contractors may not simply park anywhere they wish. The sign-in sheet is located in the 
mail room. The sign-in sheet will be kept in the office Monday-Friday from 9a to 1p and at the 
security desk at other times.     

 
 

Owners should always remind their contractors to sign in. 
 

 

At the time of check-in, Also at that time, contractors will be given any shopping carts they may 
need to move equipment. Carts for contractors are stored in the package room; contractors must 
not use the shopping and baggage carts stored in the garage, which are solely for the use of 
owners/residents.  Those carts should be kept clean for the use of owners transporting groceries, 
suitcases, and other items. 
 

2. Contractors doing major work should be aware of the building’s post-tension slab (dox-plank) 
construction. Each slab contains steel tendons under high tension; the slabs, forming the ceilings 
and floors, are the building’s structural support. Therefore sawing, cutting, coring, or drilling into 
the slabs can potentially result in serious injury or death, and/or major structural damage to the 
building. Any owner whose contractor plans such work must consult beforehand with the Board 
and management and will be asked to present written plans and safety documentation (including x-
ray or other imaging of the locations of the tendons). 

 
3. Any construction/remodeling work that potentially involves a common element plumbing or 

electrical line; a structural wall, floor, or beam; and any work that involves a balcony, window, or 
door that can be seen by others must receive the written approval of the Board before any work 
begins. 

 
4. Contractors may work only between 8a and 5p Mondays through Fridays, and between 9a and 5p 

not at all on weekends or Federal nationally recognized holidays. ONLY quiet work (such as 
painting) is to be done on weekends or Federal holidays. (There are of course exceptions for 
emergencies and, with Board approval, for special circumstances.) Owners must provide the 
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building superintendent with  a compelling reason for a contractor to work outside the standard 
hours and must receive permission to do so. when contractors are working during non-standard 
hours. Owners are requested to be sensitive to major religious holidays when scheduling work. 

 
5. The building’s main Dithridge St. entrance may not be used for moving materials.Even When 

moving materials in and out of the building, contractors must not prop open or unlatch exterior 
building doors except when the contractor assigns a worker to stay at the door. Exterior doors 
must never be left open and unattended.  

 
6. Construction or building material, cabinetry, appliances, large tools, or furniture must be 

transported only in the non-glass freight elevator. The owner whose contractor needs to use the 
freight elevator should advise the office at least one weekday ahead of time so that maintenance 
can pad the elevator’s walls and floor. 

 
7. Contractors must not shut down the central water supply or a stack’s water line. If a contractor 

believes such a shutdown is necessary, the owner and contractor must consult at least 48 hours 
ahead of time with the maintenance supervisor, who can then notify other owners who might be 
affected by the shutdown. 

 
8. Contractors must not place construction/remodeling debris or old appliances in the building’s trash 

rooms or dumpsters. If this rule is violated, the owner will be responsible for any additional charge 
by the refuse company. Hauling away those items is not included in the building’s dumpster 
contract. Contractors must remove all construction debris, including old appliances. If a contractor 
wants to arrange for a temporary construction dumpster, it’s necessary to coordinate placement 
and timing with the maintenance supervisor. Temporary construction dumpsters must be delivered 
and removed every day, and must not sit in the vicinity overnight.   

 
9. Contractors are responsible for the daily cleanliness of the hallways outside the unit where they are 

working. Dropcloths must not be used in the hallways because they can be a tripping hazard. We 
require the use of a shoe-wiping mat outside the doorway during construction/ remodeling work. 
Any debris on the hallway carpet, elevators, or common-area floors must be cleaned up at least 
once every day. Contractors whose work produces dust or offensive odors must seal the unit door 
to keep the dust or odors from escaping into the hallway. (Some contractors whose work produces 
dust seal the unit door with tape to keep dust from escaping into the hallway.) 

 
10. It is the responsibility of contractors to arrange for storage of their materials during workdays and 

overnights. Materials must not be stored in common areas. When possible, the maintenance 
supervisor will offer the temporary use of a small storage area, but the Atrium is not responsible 
for the safekeeping of any stored materials, and the area is not guaranteed to be watertight. 

 
11. If a contractor’s work includes the necessity to deal with large items that cannot be conveniently 

handled inside—for example, large pieces of wood that need to be cut—the maintenance 
supervisor may permit  the contractor to set up a short-term staging area outside the building. In 
that case, the contractor must have someone stationed in the short-term staging area the entire 
time it is set up—no exceptions. Additionally, the sidewalk must not be blocked, and the area must 
not include any tripping hazard or other hazards. The area is solely the responsibility of the 
contractor and the unit owner. 
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12. Repair of any damage caused by a contractor (or subcontractor, contractor’s employee, etc.) to 

common elements will be billed back to the owner hiring the contractor.  
 

13. The unit owner is responsible for securing any permits necessary for the work. 
 

 

The Atrium’s garage is not able to accommodate all types of contractor vehicles—for 
example, trucks with ladders on top and tall vehicles will not clear the garage’s low 
ceilings and pipes. The building has no outdoor spaces to offer such vehicles, which 
must park on the street wherever spaces are available, or in any of the nearby public 
lots. 
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Section Z                               SECURITY AND ENTRANCE 
 

ENTRY TO THE BUILDING 
 

1. The Atrium’s security procedures are for the protection of all unit owners. Full effectiveness 
requires that non-owners gain entry to the building only on authorization of the unit owner they’re 
here to see. 

 
2. Owners entering or leaving may feel ungracious when they refuse to let waiting strangers enter, 

but owners must insist that those waiting use the interphone system. That’s a way to ensure that 
people entering the building are meant to be here—and to be sure that owners know when 
someone is coming to see them. 
 

3. The Atrium uses fobs—small plastic devices containing electronic chips—to open exterior, garage-
level elevator, and garage stairwell doors, and the door from the garage to the back hallway. Fobs 
are activated and deactivated via the Atrium’s computer system. 

 
Who may have fobs 

• Each Atrium resident is issued one fob; if only one resident lives in a unit, he or she will be 
issued a second fob on request at no charge. 

• If a unit owner does not live at the Atrium, he or she will receive one fob at no charge (this 
is in addition to the fobs given to residents of the unit). 

• If a resident or owner reserves a guest room, he or she will receive a fob as well as a guest 
room key for the temporary use of the person/s occupying the guest room. The guest fob 
will be deactivated on the check-out date. Please see the GUEST ROOM section for policies 
regarding fobs issued for the use of guests. 

• If extraordinary circumstances exist, a resident or owner may request one additional fob for 
the unit. Such requests must be made in writing on a form available in the office; requests 
will be considered by the Board. There is a $100 charge for any fob issued under this 
provision.  

• No fobs will be issued for domestics, caregivers, or other workers, and residents and owners 
must not give fobs to workers. If that happens, the fob will be permanently deactivated; if 
any losses have resulted, the owner will be responsible for the losses. 

 
Deactivation and reactivation 

• All fobs are to be deactivated and reactivated every few years, on a schedule to be 
determined by the Board. At those times, all fobs must be brought to the Atrium office 
during normal weekday office hours for deactivation and reactivation. Any fobs that are not 
deactivated and reactivated at the office during the announced time period will be 
automatically deactivated by the office staff and will not work until they are brought in and 
reactivated.  
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Lost or stolen fobs 

• Owners/residents must immediately report to the office the loss or theft of any fob so that 
it can be deactivated. (Delay in reporting loss or theft of a fob puts the entire building at 
risk.) There is a $50 charge for a replacement fob. 

 
 

ENTRY TO INDIVIDUAL UNITS 
 

1. Unit owners have keys to their units and can give unit keys to anyone they wish.  
 
2. Each unit owner is required to provide the Atrium office with a working duplicate key or passcode 

to each of the unit’s corridor doors. (Most units have only one corridor door; some have additional 
doors.)  

 
3. Keys are kept in two secure lockboxes in the Atrium’s office: one lockbox, accessible only by staff 

and security, is for keys of owners who regularly ask that the office staff admit persons (for 
example, caregivers or domestic help) to their units; the other lockbox, which requires the use of 
two keys—one by staff or security and one by any Board member, is for owners whose units are to 
be entered only in the event of an emergency. 

 
4. In an emergency requiring that Atrium staff or emergency personnel enter a unit, if the office does 

not have a working key to the unit, the door will be broken as necessary. The unit owner will be 
responsible for damage to the door, and any other damage or loss that ensues because of the delay 
in gaining access to the unit. For further information, please see the Bylaws, Article 13, Section 2. 

 

 
 












