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Welcome and Introduction to Shattuck House 

 
 
 
Dear Resident: 
 
Welcome to Shattuck International House. Shattuck International House (Shattuck House) was first 
opened in September of 1960 with an initial contribution of $50,000 from Henry Lee Shattuck. The 
scarcity of less expensive but decent housing in this area motivated former Dean John E. Snyder to 
spearhead a fund drive to create an official residence for Harvard School of Public Health (HSPH) 
students, especially those coming from abroad. 
 
With an initial contribution, the purchase and remodeling of the three buildings on Park Drive was made 
possible. In September 1960, Shattuck International House officially opened. 
 
In many apartments, as many as ten layers of wallpaper were removed and the entire electrical system 
was restored. Ten years later, the basement was renovated to make a common recreation area. In June 
1999, the School once again performed a complete renovation to Shattuck House. The multi-million 
dollar project allowed for all outdated utility systems to be updated, and to provide many modern 
conveniences, and more open floor plans within apartment units for students. Shattuck House now meets 
ADA (Americans with Disabilities Act) standards in all common areas and has disability-accessible 
apartments available as well.  
 
Life at Shattuck House is a unique experience whose value lies with the diversity of the people living 
there; some of the valuable experiences gained staying at Shattuck House are the knowledge about other 
cultures, and the sense of community and shared purpose that comes with living together in an academic 
environment. 
 
Community life at Shattuck House forms a strong network of support through many activities and events 
often organized by Resident Community Advisors (RCAs) and the residents. The HSPH Student Affairs 
Office oversees resident life at Shattuck House, and the Operations Office handles facilities/maintenance 
and lease management.  
 
We hope you have a pleasant stay with us. 
 
 
HSPH Operations 
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Emergency Contacts 
 
Emergency Telephone Numbers: 
 
In life safety emergencies, call 911. 
 
Boston Police     911 
Shattuck House Security   617-262-0108 
Harvard School of Public Health Security 617-432-1040 
Harvard University Police   617-432-1212 
 
Facilities-related maintenance (work orders): 
Harvard University Control Center  617-495-5560 (Operational 24 hours a day, 7 days a 
week.) 
 
You will need to provide the following information when you call. 

• Please tell them it is for HSPH Shattuck House 
• Your name & unit # 
• Type of work required (example: plumbing, electrical, carpentry) 
• Description of work 

 
Examples of facility work orders include: utilities, appliance repair, and pest concerns. 

 
Other facilities-related concerns: 
HSPH Operations Office   617-432-1152 or operations@hsph.harvard.edu 
 
Resident Life related matters: 
HSPH Student Affairs Office   617-432-1036 or studentaffairs@hsph.harvard.edu 
 
Resident Community Advisor (RCA) 617-283-4319 (3pm-7am) 
 
 
Medical: 
 
For those enrolled in the Harvard Comprehensive Health Care Plan: 
Weekdays: 617-432-1370 for Longwood Campus Health Services. 
Weekends, evenings, and holidays: 617-495-5711 for the After-Hours Urgent Care Clinic, ask for the 
Longwood Medical Area physician on call. 
 
Smith Campus Center emergency ward, 75 Mt. Auburn Street (Cambridge).   
The Harvard Police is available for transportation to the Urgent Care Clinic. 
 
For those without the Harvard Comprehensive Health Care Plan: 
Adults:  Emergency ward at the nearest hospital, the Beth Israel Deaconess, 330 Brookline Avenue, 
Boston.  
Children: Emergency ward at Children's Hospital, 300 Longwood Avenue, Boston The medical staff at 
Harvard University Health Service (HUHS) provides diagnosis and treatment recommendations. Call 
your primary care physician or nurse practitioner's office for an appointment. If you have not yet selected 
a primary care clinician, call Medical Area health services at 617-432-1370 (Longwood campus) or 617-
495-5711 (Cambridge area) for assistance and scheduling. For more information, visit 
www.huhs.harvard.edu. 
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For immediate care of acute problems, the HUHS Acute Treatment Area Emergency Line in Cambridge 
(617-495-2138) is available 24 hours a day. On evenings, weekends, and holidays there is always a doctor 
at the HUHS After-Hours Urgent Care Clinic on the fifth floor of the Smith Campus Center facility. 
 
Suicide Prevention Hotline  617-247-0220 
 
 

In Case of Fire 
 
Evacuate the building immediately. 
 
In the event of a fire, the Boston Fire Department and Harvard Police are summoned via an electronic 
signal from the fire alarm system. 
 

� Evacuate the building immediately, closing your door behind you. 
� Never attempt to extinguish the fire yourself with anything other than the designated fire 

extinguisher issued to you. The fire extinguisher designated to each apartment is located under 
the kitchen sink. 

• If you are disabled, in the event of an emergency, you should wait near an exit door or by the 
stairwell.  

� The safest way to exit the building is: 
From buildings 1 (199) and 2 (203): 

Use the stairwell in your building or cross the bridge to the stairwell in the other 
building.   

From building 3 (207):  
Use the front or rear stairwell. 

� You should vacate the buildings and proceed to the front of the Shattuck Playground (189 Park 
Drive) area. The secondary evacuation point will be in the park across Park Drive. 

 
 
THE ELEVATORS DO NOT OPERATE IN THE EVENT OF A FIRE 
ALARM. 
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Fire Alarm Systems & Evacuation Procedures 
  
There is an overhead sprinkler system in the hallways, the recreation area, the children’s playroom, and in 
every room of your unit. If the heat in your apartment reaches 110 degrees F, it will set off the sprinklers 
and trigger the fire alarm.   
 
Inside each unit, there is a local smoke detector. This smoke detector will act as a warning to you that 
there is smoke in your unit. If there is no fire, this smoke alarm will reset itself when the smoke clears 
from your unit. Tampering with these smoke detectors is dangerous and cause for immediate eviction.   
 
Your unit and all of the common areas are equipped with alarm strobe lights and horns. When there is a 
fire alarm, these strobe lights and horns will flash and sound automatically. When you see the strobe 
lights and hear the alarm horns, EVACUATE THE BUILDING IMMEDIATELY AND REPORT 
TO THE DESIGNATED ASSEMBLY POINT in front of 189 Park Drive. The secondary assembly 
point will be in the park across the street.   
 
The doors to all stairwells and elevator lobbies are designed to isolate a fire and hot fumes as much as 
possible. In order to function properly, they must be kept closed at all times. Never prop any doors 
open. Doors propped open are in violation with building code set forth by the City of Boston 
Building Inspector. 
 
All exterior emergency exit doors at the Ground floor level are connected to a central security alarm 
system. These doors are to be used only in case of an emergency. This system signals the Harvard Police 
Department immediately. 
 
In the event of a power outage, there is an emergency lighting system servicing all halls and common 
areas. An emergency generator runs the system. 
 
Each building corridor and apartment unit is equipped with carbon dioxide (CO2,) fire extinguisher. There 
is one of these located in each corridor. You will also have a small CO2 fire extinguisher located under 
the kitchen sink in your apartment. 
 
If a fire is burning out of control, DO NOT ATTEMPT TO PUT THE FIRE OUT BY YOURSELF.  
 
If the source of the fire occurred in your apartment, you must report to the front courtyard of the buildings 
and let the Boston Fire Fighters know the fire location when they arrive. 
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Fire Prevention 

 
Do not overload electrical outlets; doing so can cause short circuits within an appliance and cause a fire.  
Air conditioners have a designated outlet in each unit. Residents are not allowed to install air conditioner 
by themselves. Please call Control Center at 617-795-5560 for installing your personal air conditioner. 
There is a one-time fee of $75.00 per air conditioner. Please read more details about air conditioners in 
“Other Important Information” section. 
 
Do not exceed the maximum wattage bulb specified for any lamps you add to your apartment. Halogen 

lamps are not approved by Underwriters Laboratories, and therefore not allowed in Shattuck 

House. Any halogen lamps are a fire hazard and will be removed if found. 
 
All overhead fixtures specify cool-burning fluorescent bulbs that will be changed by maintenance crew.   
 
If you trip a circuit breaker in your apartment, please call Control Center at 617-495-5560. 
 
Do not put papers on top of lamps to cut down the amount of light. This is a fire hazard, and several fires 
have been started this way. 
 
Do not collect newspapers, rags, paper bags, oily rags, paint, turpentine, or any combustible materials in 
your apartment. 
 
Do not leave plastic or paper on your stove. NEVER use an electric appliance with a frayed cord. 
 
The use of candles is strongly discouraged, as it is a fire hazard and several fires have been started by 
candles.    
 
Grease is an extremely dangerous fire hazard. For this reason, as well as to discourage pests, the top of the 
stove and the oven should be cleaned regularly. 
 
The Boston Fire Inspectors inspect Shattuck House regularly for fire hazards. Regulations require that all 
public hallways must be kept clear of all obstacles (bicycles, baby carriages, boxes, etc.). 
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Shattuck House Operations  
 
The Office for Student Affairs arbitrates complaints and grievances between roommates and other related 
student life matters. The Office for Student Affairs, as well as the Resident Community Advisors (RCA), 
assist with individual personal concerns and enforce Shattuck House policies.  
 
The Operations Office is responsible for all life safety systems, physical plant and operating and financial 
administration of the buildings. The Operations Office prepares all leases, issues keys, bills and collects 
rent, coordinates all repairs, and supervises Shattuck House staff. The Operations Office is located in the 
Kresge building, LL15. 
   
The Office for Student Affairs and Operations Office share the supervision of the Resident Community 
Advisors. The role of the Resident Community Advisors (RCA’s) is to act as liaisons between the 
residents of Shattuck House and the School. The Office for Student Affairs, Operations, and RCAs 
organize orientation sessions for new residents. RCAs also participate in House committees and plan 
social activities. They are available for general assistance and emergencies and work with the Operations 
Office to maintain security regulations and enforce policies regarding Shattuck House. The RCA’s are 
available for all emergencies when the Operations Office is closed. RCA’s are on duty from 3pm-7am 
every day. 
 
 
 
RCA’s Contact Information 
 
Summer Term: 
 
Kafui Adjaye-Gbewonyo  Unit 244 keg567@mail.harvard.edu 
Allyson Morton   Unit 326 amorton@fas.harvard.edu 
Wen Xie   Unit 112 xiew06@gmail.com 
 
Academic Year: 
 
Kafui Adjaye-Gbewonyo  Unit 244 keg567@mail.harvard.edu 
Shelley Liu   Unit 332 shelleyliu@fas.harvard.edu 
Allyson Morton   Unit 326 amorton@fas.harvard.edu  
 
 
RCA’s telephone #: 617-283-4319  
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Community Living

Community Living: 
Shattuck House has a reputation for being a very community-friendly building. A lot of time and energy 

goes into planning events and social activities for the residents. These events are, of course, optional. 

However, it is a great way to meet amazing people and make life-long friends, or even great study 

partners. 

 

 

Resident Participation: 
The annual Shattuck House orientation meeting is scheduled at the beginning of the school year in 

September. For the summer residents, there will be an orientation meeting scheduled after moving in. All 

residents are required to attend the orientation meeting, and a sign-in sheet will be completed for 

attendance. During this meeting, residents are informed of Shattuck House policies and procedures and 

are introduced to staff members responsible for working with the residents of Shattuck House.   

 

The Resident Community Advisors (RCAs) will encourage residents to help build community by 

attending events and surveying the residents to see what events they would like to have. The RCAs 

welcome ideas and suggestions from resident to increase these community events. 
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Policies for use and Occupancy 

 

Rent: 

Harvard students: Monthly rental fees will be posted on your term bill in the first week of each month.  
As a Harvard student, rent and other payments due under this lease will be charged to your term bill and 
will be due monthly.  
 
For student billing information, please visit http://www.hsph.harvard.edu/student-billing/ 
 
 
 

Family Accompanying Resident: 

Only members of the resident's immediate family (spouse/partner and/or children) may occupy the 
apartment. Nursemaids or relatives who perform babysitting or household duties are not permitted to 
reside at Shattuck House. If immediate family plans to come at any time during the year, Operations 
Office must have this information at the time an apartment is assigned. Residents are required to fill out 
the co-occupant application form online, and it must be approved by the Office of Student Affairs and the 
Operations Office.  
Co-occupant Application form: https://harvard.qualtrics.com/SE/?SID=SV_d40r3C8O4DrAtkV 
 

 
Please note that parents are legally responsible to provide adult supervision for their children in the 
parents' absence. Massachusetts General Laws Regarding Children, 119 sec. 1, requires that children of 
the Commonwealth are “protected against the harmful effects resulting from the absence, inability, 
inadequacy or destructive behavior of parents or parent substitutes, and to assure good substitute parental 
care in the event of the absence, temporary or permanent inability or unfitness of parents to provide care 
and protection for their children.” The Harvard School of Public Health is required by law to report 
incidences of neglect of children to the appropriate State authorities. 
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Special Requests 

 
Guest policy: 

Unauthorized occupants will not be allowed to stay in an apartment except as a guest for a limited time 
with prior approval from the Operations Office. Request must be made on online form 
(https://harvard.az1.qualtrics.com/SE/?SID=SV_1Y3Y3UZM5hHsXm5) at least a week in advance. To 
maintain security protocol, all guests must have a temporary ID. Guests must turn in the loaner key upon 
their departure. Failure to return the key will result in a $50.00 fee per key. 
 
For residents in one bedroom apartments: 

Guests are allowed to stay for a maximum of two weeks. 
 
For residents in shared two-bedroom apartments: 

Guests are allowed to stay for a maximum of one week and only with the consent of the roommate and 
approval from the Student Affairs Office. 
 
Abuse of this privilege may result in lease termination, at the sole discretion of HSPH.   
  
Maximum Occupancy: 

In following fire safety code and city code, the maximum occupancy for your unit is determined by the 
size of the unit. Residents and their guests combined must not exceed the maximum as listed below.  
  
(2014-2015) 
Monthly Rent Rate  Unit Type             Max Occupancy  
----------------------------------------------------------------------------------------------------- 
$1,148.00                   Shared Two Bedroom  2 (per bedroom), 4 Total 
$1,239.00                     Shared Two Bedroom   2 (per bedroom), 4 Total 
$1,295.00            Shared Two Bedroom            2 (per bedroom), 4 Total 
$1,500.00                     Small One Bedroom               2 Total 
$1,714.00                     Medium One Bedroom           2 Total 
$1,767.00                     Medium One Bedroom           3 Total 
$1,875.00                     Large One Bedroom  3 Total 
$1,929.00                     Large One Bedroom  4 Total 
 

 

Mid-Lease Inspection & Management Access to Your Apartment: 

There will be a mid-lease inspection of each apartment for structural, maintenance, pest control and 
general lease compliance. Residents will be notified in advance of the inspection. If you are not in 
compliance with your lease terms, corrective action will be taken. 
 
Facilities staff may enter your apartment to inspect the apartment, to make repairs or appropriate 
improvements, perform pest control measures, and to respond to an emergency. Every reasonable effort 
will be made to notify residents at least 24 hours in advance of entry. If your apartment has been entered, 
a green tab will be left on your door handle indicating the date, time and nature of the repair/work that 
was completed.  
 
Vacating Your Apartment: 

Your apartment MUST be left in a clean and tenable condition. Your apartment MUST be left in the 
condition in which you found it with no additional damages beyond what you recorded and signed on the 
Statement of Condition provided to your upon your arrival. Your apartment will be inspected for 
cleanliness and damages. Damages resulting in fees include, but are not limited to, lost keys, items left in 
the apartment, furniture damage, cleanliness, damage to the unit and or its contents.  
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Facilities 

 
HSPH is a smoke free campus and this includes Shattuck House. 

 
1. All ground floor emergency exit doors are restricted for security use only. Please use the door in 

Building 203 to exit the rear of the building. 
 

2. Buildings owned by Harvard University may not be used for any private, money-making 
operations. Soliciting is not permitted at Shattuck House. 

 
3. Any facilities may not be reserved for private use. All events planned for the recreation area must 

be cleared through the Office for Student Affairs and the Operations Office. Please contact both 
offices at least four weeks prior to the event. In order to notify all residents of an upcoming event, 
an email may be sent to all residents or an announcement bay be posted on designated common 
area bulletin boards only. Event advertisements may not be posted on front doors of the buildings. 
The event notices must be signed and list the telephone number of the person who is organizing 
the event with an exception for RCAs. All residents are welcome to participate in all events held 
in the public areas on the ground floor or in the playground. 

 
4. Individuals/organizations sponsoring events are solely responsible for maintaining the policies 

regarding use of the area during the event and cleaning the area and emptying the trash after the 
event. If the place is left for custodial service to do cleaning after the event, the organizers of the 
event will no longer be permitted to hold future events. 

 
5. The front lawns, garden beds and planted areas are not to be used by residents or their children. 

The playground area is available for outdoor recreation. 
 

6. For safety purposes, children are not permitted within the barbecue area at the playground. 
 

7. All common area equipment may NOT be removed for individual use.  
 

8. Food or drink is not allowed in the computer room or library room. 
 
*Please refer to the HSPH Student Handbook and Student Organizations Handbook for detailed 
guidelines concerning student events and alcohol policy. 
 
 

Common Facilities 

 

Littauer Room (Piano Room): equipped with a Steinway upright piano and chairs. You are welcome to 
play the piano but please be respectful of quiet hours. 
 
Sonnabend Room (TV Room): satellite TV, a DVD player, and a VCR for residents’ use. 
 
Children’s Room (Wilinsky Room): a play area with comfortable carpeting and toys for small groups 
for children. This room is also equipped with a television and VCR for the children. For the protection of 
the children, an adult must be present with the child in the play area. Parents must cooperate and assume 

responsibility for cleaning and stowing all toys and trash upon exiting the play area.   
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Gund Room: space for meetings and social events.   
Boston City Fire Department regulations limit the number of individuals who can be accommodated 

safely in this room to 167 people standing or 84 people seated.   

Any non-residents who have been invited to the Gund Room for study groups or social events should ring 
the Gund Room bell at the entrance to 203 Park Drive. The organizer of the event should meet the guests 
at the door. All guests must be accompanied by a resident while in the building.   
 
Edsal Room (Computer Room) 
The computer room is equipped with ten PCs, a laser jet printer, and a copy machine operated by Crimson 
Cash (through the use of your Harvard ID). Please observe the following rules: 
 
If you plan to use the Shattuck House Computer Room, please read the following simple instructions: 
 

1. The Computer Room is open 24 hours/day. If the door is shut and locked, your apartment key 
will unlock the door. 

2. You must have a login ID and password to use the computers. ONLY Shattuck House residents 
may use the PCs in the Shattuck House Computer Room. Children of Shattuck House residents 
must be supervised when using the computer. Your friends who do not live at Shattuck and who 
can’t get a computer in the Microlab ARE NOT allowed to use Shattuck computers. 

3. As a courtesy to fellow residents, please limit your computer lab usage to two hours during busy 
times. If no one is waiting to use the computer, you may stay on as long as you need to. 

4. If there is a wait to use the computers and you have stepped away from your computer for more 
than 30 minutes, you will be logged out and you will lose what you have been in the process of 
working on! This is a HSPH Microlab Policy that applies to the Shattuck House Computer Room 
as well. Before you are logged out, every effort will be made to locate you, including calling you, 
emailing you, and going to your apartment. If you can’t be found, 30 minutes have passed by, and 
people are waiting to use the computers- then you will be logged out. 

5. If there are people waiting to use the computer, please be considerate: if you are doing “pleasure 
work” or “fun stuff”, please give up your computer to someone who needs the computer for 
homework. Any computers left unattended for 30 minutes will become available to the next 
person. 

6. Do not copy your own software or files onto the hard disks of these machines, as repairs to the 
machines will be necessary to clean and re-organize the PCs and may render them unusable while 
repairs are scheduled.   

7. There is a no food policy in the Shattuck House Computer Room, and drinks must have a tight-
fitting lid.  

8. The printer is currently connected to the university-wide Pharos network, using your Harvard ID 
card Crimson Cash (the thin strip on your card) for printing so you can add printing credits, even 
after hours or on weekends. Funds can be added to your crimson cash account by visiting 
http://cash.harvard.edu/ or by using the Crimson Cash station located in the Kresge building by 
the vending machines on the first floor. Please send all questions regarding printing to 
icf@hsph.harvard.edu. 

9. If there is a problem with a computer: please call or email the HelpDesk at 617-432-4357 or 
helpdesk@hsph.harvard.edu. Please contact RCAs or Shattuck Security if paper has run out or if 
toner needs to be changed.  

 
Library: intended for quiet reading and study. Please do not remove books from the library.  
 
Gym: cardiovascular, weight training equipment and table tennis. Children are not allowed in the Gym 
area. Please do not move gym equipment. There are also ping pong ball and foosball in the office. Please 
contact RCAs if you would like to use them. 
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Playground:  
1. For protection of the children, a parent must supervise children at all times in the Playground.   
2. The gate must always be closed and locked upon exiting the Playground. 
3. The Playground is solely for the use of residents at Shattuck House. Please contact the Harvard 

University Police Department at 617-432-1212 if you suspect unauthorized use. 
4. For a specific event, receptacles can be provided for your trash. To keep the Playground clean and 

safe, please use and empty them. Contact Operations Office to arrange the receptacles can. 
5. As the School does not own the lot at the rear of the buildings and adjacent to the Playground, 

please do not let your children play there. 
6. In no event shall Harvard be liable for injury to children. Damage caused by any child in the 

playground, playroom, or any other area of the properties will be the responsibility of the the 
child’s parent/guardian. 

 
 

Laundry Room: 

Washers and dryers are operated with either Crimson Cash or coins. Please be mindful of the following 
when using these machines. 

1. Overloading the machines will damage them and will also prevent clothes from becoming clean.   
2. Use caution with the dryers. They may become very hot when set on the highest setting. 
3. Baby diapers may not be put in the washing machines. 
4. Please clean the lint screens when drying is complete.  
5. Please be considerate of fellow residents and empty machines when done. 
6. Unattended children are not allowed in the laundry room. You can see a live-view of the laundry 

room on http://www.laundryview.com/sih 
 
 

If a machine is not working properly, please contact the Control Center at 617-495-5560. 
 
 

Other Facilities: 

 
Storage Space:  
Our storage room is located in the basement of building 2, across from the Men’s Restroom. Your room 
key will open the door. All units are assigned a small numbered storage. For shared units, there are A and 
B storage space. Storage is only available of the duration of your lease. Please note, items cannot be left 
outside of the storage unit. Items remaining at termination of your lease will be discarded and you will be 
charged any costs related to disposal. 

 
Bicycle storage:   
Bicycle storage is located in the basement of building 1. This storage room is not locked, but bicycles can 
be hung up and locked to the walls. Bicycles must be labeled with your name and unit #, and must be 
brought in through the rear entrance of building 2. Baby strollers are allowed to be stored in this room as 
long as they are folded.  
 
Please note: 
Bicycle storage is at your own risk. Harvard University at no time shall reimburse residents for stolen, 
damaged, or items stored on the property. You are encouraged to register your bike with HUPD: 
https://internal.parking.med.harvard.edu/Bikes/BikeReg.aspx 
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Trash & Recycling: 
 
Trash/Dumpsters 

We have two dumpsters in the rear of building 3. Go out the back door in the basement (of building 2), 

turn left, and left again. You will see two dumpsters (marked Republic). Your trash can go in either bin, 

and your room key will open the locks. Please lock the bin when you are finished. Please do not leave 

your trash outside of the dumpsters. If both dumpsters are full, please inform the Shattuck security officer. 

Note: The City of Boston strictly enforces thrash disposal regulations. 
 

Recycling bins are located in the gym, in the basement of building 3. Residents are asked to rinse all 

bottles and cans before recycling. Please break down all boxes so they all fit in the blue recycling bins. 

These measures help in controlling pests at Shattuck House as well as keeping our residence clean. Thank 

you for your cooperation. 
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Safety Precautions 
 
Boston is no different than most large metropolitan cities in the U.S., and we suggest you use common 
sense in order to protect yourself and your property. 
 
• For your own protection, as well as for that of fellow residents, never open the front doors to non-

residents. If strangers try to come into the building with you, please call security at 617-262-0108 or 
HUPD at 617-432-1212. Suggest that visitors use the intercom to call the person they are visiting. 

• A visitor is to be admitted ONLY by the person expecting them and should always be escorted to the 
front door when leaving the building. Your guest should never admit a stranger into the building. 

• If you see people at Shattuck House whom you don’t know, ask if you can help them. Notify security 
of any suspicious people.  

• Solicitors are not permitted in Shattuck House. Should anyone come to your apartment asking for 
funds, selling tickets, distributing pamphlets, etc., call security immediately. 

• BEFORE LEAVING YOUR APARTMENT, BE SURE THAT THE STOVE IS OFF, WATER 
TAPS ARE CLOSED, AND ALL LIGHTS ARE OUT. For safety reasons, you should have a 
flashlight and telephone in your apartment with a list of emergency numbers in an accessible place.   

• Lock your door at all times. 
• If you notice any broken windows or doors, inform the security immediately. 
• Any personal property is kept at the sole risk of the resident. Neither HSPH nor Harvard University 

will be liable for damages to or the loss of property of any kind that is lost or stolen, or damaged or 
destroyed by fire, water, steam, or defective refrigeration or otherwise, while in or on the premises. 

 
All residents are encouraged to get renter’s insurance. 
 
HSPH has provided many protective devices within Shattuck House for security. How tenants use these 
devices will determine the safety of each resident. 
 
• There are two HUPD emergency telephones. One is located in the rear of 199 Park Drive, and the 

other is located in front of 203 Park Drive. These are to be used for emergency purposes only. To 
operate, simply push the button and it will automatically connect you with the HUPD. 

• The intercom system, located on the front of each building, is connected to the intercom box in your 
apartment and notifies you of a visitor. When the buzzer sounds in your apartment, press the button 
labeled TALK and speak into the box to ask who it is. By releasing the TALK button and pressing 
the LISTEN button, you can hear their reply. Please go to the front door and admit your guest (and 
ONLY your guest, do not admit others). To increase security, the door release buzzer on the intercom 
system is disconnected. The usual and easiest way for a stranger to gain access into a building is to 
press all of the buzzers, hoping someone will let them in the front door without asking for 
identification. If someone rings your bell for any reason whatsoever, except for business in your own 
apartment, refer them to security. 

• The spyglass located in the front of your apartment entry door makes it possible for you to see who is 
at your door before opening it. Do not open the door unless you recognize the person. If it is a 
stranger and you are concerned, call the security at 617-262-0108.  

• The locked front doors and the locked rear door of building 2 provide additional security. If any of 
the doors are not closing and locking automatically, report this immediately to the security or an 
RCA. These doors operate on automatic springs. Open doors are an invitation to a stranger to enter 
the building. REMEMBER: NEVER PROP THE ENTRY DOORS OPEN AND DO NOT LET ANY 
TECHNICIAN PROP THEM OPEN FOR REENTRY. All other exterior doors, excluding the three 
front doors and the rear entrance door, are restricted to security and building management use. These 
exterior doors are not to be opened except in emergency. If you notice anyone acting suspiciously in 
the lobby outside the locked doors, notify the security. 
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Carbon Monoxide Information 
 
Carbon monoxide is an invisible, odorless, tasteless gas that is produced when fossil fuels are not burned 
completely, or are exposed to heat (usually fire). By Massachusetts law, every residence must install a 
carbon monoxide detector.   
 
A manual for your detector can be found in the kitchen. Please let HSPH Operations or Security know if 
you do not have a manual in your unit. 
 
*** It is advised that you test this alarm once a week.  Instructions for testing the alarm are explained in 
detail in the user manual.   
 
There is a red indicator light on each detector.  The lights indicate: 
 

� Should there be an alarm condition, the detector will beep 4 times, pause, 4 beeps, pause, and 
continue in this pattern.  The LED (red) light will flash every second (page 1 in manual). 

• Should there be a low battery, the horn will "chirp" once a minute and the LED light (red light) 
will flash once/minute. 

• Should there be a missing or dead battery, the horn will remain silent, and the LED light is off. 
Call Control Center at 617495-5560 for a replacement. 

• Should there be a "latching" alarm (meaning there was alarm levels of CO present, but CO levels 
have since dropped below alarm levels, page 5 in manual), the LED light will flash every 5 
seconds, but the horn will stay quiet. (page 1 and 5 in manual) 

• Should there be an alarm malfunction, the LED light will flash 3 times, synchronized with 3 rapid 
chirps every minute. (page 1 in manual) 

 
If there is an alarm condition (the detector beeps 4 times, pause, beeps 4 times, pause, and continues in 
this pattern, and the LED light flashes every second), you should: 
 
1. Pull the fire alarm- use a pull station.  Pull stations are located on every floor, as well as in 

various places in the basement area.   
2. Evacuate the building immediately. 
3. When you get outside, please inform an RCA that the carbon monoxide detector in your 

apartment is sounding.  
4. The Boston Fire Department, the Harvard Fire Group, and Harvard FMO will arrive at the scene; 

an investigation will follow. 
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Key Policy 

 
Your keys:  
You will be given two keys. There will be a signed key card kept on file in the Operations Office to keep 
a record of issued keys. One key opens common area doors (including the trash dumpsters located at the 
back of building 3), and your apartment door. The second key opens your mailbox. Although your 
apartment key can open common areas, it CANNOT open other apartment doors. Your Harvard I.D. card 
will be programmed to open the exterior doors to the buildings 24 hours a day, 7 days a week. Anyone 
living at Shattuck without a Harvard I.D. card will be given a temporary visitor/guest ID, which also will 
open the exterior doors to the buildings.  

1. If a key is lost, the entire security of the house is compromised. Guard your keys carefully.   
2. Never have identification such as your name and address on your keys or key chain.   
3. If your keys have been lost or stolen, report this immediately to security or an RCA so that 

appropriate lock changes can be made. There is a replacement fee of $50 per key for any lost keys 
(this includes mailbox keys).   

4. If you are locked-out, the security will unlock your apartment for you. There is a fee of $30 for 
lockouts after office hours or on the weekends/holidays. The $30 fee from any lockouts will be 
put towards future events at Shattuck House. YOU MUST HAVE SOME FORM OF PICTURE 
I.D. BEFORE YOUR APARTMENT DOOR WILL BE OPENED.   

5. If you are locked inside your unit for any reasons, please call Control Center at 617-495-5560 and 
they will send a Facilities Maintenance Operator over to assist you.  

6. DO NOT LOAN YOUR KEYS TO ANYONE, INCLUDING FRIENDS.   
7. Keys MUST not be duplicated or transferred by any resident to another person. It is illegal to 

have your keys duplicated.   
8. It is illegal to replace your lock with any other lock.  It is also illegal to have any extra lock on 

your door, as it would prevent access to your apartment in the event of an emergency. 
 
Mailboxes are located near the 199/203 (building 1 & 2) elevator lobby in the basement of building 2. If 
your mailbox is unlocked, the postal service can refuse delivery of mail. If you are unable to lock your 
mailbox properly, inform the Operations Office. Please recycle unwanted literature in the receptacles 
provided. There’s a return-to-sender box for any mails for previous residents. Please put only those mails 
in this box.  
 
Stairwells and halls must be kept clear from debris, baby carriages, shoes, bikes, furniture, grocery carts,  
etc. at all times for security and fire safety reasons.  
 
 

Other Important Information 

 
Air Conditioning Units: 

Shattuck House does not have a central air-conditioning system, and air-conditioners are not furnished 
items.  For those that would like an air-conditioner in your room, please consider the following options; 

• Bring a window air-conditioner unit with you 
• Purchase a unit at a nearby electronic store 
• Rent from Lincoln Air Conditioning Co. (see contact information below) 

 
If you choose to have an air-conditioner, there is a seventy-five dollar ($75) annual electricity charge per 
air-conditioner. Please note that units must not exceed 10,200 BTUs.  Residents are not allowed to 
personally install or de-install air-conditioners for safety and liability reasons.  
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If you provide your own A/C unit, please conduct the following steps: 
1. Call Control Center at 617-495-5560 with campus location (Shattuck), your name, phone # and 

unit #. (*Please note: except for the first week and the last week of the lease term, all A/C 
installation work orders will be performed on Tuesdays only, unless notified by Operations 
Office.) 

2. Please have the air-conditioner ready for installation by the window where you would like it to be 
installed. (Please make sure to remove from the box if you bought a new one.) 

3. A $75 fee per air-conditioner will be added to your term billing.  
4. Call Control Center to schedule de-installing of your A/C unit before your planned move-out 

date.  
 
Please note that there are window bars installed on first floor windows. These bars only allow for 
specialized air conditioning units (floor models only.) 
 
Air-conditioners can be rented from Lincoln Air Conditioning Co. at 1-800-439-1780. Please include 
your name, room, and length of stay when inquiring. Lincoln Air Conditioning Co. will install the rented 
air-conditioner.  
 
Appliances: 
All refrigerators are self-defrosting.   
The stove burners and the oven will light automatically when turned on. If they do not light, or if you 
have questions concerning the operation of your stove, please call Control Center.  Child proof handles 
are available for units with children. Contact the Operations Office for installation. 
  
Dishwashers, washing machines, and exterior television aerials are not allowed. 
 
Cable TV & Phone: 
To order cable TV or phone, you can contact Comcast at (800) COMCAST or http://www.comcast.com. 
Representatives from the cable company will explain the different packages available to you. Shattuck 
House or the cable company does not provide a television for you. You can purchase a television from 
any department or electronic specialty store. BestBuy is two blocks from Shattuck House. Exterior 
satellite dishes are prohibited. 
 
Other phone companies: 
RCN: (800) 746-4726   Verizon: (800) VERIZON 
 
Furniture: 
Each apartment has been equipped with a standard inventory of furniture including a mattress, box spring, 
bed frame, bookcase, wardrobe (stationary – do not move), chest of drawers, desk, desk chair, bedside 
table, loveseat/sofa/lounge chair, end table, and kitchen table with chairs or stools for the breakfast bar. 
All furnishings must remain in the tenant’s own apartment. Do NOT remove any common area furniture 
to your unit. 
 
Plates, glasses and utensils: 
Shattuck House does not provide plates, glasses and utensils. You need to bring your own or you can 
purchase them at a nearby store (Bed, Bath and Beyond is only a few blocks away.) 
 
Quiet Hours: 
The time period from 11pm through 8am is designated as quiet hours. Residents should take extra care 
during this time period to keep noise levels to a minimum.   
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Pets: 
Pets are not allowed at Shattuck House. Residents must have prior written consent from Operations to 
keep a service animal. 
 
Hanging Pictures in an Apartment: 
If you wish to hang pictures on the walls, please use only thumbtacks or “bulldog”- type hooks. Please do 
not use adhesives, glue, paint, contact paper, or other finishing materials on floors, walls, doors, ceilings, 
or furniture in the apartment. Due to the nature of the construction materials used in the building, objects 
cannot be hung from the ceiling. 
 
NEVER HANG ANYTHING FROM THE SPRINKLER HEADS ON YOUR CEILING. This is a 
fire code violation. 
 
Heat: 
There is one thermostat for each apartment unit. The thermostat has a low limit of 55° F and a high limit 
of 85° F.  Electric space heaters are strictly prohibited. 
 
Energy Conservation: 
Residents of Shattuck House are asked to be mindful of energy consumption, as energy costs relate 
directly to the cost of rent. Some helpful energy savings tips are:  

• Turn off the lights when leaving the room 
• Keep the heat set to 68-72 degrees Fahrenheit 
• Avoid blocking the radiators with furniture  
• Turn your computer off when not in use for more than an hour 
• Enable power management software, particularly for monitors 
• Make sure your faucets aren’t dripping or the toilet running, and if they are, call the Control 

Center at 617-495-5560. 
 
Pest Control: 
HSPH has a pest control company on call to keep the buildings free from pests. Please contact the Control 
Center immediately with any signs of pests. Any resident who does not report pest infestation may be 
subject to immediate eviction. The pest control company performs periodic inspections requiring access 
to all kitchen cabinets and bathrooms. You will be given advanced notice before these inspections.  
 
Your cooperation is important to keeping Shattuck House pest free. Please notify the Operations Office 
whenever you see any type of pests in the building.  
 
Plumbing: 
Objects such as disposable diapers, sanitary napkins, hair, food, and paper towels should never be placed 
in the toilet. This will clog the plumbing and create a backup. Please regularly remove hair and soap from 
your tub drain to prevent overflow. 
 
Do not dump any chemicals down the drain, as the piping is sensitive to chemicals.  Please do not pour 
grease down the sink, as it will clog the drain. Always use the sink strainers that are provided for the 
kitchen sink.   
 
Windows: 
Screens and glass panels must not be removed. The screens allow fresh air into the apartments while 
keeping out insects and other pests. 
  
 



18

�
�

Unit Doors: 

A unit number and nameplate have been installed next to each apartment entry door.   
 

Utility, Furnace Room, Generator Room and Maintenance Areas: 

These areas are restricted and not to be entered by tenants. Thank you for your cooperation. 
 
 

 

Internet Access and Networking Information 

 
Internet Access and Networking Information 
  
The Shattuck House network provides access to the following standard resources once any member and 
their computer have been successfully authenticated: 
  

• Internet 
• Email 

  
Connecting to the Shattuck House Network: 
  
All connections in residential units are wired only. Any unauthorized wireless network will be remotely 
disconnected by HUIT / HSPH IT. 
  
Wireless Internet is provided to all residents in all areas of the complex. 
  
HSPH IT and HUIT broadcast the following wireless networks in the Shattuck House: 
  
Harvard Guest (limited connectivity, 30 minute timeout) 
Harvard University 
Harvard Secure 
Harvard Help (instructions for connecting to all networks) 
  
To connect to a wireless network, please pick Harvard Help in your wireless device and then open a web 
browser. Please follow the instructions for the wireless network you wish to connect to. Once you are 
connected here, you will be able to automatically connect to that wireless network where it is broadcast in 
the Harvard Campus. 
  
For all computer related requests, such as printer, computer, and wireless services, please contact 

HSPH IT Helpdesk, at: helpdesk@hsph.harvard.edu or via phone at: 617-432-4357. 
 
Digital Millennium Copyright Act (DMCA)  
  

• Digital Millennium Copyright Act (DMCA) it’s a federal copyright law that we must all abide by. 
• Music, movies, and commercial software are all protected by Federal law, and pirating any of 

these things is a federal offense, with fines of up to $100,000 
• Services like Apple iTunes, is a legal way to buy music; But there are dozens of file sharing 

services available for free on the internet, where you can download illegal copies of the latest 
movies or music.  

• Even though it’s possible to do this, especially with Harvard’s high-speed network connections, it 
is illegal, and the music and motion picture industries are aggressively policing the internet and 
going after violators.  They can pin point the violation down to a precise date, time, computer, 
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and material being pirated.  Legal notice is then sent to Harvard, and we come knocking on your 

door.  

• The first offence receives a warning; if you get a second violation notice, we are required to 

disconnect you from the network.  

 

All connections in residential units are wired only. Any unauthorized wireless network will be remotely 

disconnected by HUIT/HSPH IT. 
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Getting Around 

How to get to HSPH from Shattuck House: 

Walking: 

The walk from Shattuck House to HSPH is essentially a straight line and approximately 15 minute walk. 

The easiest way is to walk out the front door of Shattuck House, and cross the street walking towards the 

park. Be careful… cars will be coming from your left, and often fast. Walk around the fence towards the 

intersection of Avenue Louis Pasteur and Fenway. Cross at that intersection towards the “Emmanuel 

College” sign. You should see the Harvard Medical School Quad straight ahead of you in the distance 

(Gordon Hall, a big building with 4 pillars and a flag on top). Continue on Avenue Louis Pasteur, walking 

towards the Medical School. When you reach Longwood Avenue, cross to the other side of the street, and 

continue walking through the Harvard Medical School quad. Climb the stairs by one of the two lions and 

turn left. You will see Kresge (the HSPH main building) straight ahead of you.   

Landmark Shuttle Bus: 

The Landmark Shuttle transports HSPH community members between the Landmark Center and the 

Longwood Campus from 8:00 a.m. to 6:10 p.m. It will make a stop at Shattuck House by request to the 

driver for drop-off or by wave for pick-up. See the FXB security desk for a schedule. Schedule for 

Landmark Shuttle Bus: http://www.masco.org/directions/hsph-landmark-shuttle 

App for live-track all shuttles: http://masco.transloc.com/info/mobile 

Shattuck 

HSPH 
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From Longwood Medical area to Harvard University in Cambridge: 

 
Shuttle Service  
(Cambridge-Longwood) 
MASCO provides a free shuttle bus service for Longwood campus students commuting between Harvard 
Square and the Longwood Campus (the M2 LMA shuttle). To board, you must show your Harvard ID. 
Buses leave the Cambridge and Longwood Campuses every 10-15 minutes during peak periods and at 
least once an hour during the rest of the day, from approximately 7 a.m. to 11:30 p.m. The trip takes 20 to 
30 minutes, depending on traffic and weather conditions. Call 617-632-2800 or consult MASCO's web 
site, http://www.masco.org/directions/m2-cambridge-harvard-shuttle for schedules and other information. 
 

 

Transportation in Boston: 

 

What is the public transportation like in Boston? 
The subway system in Boston is called the “T.” You can buy tickets at any T-station, but it is better to 
purchase a rechargeable pre-paid pass called a Charlie Card. For more information and how to purchase 
Charlie Card, visit www.mbta.com. At this website you can also find information on the nearby bus 
routes, and you can use their trip planner option to see what is the best way to get to a certain destination.  

 
The nearest T-stop to Shattuck House is the Fenway stop on the D line of the Green Line, it is located 
further up Park Drive, next to Bed Bath and Beyond. The second alternative is the Museum of Fine Arts 
on the E line of Green Line, located on Huntington Avenue. The C line of the Green Line is also not too 
far away; it is further up Park Drive at the intersection of Beacon Street. 

 
How do I get to the main campus in Harvard Square? 
The main campus is located in Cambridge, across the river. There is a free shuttle connecting Longwood 
to Cambridge. You can find the shuttle schedule at http://www.masco.org/directions/m2-cambridge-
harvard-shuttle and the nearest stops are on Avenue Louis Pasteur. You can also take the T to the Harvard 
Square stop on the Red Line. 
 

 

Parking Information 

 

There is NO parking available for residents on Shattuck House property. Vehicles illegally parked will 

be towed immediately. There is no parking available anytime in the parking lot located at the rear of the 
buildings. Brookline Towing Company, hired by Copley Management (owners of the lot) will 
immediately tow any vehicle from this area. HSPH has no recourse with cars that Copley Management 
has towed from their parking lot. The cost of retrieving your car if it is towed is in excess of $100. 
Contact Copley Management directly if towed. 
 
Parking regulations on Park Drive are governed by the Metropolitan District Commission (MDC) and 
may differ from parking regulations on adjacent streets under the control of the Boston Transportation 
Department.  
 
Park Drive parking regulations are well marked. Parking on Park Drive is free and allowed only with a 
Fenway resident sticker obtainable at 1 City Hall Plaza, Room 224, if you have a Massachusetts car 
registration. You will need to bring your automobile registration, a copy of your lease and a recent 
telephone bill with your current name and address on it. Please visit 
http://www.cityofboston.gov/transportation/parkprogr.asp for more information about a parking permits 
and rules and regulations. 
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A copy of parking rules and regulations may be obtained by writing to: 
 
Boston Transportation Department 
1 City Hall Plaza - Room 721 
Boston, MA 02201; Telephone: 617-635-4680 
 
Please remember that if you park on the street, check the signs that are posted for street cleaning and other 
regulations. Otherwise, you run the risk of fines and/or having your car towed.  
 
 
Before You Move in: 
 
Helpful information on Boston: 
For any information about Boston and any helpful tips about moving, visit: 
http://www.cityofboston.gov/students/housing/movein.asp 
 
Let us know about your arrival date: 
Please fill out Move-in Form online: https://harvard.az1.qualtrics.com/SE/?SID=SV_3KkCMUjzltASBgh 
at least one week prior to your arrival time.  
 
Mailing Address: 
The address for your apartment is printed on your lease. Please DO NOT direct mail there until you 
have moved into your apartment.  
   
 
Other helpful tips 
 
Shopping:  
Where is the nearest grocery store? 
The nearest grocery store is the Shaw’s at the corner of Boylston Street and Park Drive, and it is 
approximately 5 minutes walk. Turn right after going out the front door of Shattuck House, and walk to 
the Exxon gas station. Turn right on Boylston and you will see the market in front of you. 
 
Where can I buy the basic necessities for my apartment? 
The nearest shopping plaza is at the Landmark Center, which includes BestBuy, Staples, REI, Bed, Bath 
and Beyond, located at 401 Park Drive, right next to the Fenway T-stop. You can buy anything for the 
home from pillows, towels, pots and pans, etc. at Bed, Bath and Beyond. Kitchen items may also be 
found at Shaw's Supermarket. Landmark Center is approximately 10 minutes walk. 
 
Where can I buy calling cards? 
The Seven-Eleven will have them, as will the Shaw’s on the corner of Boylston and Park Drive. Another 
option is to buy them from the Park St. T-station. You can also get a phone card (STI) on line by visiting 
http://stiphonecard.com/ or http://www.callingcards.com 
 
Post Office: 
The nearest post office is located in Kenmore Square, the address is 11 Deerfield St. and the phone 
number is 617-437-1113. To get to Kenmore Square, walk up Park Drive and take your fourth right onto 
Brookline Ave. (Best Buy and the Regal Fenway movie theatres will be on your left) and Kenmore 
Square will be a ten minute walk from there in a straight line.  
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Another nearby postal office is located at the intersection of Longwood Avenue and Brookline Avenue in 
the UPS store; and if you are going from school, the closest one is on Tremont Street two blocks down the 
road from the Brigham Circle. 

 
What happens when I receive a package? 
Security will open the front door for delivery services when they are able. Packages will be left on the 
marble table for residents to pick up. It is residents’ responsibilities to check if they receive packages. 
Security cannot sign on behalf of you to receive any packages, and they are not responsible for any lost or 
misplaced packages. Please have a delivery service call you directly if they require your signature. If 
you’re expecting something very valuable, please consult with RCAs. 
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