
WELCOME!	  

Welcome to Project Freedom at Trent Center!  We are excited to have you join our 
community.  We hope you find living here an enjoyable experience. 

This handbook will assist you as you get to know staff and the services we provide.  It 
also contains important information about how the building operates.  Please call or stop 
by the office if you have any questions.   

  

Sincerely, 

  

Staff of  

Project Freedom at Trent Center 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Alcoholic Beverages:   
Tenants and guests are not allowed to consume any liquor or alcoholic beverage or possess 
any open container of liquor or alcoholic beverage within the limits of the public or common 
areas of the property.  The common areas include the laundry rooms, stairwells, lounge, 
community room, hallways, the entire front lobby area, elevators, lawn areas and parking lot.   
  
Appliances: 
Project Freedom at Trent Center provides tenants with a range, refrigerator, heat and air 
conditioning.  Tenants are expected to use them as intended and to clean them regularly.  
Please report any problems with your appliances to the office as soon as possible.  The office 
does have new drip pans if you would like to purchase new ones for your range.  The air filter in 
the heat/air unit is cleaned twice yearly.  Washers, dryers and dishwashers are not permitted in 
apartments.  Small chest type freezers are allowed as long as 1) the freezer is equipped with 
the factory power supply cord and is plugged directly into an outlet (no extension cords) and 2) 
the freezer does not block any entrance/exit in the apartment.  Do not leave the stove or oven 
unattended when in use. 
 
Bed Bugs/Pests:  
If you suspect you have bed bugs, please report this to the office immediately.  An inspection 
will be performed by a pest control company.  It is extremely important that you do not remove 
any furniture, mattresses, box springs or bedding before inspection.  Improper disposal of these 
items will result in the spread of the infestation throughout the building.  You will be advised of 
the inspection result and any further measures needed.  Removing furniture or bedding 
before advised will result in a house fine.   
 
Bicycles: 
There is a bicycle stand located on the west side of the building for tenants and guests to use.  
Bicycles found locked to signs, posts or fence or blocking any walkway will be removed by the 
landlord at the tenant’s expense.  It is the responsibility of the tenant to lock the bicycle to the 
stand.   
  
Cameras: 
The property is monitored by surveillance cameras inside and outside the property.  Police will 
be called for any person found loitering, trespassing or engaging in criminal activity on or in the 
property. 
 
Candles/Incense (Burning Of): 
Fire code regulations prohibit open flame in a high-rise apartment setting.  Do not burn candles, 
incense or have any other open flame in your apartment.  Electric or battery-operated oil-
warmers are permitted. 
  
Carbon Monoxide Detectors:   
A carbon monoxide detector is present in each apartment.  It is hard-wired and has a battery 
back-up.  It will produce a continuous beeping sound if carbon monoxide is detected.  If the 
detector in your apartment is periodically beeping, it needs a new battery.  You may report this 
to the office and maintenance will change the battery at no cost.  The detector is the property of 
Project Freedom at Trent Center and must stay in the apartment when you move out. 
  

 Carpet: 
The carpet in your apartment should be vacuumed on a regular basis.  Management suggests 
periodic shampooing as well.  For companies that provide this service, please contact the office.   



  

Common Areas: 
The common areas of the building are for all tenants to use and enjoy.  Everyone is welcome to 
sit and socialize; however, tenants must be aware of others living in the building.  Tenants 
should dress properly.  Nightclothes, pajamas, robes and bedroom slippers should not be worn 
outside your apartment.  Foul or offensive language will not be tolerated.  Quarreling between 
tenants is discouraged and legal action may follow if such behavior occurs.  Management does 
not take sides in disagreements between tenants.  Food and beverages are not allowed in the 
TV room.   
  
Copy/Fax Machine: 
The office is able to make copies for tenants.  The fee is 10¢ per page copied.  Faxes can be 
sent and received.  The fee is $1.00 per page to send a fax; there is no fee to receive a fax.  
The fax machine number is 609-396-7631.   
  
Death of a Sole Tenant: 
In the event of a tenant’s death, in accordance with New Jersey law, Project Freedom at Trent 
Center will do the following: 
1. Change the lock on the apartment door to prevent anyone from entering the apartment. 

2. If clothing or documents are needed for burial, a Project Freedom at Trent Center employee 
will accompany ONE family member into the apartment for a short period of time to retrieve 
the necessary items.  Photo identification must be provided and will be copied. 

3. If the tenant had no will, a family member must to go the Mercer County Surrogate’s Office, 
175 South Broad Street, Trenton, to obtain a certificate naming them “Next of Kin.”  After the 
certificate is obtained, the person named as Next of Kin will be allowed to vacate the 
apartment.  The death certificate is needed to obtain the Next of Kin certificate and this 
process takes several days.   

4. In most cases, the apartment must be vacated within fourteen (14) days of the date of 
passing, unless the family and/or rental assistance agency agrees to different terms. 

5. If the tenant had a will, the person named as Executor will be allowed into the apartment to 
retrieve documents or clothing and to vacate the apartment.  Photo identification must be 
provided and will be copied.   

  

Door Decorations: 
Tenants are allowed to decorate their apartment door using over the door hangers.  The use of 
any kind of adhesive is prohibited, including duct tape, scotch tape, packing tape, double sided 
tape, hot glue, Elmer’s glue, bumper stickers, decorative stickers or Velcro.  Nails, hooks, 
screws and markers are prohibited as well.  Management reserves the right to remove any item 
from the door that is affixed using an adhesive product.  Tenants will be charged for the repair 
and repainting of the door if adhesive is used.   
  

Emergency Procedures: 
Fire:  If you should see, hear, smell or suspect a fire, no matter how small, call 911 
immediately.  Remain calm and do not panic.  If the fire is in your apartment, get everyone out 
of the apartment, close the door and activate the nearest fire alarm.  Do not delay by looking for 
valuables or personal belongings.  Once out of the apartment, do not return for any reason.  Do 
not use the elevators.  If the fire alarm should sound while you are in your apartment, stay in 
your apartment and keep the door closed.  It is a fire-proof door.  Wait for further instructions 
from the Fire Department.  Firefighters will rescue you if need be.  If you are in a common area 



when the fire alarm sounds, you should leave the building through the nearest exit.  Do not 
congregate, block doors, hallways or stairways.   
  
Medical: If you have a medical or life-threatening emergency, call 911 immediately.  Do not 
jeopardize your health by trying to call a neighbor, relative or security first.  The emergency 
medical personnel will notify your loved ones if needed.  Trent Center staff are not allowed to 
pick-up anyone who has fallen.  If you have fallen, emergency medical personnel will be called 
to pick you up. 
  
Police:  If you have a police emergency, call 911 immediately.  The non-emergency number for 
the Trenton Police Department is 609-989-4170.   
  
  
 Employee-Only Areas: 
Tenants are not allowed to enter into employee-only areas.  These areas are clearly marked 
with signs.   
  

Entering the Building:   
In order to allow your visitors to enter the building from your apartment, you must first have a 
working telephone in your apartment.  Report your telephone number to the office so it can be 
programmed into the system.  Your visitors will enter by using the keypad on the wall between 
the two sets of doors at either entrance.  Your visitors must know your last name in order to 
scroll through the names.  By pressing “call”, your visitor will be calling your apartment.  You can 
allow your visitor to enter by pressing “9” on your phone.  Landline phones must be set to “tone”, 
not “pulse”.  If you change your phone number, you must report the new number to the office.  If 
you don’t have a landline phone, it is your responsibility to meet your guests at the double doors 
to let them in.  Trent Center staff and other tenants are not allowed to open the doors for 
visitors.   
 
If you have a cell phone number programmed into the system that is not a local number 
according to Project Freedom at Trent Center’s phone bill, you will be billed on a monthly basis 
for the calls to let visitors into your apartment.   
  
Tenants enter the building by way of their ID badges.  Swipe the badge on the black box by 
each entry door.  The door will automatically open.  Tenants are not allowed to give their keys or 
ID badge to friends or family to get into the building to insure the security of the building.  
Violations will result in a house rules fine. 
  
Entering through the Fence: 
To enter the property through any of the walking gates on the Chestnut Street side of  the 
property, tenants should swipe their ID badge by the black box by each gate.  Crawling under 
any gate or altering the mechanisms of any gate is not allowed by any tenant or guest.  These 
are violations of your lease and may result in a house rules fine.  Any damage caused to the 
gate or fence because of tenant or guest behavior will be the responsibility of the tenant.   
  
Eviction: 
Tenants are responsible for paying rent on time.  Late fees will be charged when rent is not paid 
by the due date.  Eviction proceedings will start when rent is not paid by the 36th day after the 
date due and no arrangements have been made with management to remedy the situation.   
  
 Falls: 



If you witness anyone fall on the property, do not pick up the person.  Attempting to pick up 
someone may result in injury to you or could result in further injury to the person who has fallen.  
Assure the person you are calling for help, then immediately call 911.   
  

Feeding Stray/Wild Animals: 
Leaving food or water outside anywhere on the property, with the intention of feeding wild or 
stray animals, is not allowed.  This practice attracts unwanted rodents, wild animals and stray 
animals.  This also causes unsightly bird droppings.  We must ask that everyone refrain from 
feeding the birds and/or animals or leaving any food or water outside.   
  

Fines: 
The rules and regulations contained herein shall be deemed a part of your lease and violations 
will result in a fine assessment as follows: 
First Offense:           written notice 
Second Offense:      $15.00 fine 
Third Offense:          $30.00 fine 
Fourth Offense:        $45.00 fine 
 
Fire/Smoke Alarm Activation: 
Project Freedom at Trent Center is very concerned about the potential for fire at the property.  
Therefore, leaving cooking unattended, burning candles or incense, smoking in bed or any other 
activity or inattention that results in an alarm activation is considered a violation of your lease 
and house fines will be imposed. 
 
Fire Suppression Devices: 
Each apartment is equipped with fire suppression devices attached to the range hood.  Do not 
tamper with or remove these devices as our insurance company requires the devices to be 
installed in each apartment.  You will be charged for replacement if any are found to be missing.   
  
  
Housekeeping Standards: 
Project Freedom at Trent Center requires that apartments be maintained in a clean, safe and 
sanitary condition.  It is the tenant’s responsibility to maintain at least a level of housekeeping 
that does not have a negative impact on the property or other tenants.  Excessive accumulation 
of newspapers, clothing, books, storage tubs, boxes, etc. presents a fire hazard as well as a 
tripping hazard.  Tenants will be asked to remove any excess accumulation.  Trash, discarded 
food and any food containers must be properly disposed.  If a tenant is unable to maintain their 
apartment in a clean, safe and sanitary condition, services are available for a reasonable fee.  
Failure to maintain the apartment in a clean, safe and sanitary condition is a violation of your 
lease and a house rule fine will be imposed.   
 
Inspections: 
An inspection of each apartment is completed every other month by Project Freedom at Trent 
Center staff.  Tenants are given advance notice of the inspection dates, generally the last Friday 
of the month.  The inspection is to insure all appliances are in proper working condition, smoke 
and carbon monoxide detectors are operable, no fire hazards exist, no pest infestations exist, 
minimum housekeeping standards are maintained and all plumbing fixtures are in proper 
working condition.  You do not have to be home at the time of inspection.  If your apartment fails 
inspection, services are available to remedy the situation.  Inspections by other agencies (fire 



department, HUD, Tax Credit Home Loan entities, New Jersey Housing & Mortgage Finance 
Agency, DCA) also occur and notice will be given.  In emergency situations, prior notice is not 
always possible.   
 
Keys: 
Each tenant is given one (1) set of keys.  This consists of an apartment door key, a mail box key and 
an ID badge.  The ID badge allows tenants to open the main doors into the building and the walking 
gate on the Chestnut Street fence.  If a tenant loses their keys, management will replace the keys 
and change the lock at a cost of $75.00 or the actual cost of any contracted services.  Replacement 
of a lost ID badge is $10.00.  Replacement of a lost apartment or mail box key is $15.00.  Family 
members and guests are not allowed to use your keys or ID badge.  Do not loan your keys or ID 
badge to any person.  A house rules fine will be imposed if a tenant is found loaning their keys or ID 
badge to anyone. 

 

Laundry Rooms: 
Please be aware the laundry rooms are made available for the convenience of Project Freedom at 
Trent Center residents.  Guests and relatives are not permitted to use the laundry rooms.  The 
laundry rooms are open 24 hours a day and operate on a debit card system.  Money can be added 
to the debit cards by way of a machine across from the vending machine on the first floor.  There is a 
fee to replace a lost or stolen laundry card.  Project Freedom at Trent Center is not responsible for 
lost or stolen laundry debit cards.  Washers and dryers must be used according to manufacturer’s 
specifications.  Do not overload the machine or use too much detergent (detergent must be labeled 
“high efficiency HE”).  Damage caused to the machines by misuse will be the responsibility of the 
tenant.  If you do not remove clothing at the end of a washing or drying cycle, other tenants are 
permitted to remove the clothing and set it aside.  Washers and dryers are not permitted in the 
apartments.   
 
Lease: 
The tenant is responsible for thoroughly reading the lease.  It explains when and how your tenancy 
can be terminated, when and what information needs to be reported to the office, the policy on 
criminal activities and other important information.  If you do not understand any part of your lease, 
please ask the social service coordinator to explain. 
 

Lock-Outs: 

If you lock yourself out of your apartment, there is a fee to be let back in.  During regular business 
hours, the fee is $10.00, payable at the time of service.  After regular business hours, the fee is 
$20.00, payable at the time of service.  The number to call if you are locked out is 609-218-0154.   

 

Mail: 

Tenants are responsible for checking their mail daily.  Family members are not permitted to use 
your mailing address or receive mail at the tenant’s address.  Any problems you have with your 
mail should be reported directly to the post office.  Project Freedom at Trent Center staff will not 
check your mail for you, hold your mail or sign for any package.  Tenants are responsible for 
completing a change of address with the post office upon move-in or move-out.  For liability 



reasons, the management office is not able to sign for any packages or deliveries.   

 

Maintenance Requests (Work Orders): 
 Requests for repairs in your apartment must be reported to the office.  If there is a maintenance 
emergency after regular business hours, call 609-218-0154.  Please do not go directly to the 
maintenance workers with a problem.  Tenants’ will be charged for maintenance calls involving 
damage or misuse.  Deodorant and/or cleaning blocks are not to be placed in the toilet tank or bowl.  
These items get stuck, causing an overflow situation.   
 
Moving In/Moving Out: 
The service elevator will be scheduled for your use on your move-in or move-out date.  You are 
permitted to use the elevator from 8:00am to 4:30pm on regular business days.  Thirty (30) 
days written notice is required to move-out.  All move-outs must be arranged with the 
building manager during regular office hours.  Any damages not repaired upon move-out will be 
assessed according to the most recent fee schedule in effect at that time.  Lease signing must 
be completed during regular business hours.   
 

Newsletter: 
The Social Service Coordinator publishes a monthly newsletter for tenants.  The newsletter is 
available for electronic delivery to a working email address.  Copies can be obtained in the main 
office. The newsletter lists upcoming events, introduces new staff members and provides 
informational updates on policies or procedures for tenants. 
  

Office Hours: 
The Project Freedom at Trent Center Office is open from 8:00am to 5:00pm, Monday through 
Friday.  The phone number is 609-396-7633.  You can put in a work order, have something 
copied, send or receive a fax, receive your parking permit, drop off paperwork or make an 
appointment to see a staff member during these hours.  Social Service staff is able to help with 
a wide variety of problems and concerns, so please call or stop by.   
  

Parking: 
Due to space restrictions, each tenant is allowed one (1) vehicle on the property.  Every tenant 
who owns an automobile must have a current Project Freedom at Trent Center parking sticker.  
Parking stickers and temporary parking permits for guests can be obtained in the office.  The 
tenant must have a valid driver’s license or valid state identification card and current registration 
and insurance for the vehicle.  Any tenant who does not have a current parking sticker on their 
vehicle may have the vehicle towed at the tenant’s expense.  All vehicles must be in operable 
condition.  Parking is not provided for vehicle storage.  Any vehicle which is determined to be 
inoperable for a period in excess of thirty (30) days may be removed by management at the 
tenant’s expense after notice and in compliance with any applicable law.  Any vehicle posing a 
safety hazard or traffic obstruction may be removed immediately by management at tenant’s 
expense.  Parking is not allowed in designated fire lanes or in construction areas.  This includes 



the curved lane in front of the building.  Any vehicle parked in these areas or posing a safety 
hazard or traffic obstruction may be removed immediately by management at tenant’s expense.   
Project Freedom at Trent Center does not have assigned parking spaces or covered parking 
spaces.    

Pest Control: 
Project Freedom at Trent Center contracts with a pest control company to provide extermination 
services for the building.  If you have a problem with pests or insects, please report the problem 
immediately to the front office.  Your apartment will be visited by the exterminator at the next 
regularly scheduled service date.  You do not have to be home when the exterminator 
completes the inspection and/or treatment.   
  

Pets: 
Project Freedom at Trent Center does allow ONE small common household pet, under 25 
pounds, per household.  Pet owners are responsible for a refundable $200 pet deposit and 
signing a pet lease.  The tenant is responsible for providing the building manager with a copy of 
the pet’s complete health records every year.  The tenant is responsible for curbing the pet 
(picking up and removing pet feces).  Dogs must be on a leash at all times when not in your 
apartment.  It is a violation of the lease if the pet is not curbed and could result in eviction and/or 
house rule fine.  Pets are not permitted in common areas, such as but not limited to the lounge 
and bistro (community) room.   
  

 Recertification: 
Each tenant must be recertified once per year as per the regulations of the Low Income Housing 
Tax Credit Program.  Depending on individual circumstances, some tenants may also be 
required to recertify with a community agency, such as Section 8, if assistance is received to 
help pay rent.  Notices will be sent beginning approximately 120 days before your lease expires.  
You will be informed of the documents needed to process the recertification.  Failure to recertify 
by the date specified may result in the loss of rental assistance, an increase in rent or eviction. 
 

Rent Payments: 
Rent payments are due by the 5th of the month, made payable to Project Freedom at Trent 
Center.  Rent checks or money orders are to be delivered to the main office.  Credit or debit 
payments must also be made by the close of business on the 5th of the month.  If rent is paid 
after the close of business on the 5th, you will be charged a late fee.  The late fee will 
accumulate until rent is paid in full.  Partial payments are not considered full payments and will 
be charged late fees.  Project Freedom at Trent Center will not accept cash.  A fee will be 
charged if a check is returned from the bank for any reason.  If two checks are returned from the 
bank, all future rent payments must be by money order.   
 
Renter’s Insurance: 
Tenants are strongly encouraged to obtain renter’s insurance to cover damage to your 
belongings in your apartment.  Project Freedom at Trent Center is not responsible for the loss of 



your personal property for any reason.   
 

Security Officers: 
Security officers are present in the building after regular business hours.  The function of 
security is to sign visitors in and out, report problems of any kind to management and maintain 
the security of the building.   
 

Smoke Detectors: 
A smoke detector is present in each apartment.  It has a battery back-up.  There is also a 
horn/strobe in every apartment that is connected to the main alarm system for the building.  A 
work order should be requested if there is any problem with a smoke detector, horn or strobe. 
 
Smoking Area: 
Project Freedom at Trent Center is a non-smoking building.  You are only allowed to smoke in 
your apartment if you live on the 5th floor.  Smoking in the stairwells, hallways, bathrooms and 
common areas is not allowed.  Smoking in prohibited areas is a violation of your lease and shall 
result in a house rules fine.  The designated outside smoking area is on the west side of the 
building by the electrical meters.   
 
Storage: 
Project Freedom at Trent Center does not have a storage area for tenants to use.  You may not 
place or leave bicycles, strollers, wagons, shopping carts, furniture, clothing, brooms, mops, 
garbage cans, newspapers, plants or any other item in the common areas.  Common areas 
include, but are not limited to: fire escapes, fire exits, hallways, entrance areas, stairwells and 
sidewalks.  If you leave items in the common areas, management may remove and dispose of 
them or store them at the tenant’s expense.  The storage of any gasoline or propane powered 
equipment is strictly prohibited.   
  

Telephone Service: 
You may choose your telephone service provider for local and long distance service.  It is your 
responsibility to contact the phone company of your choice to install service.  It is also your 
responsibility to terminate phone service if you move from the apartment.  Project Freedom at 
Trent Center does not maintain the phone lines or jacks and is not responsible for any phone 
problems.  Project Freedom at Trent Center maintenance workers are not able to diagnose or 
repair any problems with your phone.  If you encounter any problems with your phone, please 
contact your telephone service provider.   
 
Trash: 
Floors 2 through 5 have a trash room with a chute leading to the compactor.  All trash must be tightly 
secured in a plastic bag.  Do not dispose of glass, used smoking materials or large items in the 
chute.  Do not leave garbage of any kind on the floor.  Large items must be taken outside to the 
dumpster.  Recycling containers are made available for your convenience.  Please only deposit 
recyclables in these containers.  Please break down any cardboard and rinse any glass jars or 



bottles.   

 

Trent Center Property:  
Tenants are not allowed to tamper, in any way, with Project Freedom at Trent Center property.  
Tampering or using without express permission any Project Freedom at Trent Center property will 
result in criminal charges and/or eviction.  Property includes but is not limited to: monitoring 
cameras, dumpsters, vehicles, signs, snow removal equipment, furnishings and kitchen equipment.   
 
Utilities: 
Project Freedom at Trent Center pays for trash, water and sewer utilities.  It is your responsibility to 
install telephone and cable service if you choose.  It is also your responsibility to set up an account 
with Public Service Electric & Gas (PSE&G) in your name, effective the date you move in.  Please 
provide the office with your PSE&G account number on the form provided.   
 

Vehicles/Operation of: 
All posted traffic signs on the property must be obeyed.  Excessive speed or reckless operation of 
any vehicle on the property by a tenant or guest is a lease violation.  Trucks (other than conventional 
pick-up trucks), trailers, buses, boats, ATV’s or any other type of commercial or recreational vehicle 
are not allowed to park on the property.  See also the section on Parking.   
 

Vending Machine: 
The vending machine on the first floor is for the convenience of the tenants.  Project Freedom at 
Trent Center does not maintain or service the machine.  If you lose money in the machine, please 
report the loss to the office.  You will be reimbursed when the company comes to service the 
machine.  Hitting, moving or otherwise tampering with the machine in an attempt to remove product 
is prohibited. 
 

Verizon FiOS Service: 
Each apartment is equipped with a service box in the front hall closet in the event you choose to 
have FiOS service installed in your apartment.  If you hear a beeping sound in your apartment every 
15 minutes, it means the battery is going down.  The tenant must call Verizon to request a new 
battery, even if you don’t use Verizon services.   
 

Visitors/Guests: 
In compliance with the Low Income Housing Tax Credit (LIHTC) regulations, tenants are permitted to 
have overnight guests for a maximum of 30 days per year.  Guests are expected to follow the 
community rules and tenants are responsible for their guests’ behavior.  Any damage or complaints 
regarding a guest is the tenant’s responsibility.  No visiting pets are allowed in the bulding.  All 
visitors must enter through either set of main doors and use the call system to be allowed in the 
building.  If you do not have a telephone to allow visitors to enter, you must meet your guests at the 
main doors to let them in.  Project Freedom at Trent Center staff and other tenants are not allowed 
to open doors for guests.  Visitors and guests are not permitted to loiter in the building if a tenant 
they are visiting is not home and they will be asked to leave.   



 

 

  

 

  

 

  

 

 

 

 

 

 

 

 

 

  

 
  

 

 

 


