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however, we encourage Custodians to take vacation during this period.

Closure of School Buildings

School principals should make any necessary changes on Civic Center permits, and notify parents and
the community that buildings will be closed.

Please direct staff members to observe the following energy conservation guidelines before they leave
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e All doors and windows shall be closed and locked.

e All HVAC units shall be turned off.

¢ All personal appliances, including refrigerators, microwaves, and coffeemakers shall be
unplugged.

¢ All office machines (laminating equipment, etc.) shall be turned off.

e All computers and peripheral equipment (printers, monitors, scanners, plotters, etc.)
shall be turned off.

e All outside lighting shall be turned off during the daylight hours. If photocells or timers
need attention, submit a work order to the Maintenance Department.

¢ Remove all items from refrigerators and leave the door open to inhibit the growth of
mold.

e Operations staff will assign custodial support for the sites with Civic Center permits
issued for activities during these breaks.
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