Richmond County School System
		Thanksgiving Shut Down Procedures
To maximize utility savings and building maintenance during Spring break, please assign each of these items to someone on your staff and place their initials in the space provided. 
Clean toilets and urinals, flush floor drains with water and ensure proper supplies are present for return to school.


Clean out and unplug staff refrigerators, discard ice and leave doors open.

Empty trash cans and take trash to dumpsters*

Turn off water heaters.

If possible, unplug water fountains, drink & snack machines.

Turn off automotive shop air compressors.

Turn off Promethean boards, monitors, speakers and printers.

Suspend mail deliveries.

Close and lock windows and doors.

Turn off lights.

Turn off outdoor can wash and mop sinks water stops to prevent freezing.

For any use of the building during the break, please make sure employee(s) have        the proper alarm code to avoid an unnecessary alarm event


Restart Procedures
[bookmark: _GoBack]• Close staff refrigerator doors and plug back in 
• Turn on water heaters 
• Plug in vending machines and water fountains.  Allow water to run through each        fountain to flush reservoirs. 
• Open outdoor can, wash and mop sink water stops

*Coastal Waste will not pick up Monday 11/24/25 through Friday 11/28/25.   

