INSTRUCTIONS TO CLOSE THE BUILDING

1. Turn air conditioners off i.e. no word (heat, cool or fan) in top left corner.  There are THREE air conditioner units to check. The 1st on is in the kitchen, to the right of the sink.  The 2nd is in the RE room on the right wall. The 3rd is in the meeting room, on the left wall besides the doors that go to the back.

2. Make sure ALL the blinds are closed, this means in all the rooms including the office.

3. Check that the sliding doors are closed and locked.

4. Make sure EVERYTHING in the office is shut down, i.e. the computer, the monitor and the copy machine.  The office door should be locked when it is closed.

5. Check the bathrooms and storage rooms.  Turn lights off in these rooms.  (Cart is kept in storage room next to the office). 

6. Make sure NO ONE else is in the building.

7. Turn lights off – in all the rooms, including; rooms down the hall, kitchen, cry room, and the meeting room.  In the cry room the panel on the far right wall controls the meeting room lights.

8. Close ALL doors – especially meeting room (these are fire doors).

NOTE: If someone without a key plans to stay remember to ask a member with a key to lock the front door.  This door can then be opened from the inside but the door will lock on exiting.

** Be sure to push the main front doors closed and confirm they are securely closed.

