Christmas Break Shutdown Activities

Set HVAC controls to minimum temperature of 55°F. unless there is
actual concern of freezing outside temperatures.

Turn off all automatic and manual exhaust fans. Review the need for
building ventilation and shut down all unnecessary ventilation fans.

Check that all windows and doors to outside are closed and locked.

If possible, turn off, or unplug drinking fountains containing individual
refrigeration units.

Turn off domestic hot water circulating pumps wherever feasible.

For exterior lights that will be operated during Christmas break, check
that time clocks are set correctly and/or that photocells controlling

exterior lights work correctly. Exterior lights can not be operated
efficiently manually.

Turn off all display case lighting.
Turn off all interior lights except emergency lighting.

Restrict the use of interior lighting to only those areas of the school being
worked in or occupied.

Turn off any automatic flushing systems.

Check actual water meters to verify there is no use (movement of meter)
due to water leaks.

Check all drinking fountains. faucets, showers, and toilets for water leaks.
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Confirm that all kitchen equipment (gas and electric) are turned off. Gas
pilot lights should remain on.

Consolidate items from multiple refrigerators into one, and turn the others
off.

Turn off classroom bell systems when feasible.

Check to see that all compressors used in auto, wood, or other shops are
turned off.

Unplug vending machines (inform vendor of intentions).

Close all curtains/blinds to help buffer building from outside
temperatures.

If no concern about freezing, shut off electric power to portable
classrooms at the circuit breaker.

Check computer labs. Turn off and unplug all computers, monitors, and
printers.

Cancel garbage services scheduled during the week.

Reminders

Ask teachers to close blinds before they leave.

Are portables turned down?

Lights on only in areas where people are working.

Has the garbage service been called?

Electric water heater switches off?

Sports teams will be in and out, are gym lights and HVAC systems off?
How about copiers, computers, compressors, and coke machines.

Bells and boosters on dish machines?

How about the staff refrigerator? It's a great way to get it cleaned out!
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