Estates Facilities Notice
Arrangements for Easter closure period
College closes from 24 March 
Re-opening on 31 March 2016

If you work in an NHS building please check with the NHS for their local arrangements.
Energy Efficiency at Easter
How can you help?
Heating and cooling - we will be operating buildings throughout the Easter closure at the same heating levels that we set-back temperatures to during weekends.  We have been doing this for some years, and staff working at weekends have found this to be satisfactory.  However you should be aware that buildings will be colder than normal and if you have permission to work during this period, dress appropriately to stay warm.                          Note: critical areas will continue to be maintained at their agreed temperatures.
Please help us by not using heaters.
Switch-Off – 
· Turn down radiator thermostats.
· Turn off instruments – not only to save energy but extend the life of your instrumentation. 
· Laboratory equipment – do you really need power to the centrifuges, water purifiers, ovens, incubators, microscopes etc left on while not in use?
· Lighting. 
· Fume cupboards – close sashes.  Fume cupboards not only removes hazardous fumes but also remove heat from the room, a closed sash reduces this and the energy needed to run it.  While you’re doing this also turn of the internal cabinet light.
· Computers - ‘Hit the Button’ - you will still be able to access your PC remotely.
Remember if equipment is needed by someone working over the closure period it can always be turned back on.
Note: Computers - Set your computer to go to sleep automatically - you will still be able to access your PC remotely. https://imperial.service-now.com/ict/faq.do?sysparm_document_key=kb_knowledge,435725c7f518fc807dff8fd2178ddf7e
If you are responsible for meeting rooms/seminar rooms/lecture theatres check when the last booking is and make a note to turn off audio visual and other equipment.  (We can arrange for Security staff to help with this one if you let us know.)
Disconnect mobile phone charges/laptop power cables/battery chargers etc – they continue to use power, given out as heat, when plugged in.
Turn off locally controlled air conditioning and local heating (ask your Building Manager if you need help doing this https://www.imperial.ac.uk/admin-services/ict/self-service/connect-communicate/remote-access/method/map-a-drive/
Turn down the heating temperature on any thermostatic radiator valves.
Check taps are turned off – check the week before Easter and report any dripping taps to Estates Facilities Customer Services so we can get them fixed before the holiday  (48000 or http://www3.imperial.ac.uk/estatesfacilities/reportrequest/customerservices.
Turn off your computer and screen at the wall/plug.  You can still access your h:\ drive from home – see http://www3.imperial.ac.uk/ict/green/greenlinks.
Turn off lab equipment.  Disconnect from water supplies.  Where practical, arrange to combine equipment into one fume cupboard rather than leaving several on.
Switch off:
· Air compressors
· Vacuum pumps
· Demin water pumps
· Local extract fans
If you have a water boiler or water cooler connected to the mains, switch it off (and leave a note for the first person back after Easter to turn it on).
Close all windows and doors so that in the event that the weather requires the heating to run to protect the building fabric we don’t put in more heat that we need to.  Close blinds and curtains – in areas where cooling will run to protect equipment this will help to minimise heat gain and if the weather is cold this will keep the heat in.
Arrange for the last person out of the office to turn off the photocopier and printers, scanners at the sockets.
Security Arrangements
There will be restricted access to Imperial campuses from 23 March 2016 17.00 until 31 March 2016 8.00. 
Staff and students will be able to access their departments as normal by using their access control cards

For Security assistance at:
South Kensington – Fire, first Aid or Security 4444  or 0207  589 1000
[bookmark: ChX]Charing Cross Campus Buildings – Fire, First Aid and Security 3333 or 445 40713 (020 7594 0713) Crash Team 2222 
Charing Cross Reynolds Building – Fire, First Aid and Security (020 759) 40713. If no answer 4444

[bookmark: Chel]
Chelsea and Westminster Hospital  -  56999
[bookmark: Ham]Hammersmith Campus: 3333 or 020 7594 6666; if no answer dial 9999
Hammersmith Campus - Burlington Danes (IRDB): (020 759) 43457/8 if no answer dial 4444 or 020 7589 1000 
Hammersmith Campus - Imperial Centre for Transitional and Experimental Medicine (ICTEM) has two emergency numbers:
· Trust on Ground Floor dial 3333 
· College on Floors 1, 2, 3, 4 and 5 dial 46666  
[bookmark: RB]Royal Brompton campus (EKB/GSB) 4444 (020) 7589 1000 - Control room, South Kensington
Royal Brompton Hospital Site: 3333
[bookmark: StM]St Mary's Medical School Campus: (020 759) 43660; If no answer internal 4444
St Mary's Hospital Site: 2222 for all emergencies
[bookmark: SKen]South Kensington campus: internal 4444 or (020) 7589 1000
[bookmark: Wye]Silwood Campus (Ascot, Berks): (020 759) 42444 (If the emergency phone at Silwood park goes unanswered it is automatically redirected to South Kensington Security Control room)
Wye (Ashford, Kent) Security Lodge: (01233) 813736
If you cannot get to an internal phone, please contact Security at South Kensington Campus on or 020 7589 1000

Fire Safety at Easter 
The following precautions are to be observed:
· All waste (especially combustibles such as paper and card) is to be removed from the workplace before the break.
· Portable or temporary heaters must be switched off and unplugged.
· All other non-essential electrical items are to be physically disconnected from power supplies, including low voltage devices such as mobile phone charging leads.  UNPLUG IT!
· Any activity that requires a permit to work (particularly hot or dusty work) must be submitted by midday on Tuesday 22 March to allow sufficient time to be evaluated and approved before College closes. No approval means no work.




Receptions
South Kensington reception desks will be closed during the following periods Wednesday 23rd March 2016 16.00 to Thursday 31st March 2016 8.00. 
Emmanuelle Kaye Building 
Will close on 24th March 2016 at 17:30 hours
Reopens on 29th March 2016 at 08:45 hours
(TRI staff will be working on 24th, 29th and 30th March) – Imperial college staff will be on reception on these days.

Guy Scadding Building 

Will close on 23rd March 2016 at 17:30 hours
Reopens on 31st March 2016 at 08:45 hours

St Marys Medical School 

Open throughout the Easter closure. This will be manned by our in house security team throughout the day and night.


Burlington Danes 

Will close on 23rd March 2016 at 17.30 hours
Reopens on 31st March 2016 at 08:00 hours
(Imanova Limited will be closed from Friday 25th March until Tuesday 29th March 2016) 


Commonwealth Building 

Will close on 23rd March 2016 at 17:00 hours
Reopens on 31st March 2016 at 08:00 hours
(MRC will be in on Thursday 24th March, Tuesday 29th & Wednesday 30th March 2016


IRDB/ Wolfson/B Block

No Reception but the building will be closing at 17:00 hours on Wednesday 23rd March 2016.
Reopens on Thursday 31st March 2016 at 08:00 hours


ICTEM 

Will close on 23rd March 2016 at 17:00 hours
Reopens on 31st March 2016 at 08:00 hours
NHS Trust Ground Floor Reception: Will be closed on Friday 25th March 2016 and Monday 28th March 2016 only.  They will be manning their own Reception and will monitor ICTEM main reception






Centre House 56 Wood Lane 

Closing on 24th March 2016
Reopening on 29th March 2016


Forest House Depot Road off Wood Lane

Closing on 24th March 2016
Reopening on 29th March 2016

Stadium House 68 Wood Lane
Closing 23rd March 2016
Reopening 31st March 2016



Cleaning, Waste & Maintenance Services 
Please be aware, other than where notified, there will be no regular cleaning or waste removal services over the closure period.
Standby engineers will be on call in the event of priority maintenance issues for all campuses outside of Bank Holiday and College Closure Days.
[bookmark: _GoBack]Should any difficulties or problems arise during this period contact our customer services support by telephoning extension: 48000.

Postal Arrangements – all campuses
Below is schedule for the post room during this Easter closure: 
· From Thursday 24th March 2016 to Wednesday 30th March 2016 inclusive - Closed
· Normal services will resume on Thursday 31st  March 2016 in all campuses

