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Christmas – shutdown check list
[bookmark: _GoBack]CHRISTMAS SHUTDOWN CHECK LIST
As we reach the end of the year, it is worthwhile give some time to preparing for the Christmas shutdown so that our return to campus in the New Year is happy and productive.  The checklist below is designed to assist staff and students prepare for the Christmas shutdown. 
	Items to check
	Y
	N
	NA
	Comments/Notes

	1. Offices and work areas

	Set up an out-of-office notice on your email.
	|_|
	|_|
	|_|
	

	Update you voice message to reflect the shutdown and any holidays you are taking.
	|_|
	|_|
	|_|
	

	General housekeeping or desk/office and make sure files and other vital records are securely stored.

	|_|
	|_|
	|_|
	

	Turn off and unplug any fans (or heaters) in your offices.
	|_|
	|_|
	|_|
	

	Lock desks and filing cabinets.
	|_|
	|_|
	|_|
	

	Put keys away (don’t leave them lying around, in open draws or in locks).
	[bookmark: Check7]|_|
	[bookmark: Check8]|_|
	[bookmark: Check9]|_|
	

	Ensure office windows are closed and doors are locked.
	[bookmark: Check10]|_|
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|
	

	Draw curtains and blinds to keep out the sun to ensure a cooler office.
	|_|
	|_|
	|_|
	

	Take home valuable personal items.
	[bookmark: Check4]|_|
	[bookmark: Check5]|_|
	[bookmark: Check6]|_|
	

	2. IT 

	Lock away in a secure cabinet/cupboard all portable electrical/electronic equipment items (e.g. projectors, PC’s & Laptops).
	|_|
	|_|
	|_|
	

	Optional for staff PCs only, student, laboratory and teaching venue PCs must not be interfered with.

Staff computers & monitors, may be powered down and switched off at the power point.

Note that on restart PCs may be slower/busy for a while until downloading & applying of deferred patches & updates is completed
	|_|
	|_|
	|_|
	

	Do not turn off Multifunction devices (MFDs) or any Printers that are centrally managed
	|_|
	|_|
	|_|
	

	3. Meeting rooms and corridors

	Switch off all unnecessary lighting and consider if any automatic switch-on arrangements should be overridden.
	|_|
	|_|
	|_|
	

	Ensure meeting rooms and corridor windows are closed.
	|_|
	|_|
	|_|
	

	Check that all non-essential electronic equipment in meeting rooms is switched off at the power point.
	|_|
	|_|
	|_|
	

	General housekeeping.  Reduce potential flammable waste such as cardboard and paper.  Ensure that fire exits and access to fire hose/extinguishers are clear.
	|_|
	|_|
	|_|
	

	4. Kitchen’s/ break out area

	Turn off kitchen equipment such as microwave, kettle and sandwich makers at the power point.
	|_|
	|_|
	|_|
	

	Turn off refrigerated drink coolers and hot water urn boilers.
	|_|
	|_|
	|_|
	

	Make sure all perishable food items are removed from fridges.
· Ensure all staff know that this will be happening.   e.g. you might like to place a notice on the fridge door. 
	|_|
	|_|
	|_|
	

	5. Research areas and Laboratories

	Ensure all non-essential equipment is placed in stand-by mode or preferably turned off.  
	|_|
	|_|
	|_|
	

	Laboratory users should familiarize themselves with their respective laboratories’ emergency procedures, in particular any Emergency Duty Officer’s phone number/s. 
	|_|
	|_|
	|_|
	Emergency Officer


	Where possible, minimize the number of laboratory procedures being undertaken during the summer close-down period, e.g. consider minimizing the number of cell line cultures in incubators.
	|_|
	|_|
	|_|
	

	If there are ongoing experiments you should ensure that they are monitored, secured and will not present a hazard during the closure.
	|_|
	|_|
	|_|
	

	Ensure adequate supplies of essential short-life supplies are on hand e.g. liquid nitrogen, dry ice etc, compressed gases etc.
	|_|
	|_|
	|_|
	

	Ensure arrangements are in place for animals care and experiments.
	|_|
	|_|
	|_|
	

	Check all refrigerators and freezers are operating correctly.
	|_|
	|_|
	|_|
	

	Check that arrangements are in place to monitor operation and temperature of research refrigerators and freezers after hours.
	|_|
	|_|
	|_|
	

	Ensure any hazardous/biological materials are disposed of or appropriately stored.
	|_|
	|_|
	|_|
	

	Check that all unnecessary gas connection and cylinders are turned off.
	|_|
	|_|
	|_|
	

	6. General items

	Inform staff and students that the switchboard does not operate during the shutdown period.
	|_|
	|_|
	|_|
	

	Inform staff and students that they must advise Security (x400) when entering and leaving the building during the shutdown period.
	|_|
	|_|
	|_|
	

	Where appropriate leave reminders for staff/students who may come  in during the holiday break (e.g. ‘switch off when leaving’).
	|_|
	|_|
	|_|
	

	Have a faculty or business unit contact list (i.e. know how to get in touch with staff/research students in case of an emergency/critical incident) 
	|_|
	|_|
	|_|
	

	In addition to contacting Security, notify staff and students of emergency Faculty contacts and duty officers contact details.
	|_|
	|_|
	|_|
	

	Other issues specific to your work area? (if so what needs to done and by whom?)
	|_|
	|_|
	|_|
	

	
	|_|
	|_|
	|_|
	

	
	|_|
	|_|
	|_|
	



PLEASE NOTE:  this is not extensive list.  You may have other things that need to be done so please just had them as necessary
Page 1 of 2
PLEASE NOTE:  This list is not exhaustive.  Consider the specific needs of your work area.
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