Close Up Routine

1. At 4:30 pm (no earlier), put the receptionist telephone on Auto Attendant and Night Restriction.

2. Log out and turn off the computer and monitor on the reception desk.

3. Make sure that any money or checks are locked up in the cash register or safe.

4. Turn off the cash register, lock the drawer and put the key away.

5. Turn out the lights in the Reception and Mail rooms. Close these doors. Carolyn will lock the reception door after 4:30 pm and unlock it by 8 am. If she is not here, Toni and Ronnie have keys to the reception office.

6. Turn off the burners under the coffee pots in the kitchen. Empty out any remaining coffee and rinse the pots.

7. Lock BOTH sets of front doors (both the east and the main entrances). Close east set of fire doors on first and second floors. Last person out closes main entrance fire doors.

8. Check all windows and lights in classrooms and offices on the 2nd and 3rd floors. Close any open windows and turn off all lights (including the men’s rooms). If windows are left open or lights are left on because people are still using the building, make sure that someone is responsible for closing the windows and turning off the lights.

9. If everyone has left, turn out the lights in the hallways and stairwells. If you leave lights on in the halls or stairwells, make sure that someone is responsible for turning them off.

