








I. PURPOSE
The purpose of this FSSP is to provide information on Facilities Services notification to building occupants of maintenance or renovation activities that may cause disruption.  Other than utility outages, this FSSP does not cover construction projects.
II. GENERAL
Outages consist of maintenance, construction or renovation activities that will interrupt the normal operations of the University for academic, administrative, student services, athletics, etc. functions.  
Outages could affect power, heating, air conditioning, ventilation, hot water, domestic water and sewer, gas, steam, or other utilities under Facilities Services responsibility.
Small scale renovations (those managed by the Facilities Service Center) can create various disruptions.
III. PROCEDURES
A. Outages  
1. All (main campus) outages are coordinated through the Facilities Service Center, Assistant Director (FSC AD) (or designated staff) to establish date for the least affect on university operations and for notification of building occupants and coordinating departments. 

2. Outages are requested by shop supervisors, shop engineers, assistant directors, project manages, and contractors and require minimum of one week notice; as much advanced notice as possible should be given to allow ample time for coordination.         
3. Those requesting outages should determine anticipated date, time to start and duration of the outage prior to contacting the FSC AD. 
4. The FSC AD consults with main building users and reviews University events to determine the best time to affect the least people; outages may occur during normal operating hours but usually occur after hours, on weekends or holiday breaks.   
5. Once the date and time is confirmed, an e-mail NOTICE is sent to the building occupants that are affected or to key departmental staff for distribution to appropriate persons. A copy is sent to coordinating  departments such as ECU Police, EH&S, ITCS, Facilities Services Shops, Facilities Engineering & Architectural Services, Campus Operations, One Card, Parking & Transportation Services, etc. as appropriate to the outage occurring.
B. Small Scale Renovations
1. Project Managers coordinate closely with the departments occupying the space being renovated.
2. Building wide notifications are not normally done expect for utility outages affecting the building.
C. Fire Alarm Testing
1. Fire alarm horns and strobes must be tested at least annually.  This includes measuring sound levels.  This is scheduled outside of regular business hours and, as much as practical, outside of classroom hours.  Prior notification is sent to building occupants.
2. This testing should not be confused with fire drills, which, by fire code, must be done during occupied times.
D. Notification Process

The notification process may include one or all of the following components depending on the nature of the outage:
1. Consulting with main building users
FSC AD or designee may consult the department(s) occupying the affected buildings by contacting the appropriate department Dean/Director/Chair and the corresponding administrative support staff member.

2. Notifying building occupants

FSC AD or designee may ask the department Dean/Director/Chair and the corresponding administrative support staff member to notify affected building occupants as appropriate to the outage occurring.

FSC AD or designee may notify building occupants as appropriate to the outage occurring by generating an email using the department and/or office fields in employees’ email properties files as appropriate to the outage occurring.

3. Campus wide notification

FSC AD or designee may issue an Announce message alerting campus community as appropriate to the outage occurring.

FSC AD may issue an ECU Official message alerting campus community as appropriate to the outage occurring.

4. Notifying  other departments
FSC AD or designee may notify ECU Police, EH&S, ITCS, Facilities Services Shops, Facilities Engineering & Architectural Services, Campus Operations, One Card, Parking & Transportation Services, etc. as appropriate to the outage occurring.
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