








I. GENERAL

Students move into residence halls the weekend before classes start.  Facilities Services supports this event with Housekeeping, the SBI Team, Grounds, Buildings, and Utilities.

II. RESPONSIBILITIES

Housekeeping, the SBI Team, Grounds, Buildings, and Utilities have responsibilities to ensure a smooth check-in for residence hall students.

III. PROCEDURE

A. Preparation For Move-In Weekend (MIW)

	Action
	Responsible

	
	End of Spring Semester
	

	1
	Issue Residence Hall occupancy for the Summer Semester.  Submit by April 1st
	Event Manager

	2
	Perform Residence Hall inspections in common areas and issue appropriate corrective work orders.  Inspections to be scheduled for two Residence Halls per week and to be completed by July 1st
	Asst. Director  Maint. Eng

	3
	Perform Residence Hall inspections in student rooms and issue appropriate corrective work orders.  Inspections to be scheduled for two Residence Halls per week and to be completed by 1 July
	Housing Manager, Housekeeping

	
	One Month Prior to Move-In
	

	4
	Review work order backlog.  Start working toward completing all residence hall work orders prior to move-in.
	Asst. Directors, Managers & Supervisors

	5
	Confirm Schedule for MIW.
	Event Manager

	6
	Arrange for pest control technician for miw.
	Housing Manager, Housekeeping

	7
	Arrange for elevator technicians for MIW.
	Asst. Director, Utilities

	8
	Contact warehouse manager to confirm on-call has been arranged.
	Asst. Director, Utilities

	9
	Complete preparation of devices for hearing impaired rooms.
	Utilities-Life Safety

	10
	Establish Overflow Rooms and Set up with Furniture.
	Director Housing

	11
	At July Program Report AVC Staff Meeting discuss impact of ongoing projects on MIW.
	Facilities Eng & Arch Srvcs

	12
	Assign MIW Project Manager coverage.
	Director, Facilities Eng & Arch Srvcs

	13
	Check/update Facilities Service Center copy of Project Emergency Lists.
	Asst. Director, Facilities Service Center

	
	Two Weeks Prior to Move In
	

	14
	Inspect operation of all residence hall HVAC equipment.  Change all filters.
	Utilities-HVAC

	15
	Review open work orders for any critical items that are not completed.
	Event Manager

	16
	Check all room lights, hall lights, blinds, exit lights and plumbing fixtures.


	Housekeeping

	17
	Do pre-move-in pest control.  Allow time for cleanup of dead insects.
	Housekeeping

	18
	Limit the number of staff on vacation and do not schedule training, etc.  This applies to the two weeks after MIW also.
	Asst. Directors, Managers & Supervisors

	19
	Check that Recycling has made arrangements for contract cardboard vendor to accept cardboard on MIW.
	Asst. Director, Grounds 

	20
	Perform preventative maintenance on all work order printers.  Ensure toner and paper are adequately stocked and that printer is operating properly. 
	Facilities Services, Technology Manager

	21
	Make arrangements for disposal of trash on MIW.
	Asst. Director, Grounds 

	22
	Arrange for telecommunications personnel to staff miw.
	Event Manger

	23
	Advise Director IT Support Services that work order system will be in high use MIW.  Verify appropriate ITCS emergency contact numbers and provide them to the Event Manager and Police.
	Facilities Services, Technology Manager

	
	One Week Prior to Move-In
	

	24
	Provide list of Utilities and Maintenance staff for miw to Housing, Housekeeping, Event Manager and Police.  Event Manager to distribute this list to all MIW personnel.
	Asst. Director, Utilities

Asst. Director, Buildings

	25
	Contact Police to advise them that on-site Utilities and Maintenance personnel will be handling call-back during the daytime hours on MIW.  
	Asst. Director, Facilities Service Center

	26
	Notify P&T to allow second shift Housekeepers through control points.
	Housing Manager  Housekeeping

	27
	Prepare and place cardboard recycling signs.
	Housing/Grounds

	28
	Make concerted effort to make the campus look good, especially in the residence hall areas.
	Asst. Director, Grounds

	29
	Provide schedule and contact information for project manager coverage to Event Manager and Police
	Director, Facilities Eng & Arch Srvcs


B. Staffing

1. Event Manager – Assistant Director, Facilities Services – Residence

2. Grounds - approximately 20 (including refuse truck driver) plus supervision, 1 pm till 5 pm on Friday and 8 am till approximately 9 pm on Saturday and Sunday.  Shifts to be split to allow coverage until 9 pm on Saturday and Sunday.  Numbers for each shift to be determined by the Assistant Director, Grounds and the Event Manager.

3. Utilities - 2 HVAC, 1 Plumber, 1 Electrician, 1 pm till 5 pm on Friday and 9 am till 6 pm on Saturday and Sunday.

4. Utilities – 1 HVAC, 1 Plumber, 1 Life Safety Electrician, 1 PM till 5 PM on Friday and 12 noon till 9 PM on Saturday and Sunday.

5. Buildings - 2 Carpenters and 1 Painter, 1 pm till 5 pm on Friday. 2 Carpenters and 1 Painter 9 am till 6 pm on Saturday and Sunday.

6. Buildings – 1 Carpenter, 12 noon to 9 pm on Saturday and Sunday.

7. Elevator Technician (2), 9 am till 6 pm on Saturday and Sunday.

8. Pest control technician, 8 am to 5 pm on Friday, 10 am to 7 pm on Saturday, and 10 am to 6 pm on Sunday.

9. Housekeeping - In addition to normal staff of 6, Hill - 4, West - 4, Central - 4, Supervisors - 2, 1 pm till 5 pm on Friday and 8 am till 6 pm on Saturday and Sunday.

10. SBI Team - 7, 1 pm till 5 pm on Friday and 9 am till 5 pm on Saturday and Sunday.

11. Should additional help be needed, call in on-call personnel and/or contact shop supervisor/manager.

C. Move-In Weekend

1. Utilities and buildings personnel and the elevator technician will check in at the beginning of each day by radio with the Event Manager and Housing.  They will likewise check out at the end of the day.

2. Time spent on Housing Work Orders should be charged to Housing.  The on-site personnel will handle call back by the ECU Police Department.  Time for non-Housing work should be appropriately charged.  Premium work hours by supervisors incurred in connection with MIW activities shall be charged to Housing.
3. The Event Manager may direct that all Facilities Services personnel will use the Facilities Services main radio channel.
4. Problems should not be left uncorrected at the end of the day without authorization by the Event Manager.
5. Early in the day, each day, circulate hot water through buildings to get loop temperatures up.
6. Grounds personnel will generally work in assigned areas to pick up boxes for recycling and keep litter and trash picked up.  
7. Housekeepers will walk all residence halls and pull trash, remove cardboard boxes and take to recycling bin and break them down, police restrooms and common areas, and respond to cleanup calls.  Although boxes should be removed and broken down by students, Housekeepers will take those that remain to the recycling bins.
8. Housing Manager, Housekeeping will be the contact for any pest control needs.
9. In the event Campus Dining provides meal tickets to MIW personnel, MIW personnel are allowed to use State vehicles to go to Campus Dining establishments to use issued meal tickets.
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