Shut-down checklist for vacations (Sample)

Department: 

Person/s responsible: 

Date to be completed on:
	Location
	Equipment
	Person responsible
	Done

	
	
	
	

	Individual Offices
	Turn off and unplug ALL Fans
	A. Jones
	

	
	Turn off and unplug ALL Heaters
	A. Jones
	

	
	Turn off and unplug ALL Air-conditioning
	A. Jones
	

	
	Set all radiators with thermostats down to the anti-freeze setting 
	A. Jones
	

	
	Turn off and unplug computers, monitors, scanners, etc. with the exception of servers.
	Computer user, A. Jones to check
	

	
	Turn off and unplug ALL Photocopiers
	A. Jones
	

	
	Turn off and unplug ALL Printers
	A. Jones
	

	
	Turn off and unplug ALL Phone Chargers
	Charger user
	

	
	Turn off ALL interior lights in unoccupied areas.
	A. Jones
	

	
	Close all windows and blinds
	A. Jones
	

	
	
	
	

	Corridors/ Entrance lobby
	Set all radiators with thermostats down to the anti-freeze setting
	B.Smith
	

	
	Turn off ALL interior lights in unoccupied areas.
	B.Smith
	

	
	Close all windows and blinds
	B.Smith
	

	
	Turn off and unplug TVs, VCRs and any other non-essential electronic equipment
	B.Smith
	

	
	Turn off and unplug ALL water coolers
	B.Smith
	

	
	Turn off and unplug ALL vending machines containing non-perishables 
	B.Smith
	

	
	
	
	

	Stock and Photocopier rooms
	Set all radiators with thermostats down to the anti-freeze setting
	C. Thomas
	

	
	Turn off and unplug ALL Photocopiers
	C. Thomas
	

	
	Turn off and unplug ALL Printers
	C. Thomas
	

	
	Turn off ALL interior lights in unoccupied areas.
	C. Thomas
	

	
	Close all windows and blinds
	C. Thomas
	

	
	
	
	

	Kitchen/Staff room
	Turn off ALL interior lights in unoccupied areas.
	D. Williams
	

	
	Turn off and unplug Microwave, Kettle, automatic water heater, water cooler etc
	D. Williams
	

	
	Consolidate stock in fridges/freezers
	D. Williams
	

	
	
	
	

	Laboratories
	Turn off and unplug ALL laboratory equipment, unless laboratory staff advise otherwise 
	G. Evans
	

	
	Close the sash and turn down ALL Fume Cupboards
	G. Evans
	

	
	Turn off and unplug ALL Fans
	G. Evans
	

	
	Turn off and unplug ALL Heaters
	G. Evans
	

	
	Turn off and unplug ALL Air-conditioning
	G. Evans
	

	
	Set all radiators with thermostats down to the anti-freeze setting 
	G. Evans
	

	
	Turn off ALL interior lights in unoccupied areas.
	G. Evans
	

	
	Close all windows and blinds
	G. Evans
	

	
	
	
	


Key holders and contact numbers:

Emergency Contact and Important phone numbers

Other special requirements when closing down over bank holidays and Christmas/Easter considered:

· Check and report any leakage of water fixtures.
· Managers to inform Directors/senior managers if attending work so appropriate reporting systems put in place to ensure safety 

· Managers make sure have access to staff contact numbers and next of kin numbers

· Final sweep of building check no one on premises and Security alarm is switched on and active on closing down premises
· Empty all bins and ensure any hazardous materials are appropriately stored 

· Test Check fire alarm systems all in working order 

· External storage, garages, parking facilities are locked and secure 

· Check server rooms and make sure the air con is working and left on and all servers have BLUE light showing – usual inspection. 

Notes/Observations:

