[image: image1.png]



Switch Off Lighting & Equipment in Students’ Union – Responsibility
The Students’ Union can be broken down into various areas of demarcation regarding the lighting and equipment within specific locations/departments. These are detailed below, along with the member of staff with overall responsibility for the area.

AREA






Staff Member Responsible
Bars – Bunatee/Speakeasy/Sub/Mandela


Bars Manager 

Ents – Mandela Hall/All AV Equipment


Entertainments Manager

Main Building (including shop/offices)


Retail & Premises Manager

Tenant traders within SU



Independent Unit Manager

Each manager is responsible for ensuring their team of staff are fully aware of what equipment requires switching off at the end of a shift, or at the end of the night, before they close up their particular area of responsibility, and more importantly, what has to remain on. This is usually overseen by a duty supervisor/manager for each area. 

A final check is made by the Security Supervisor during their lock down of the building. 

At this stage any lighting etc which should not be on will be switched off, where possible. 

A record is made on the Supervisor’s report of any lights/equipment that had to be turned off (or left on if access not possible), so the person who was responsible for ensuring this happened can be informed. 
Below are copies of the Bars Checklist and the Security Supervisor’s Final Checks procedure currently in use.
Individual offices, and the equipment contained within are the responsibility of the person using that office. It is this person who is to ensure all unnecessary electrical equipment and lighting is switched off before they lock up their office and leave site – regardless of what time of day they are leaving. Should lights etc be left on, this will be noted on the Security Supervisors report, and passed on to the relevant person.
The Entertainments Department are responsible for ensuring all AV equipment used throughout the day is turned off, disconnected and either removed from the building by the relevant suppliers, or placed in designated storage areas. As this varies greatly from day to day, there is no formal checklist available. However there is always at least one senior Ents Supervisors on duty, who is responsible for ensuring this happens.
BARS CHECKLIST

Bar Sub






Responsible

Checked

All front and back of house lights extinguished

Bar Sup

 
Duty Manager

All fridge lights extinguished



Bar Sup


Duty Manager

All boilers/coffee machines switched off


Bar Sup


Duty Manager

Juke box / TV's / PA system switched off


Bar Sup


Duty Manager

Fruit machines / cigarette machine switched off

Bar Sup


Duty Manager

Glass wash machine switched off



Bar Sup


Duty Manager

Speakeasy Bar





Responsible

Checked

All front and back of house lights extinguished

Bar Sup


Duty Manager

All fridge lights extinguished



Bar Sup


Duty Manager

All boilers/coffee machines switched off


Bar Sup


Duty Manager

Juke box / TV's / PA system switched off


Bar Sup


Duty Manager

Fruit machines / cigarette machine switched off

Bar Sup


Duty Manager

Glass wash machines switched off



Bar Sup


Duty Manager

Bunatee Bar





Responsible

Checked

All front and back of house lights extinguished

Bar Sup


Duty Manager

All fridge lights extinguished



Bar Sup


Duty Manager

All boilers/coffee machines switched off


Bar Sup


Duty Manager

Fruit machines / cigarette machine switched off

Bar Sup


Duty Manager

Glass wash machines switched off



Bar Sup


Duty Manager

Mandela Hall Bars




Responsible

Checked

All back of house lights extinguished


Bar Sup


Duty Manager

All fridge lights extinguished



Bar Sup


Duty Manager

Glass wash machines switched off



Bar Sup


Duty Manager
SECURITY SUPERVISOR FINAL CHECKS
Check and lock Front doors.

Switch off all unnecessary lights in the Ground floor Foyer. 

Check toilets and switch off lights over night. Use fish key if necessary 

Start at stairwell B, (opposite Santander), check ground floor exits here. Switch off the lights here.

Continue up to 1st floor, The Space (make sure all doors are locked, toilets checked and that lights are on in front of camera 13 watching the computers). Ensure that the lights are switched off apart from the lights over the computer area (on the light switch panel 12 & 13).

When checking The Space check stairwell F (far Catering Exit) and check back doors to Cloisters. Ensure lights are switched off here.

Come back through The Space to check the Space Hospitality Room, Snooker Room, Speakeasy toilets and the doors to Speakeasy. Make sure that the windows are in the closed position. Ensure all lights in the toilets are turned off (use fish key).

Continue up stairwell B to Film Studies Room on 3rd floor and check that the door to the roof is locked. 

Walk down stairwell C to 2nd floor check doors to QUB Radio and check the Snack Bar. Here (if in use) check that all lights are off, the back doors are locked and check Stairwell E (as far as the back of the Space). 

When done return and lock doors to the Snack Bar, making sure that the lights are off in the snack bar. Continue down the hall checking the Offices, Anne Maguire room and magnetic doors to executive corridor are in the locked position. The lights outside the sabbatical office are on a timed sensor, and switch off automatically.

Go through the doors and check the offices are locked. If not, then log in supervisors report. N.B. Ensure that the magnetic locks for the doors here are in the locked position and that they are working properly. Again, the lights along this corridor past the accounts office and the 2nd floor reception are also on automatic timed sensors.

Go up Stairwell A (Speakeasy stairwell) to the 3rd floor and check the club rooms. The lights in this corridor are on automatic timed sensors.

Go down Stairwell D and check the doors to the 2nd floor opposite the accounts office.

Check the back doors to Speakeasy and that the doors to the Speakeasy Bar are locked (keep lights in stairwell on at rear of Bar for CCTV camera). 

Continue down Stairwell D and check door to Goods yard is locked.

Check Bar Sub, doors to Mandela Hall, Bunatee Bar, Mandela Toilets.

Check catering stairwell (Stairwell E) and that the back door is locked.

Return to Ground Floor reception desk and complete Supervisor’s report as necessary. 

Lock away ALL keys in the appropriate Key Safe.

Contact QUB Security #5099 and inform them the building is locked down.

Leave via Fire exit in stairwell C or by Goods Yard door. Make sure doors close securely.

