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XI. Overview of the Environmental Services Department

Environmental Services provides custodial, facilities maintenance, grounds maintenance, and event support (setups and moves requiring heavy lifting) to the Park University Parkville campus.  Our mission is to ensure that the campus is clean, safe, aesthetically pleasing, and in good repair.  

Office Hours:  Monday through Friday, 7:00 AM – 3:30 PM

Service After normal business hours:  From 3:30 PM until 10:00 PM, Monday through Friday.  Emergency service can be obtained by either calling Public Safety (6444) or by calling our Building Attendant at 291-0501.  The Building Attendant is also available on weekends from 8:00 AM – 6:30 PM, although these hours may vary slightly if there are events on campus.
Location:  Mabee Learning Center.  Access our area from the Mabee Learning Center by going through the red door just ahead east of the Bookstore.  Take a left at that door, and walk a short distance until you come to our green main entrance door on the left.  If driving, take the first tunnel, proceed past the main dock, take a left , keep to the left (don’t go down Gault Street), and you will drive up to our green main entrance door on the left.
XII. Contact Information

Main Department Extension





584-6220
Management Team






Extension

Alicia Youmans, Administrative Assistant



6220

alicia.youmans@park.edu
Randy Bailey, Director of Environmental Services


6229

randy.bailey@park.edu
Clint Harris, Plant Operations & Maintenance Manager

6761

clint.harris@park.edu
Don Scheuler, Maintenance Supervisor



6225

don.scheuler@park.edu
XIII.  Work Order Process 


(How to request service)

Residence Halls and Apartments:  

Shepard Apartments, Dearing Hall, or Chesnut Hall: Contact JC Stoner at 584-7402

Copley Quad:  Contact Karie Schaefer for work orders related to Copley Quad at 584-7401
Staff and Faculty:
We prefer that routine Work orders should go through your Building Supervisor (See Part X), but emergencies can always be called in at 584-6220 by anyone, or by e-mailing Alicia Youmans at alicia.youmans@park.edu , or through our online work order link (for authorized users only – link can be found on our main page).
Examples of “Routine”:
· Temperature issues
· Radiator leaks
· Bathroom supplies or cleanliness
· Questions regard Custodial, Maintenance, or Landscape Services (Grounds)
· Repairs of furniture
· Light bulb out
What is an Emergency?

An emergency is any situation that threatens life, health, or structure safety.  During business hours, these calls are typically called in by the Building Supervisor in the area.

AFTER HOURS (10:00 PM – 7:00 AM) CALL PUBLIC SAFETY AT 584-6444
Examples:

· All electricity off in an individual room
· Insufficient heat, 64 degrees or below

· Excessive heat, 88 degrees or above is an emergency in heating season only

· No air conditioning 

· Toilet continually running

· Leaks – if it appears that a leak will fill an available trash container before 7:00 AM

· Hot water – if none in the hall or unit

XIV. Custodial Services – what should I expect?

Custodial care of classrooms, laboratories, offices, gymnasiums, rest rooms, auditoriums, resident halls and other public areas is scheduled by the Environmental Services department.


Examples of Routine Custodial Service:

· Offices and classrooms are spot checked and trashed removed daily.  A full cleaning (including dusting, high dusting, carpet edging) is scheduled for each office and classroom once per week.  Desks and shelves will be dusted when those areas are cleared of papers and other personal items.  This can be coordinated between you and your custodian.  If you don’t see them, leave them a note after clearing the space).
· Rest rooms and other public areas (corridors, lobbies, entrances) are cleaned / sanitized and re-stocked (bathrooms) as needed on a daily basis.
· Floor care projects, such as burnishing or refinishing, is performed on a rotating basis as needed, or as time allows
Other activities not routinely scheduled:

· Floor care work on hard surface floors in classrooms and offices are normally done on an annual basis.
· Carpets are shampooed on an annual basis or by request (as resources allow). 
· Snow and ice at building entrances and steps are removed as necessary by personnel assigned to that building.
XV. Project Requests
It is important for requestors to have a clear definition of projects before submitting a Project Scope Document.  This required document helps us better understand the scope of the project, ensure that it has been approved by the appropriate personnel, and assists with our prioritization process.  The prioritization process often involves the department of Finance and Administration for final approval(s).  If projects are desired during summer months, you are advised to process your project request well in advance.  In addition, the projects most likely to get approved are included in requestor’s budget.  A link to tThe Project Scope ocument can be 
XVI. Event Support Team

All events are coordinated through the Events Coordinator, Katy Goodwin, Extension 6415.  However, IF there are last minute changes, and a set-up must be altered in some way, contact our main desk at 6220 during normal business hours, or the Building Attendant from 3:30 PM until 10:00 PM.  The Building Attendant will respond as soon as possible, but keep in mind, he/she may be involved in a higher priority task or emergency.  The cell phone number for the Building Attendant is 291-0501.
The department does provide and set up tables, chairs, and podiums (through the Events Coordinator).  Audio-visual requests are made to the Audio-Visual Department.  The rental of tents, extra tables and chairs, and other equipment are not the responsibility of Environmental Services.  Round tables are normally not available.  

XVII. Snow Removal

During off hours, if it snows 1” or more, or if there is an ice or sleet event, the Public Safety Department will contact the Director of Environmental Services who, in turn, contacts the appropriate crew to perform the work.  Snow/ice removal is supplemented by a vendor, and Public Safety is also authorized to contact that vendor when extra support is required.  
The custodial staff are responsible for ice and snow removal from building steps, landings and secondary walks.

The first areas to have snow removal performed are designated as high priority areas.  These areas are as follows:

· Sixth Street to Dearing Hall and Morden Road


· Copley Quad, Chesnut Hall, and Dearing Hall Drives and sidewalks

· Morden Road

· Main Entrance

· Commercial Underground Entrance

· All other campus main roadways, including alleyways, in order to accommodate emergency vehicles, if needed

· President’s Drive

After priority areas have been cleared, the equipment and crews are then dispersed to designated areas, as follows:

· Commuter Student and Faculty Parking Lots

· Campus Sidewalks and Stairs

· Resident Student Lots

During ongoing ice or snowstorms, the high priority areas will be addressed on a continuous basis, with the parking lots being addressed as soon as possible.

It is important to remember that especially during ice storms, the application of ice melt in itself is not effective unless the ice is removed by equipment or tools, and the roadway may “re-coat” quickly.  Therefore, everyone is advised to drive and walk with extreme caution, as during ice storms it is very difficult to keep the entire campus completely safe at all times!  
XVIII. Pest Control
Exterminators routinely treat campus buildings each Friday afternoon.  Intensive weekly service is provided to the Thompson Commons kitchen and cafeteria areas.  Monthly service is provided to Shephard Apartments.  The dorms are treated during spring break, winter break, and during the summer.  Most other areas are serviced upon request.  To request service or report special problems involving insects or rodents, call 584-6220.  

XIX. Waste Management

The University contracts with a local waste disposal contractor to provide trash removal from the University.  Any special waste removal needs should be directed to the Environmental Services main office at 584-6220.
XX. Building Supervisors
Building Supervisors have been designated to serve as a “point of contact” for issues pertaining to safety and security; housekeeping and maintenance; and eventually recycling initiatives in each department, area, or building.
Please go through your Building Supervisor to:

1. Report housekeeping and maintenance concerns
2. Report safety concerns to Public Safety 
3. Communicate issues pertaining to recycling initiatives

4. Obtain information regarding evacuation of your area if required
	Building Supervisors
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	Building
	Department / Area
	Rep
	EXTENSION

	Alumni Hall
	Art/Ceramics
	Donna Bachman
	6457

	Alumni Hall
	Theatre
	John Young
	6451

	Alumni House
	All areas
	Alisha Coggins
	6207

	Breckon Sports Center
	All areas
	Pat Fayard
	6425

	Chapel
	All areas
	Dr. Bob Pevitts
	6550

	Chesnut
	All areas
	JC Stoner
	7402

	Commons
	Food Service
	Donna Waters
	6394

	Commons
	Student Life, Events, etc.
	Katy Goodwin
	6415

	Commons
	Public Safety
	Thia Tomasich
	6444

	Copley Hall
	1st floor
	Debra Allegro
	6335

	Copley Hall
	2nd floor
	Cathy Boisen
	6263

	Copley Hall
	3rd floor
	Cassandra Shaffer
	6335

	Copley Quad
	All areas
	Karie Schaefer
	7401

	Dearing
	All areas
	JC Stoner
	7402

	Herr House
	International Studies, 1st Floor
	Michael Hernandez
	6379

	Labor Hall
	All areas
	Brian Ciolek
	6463

	Library
	All areas
	Veronica Spottswood
	6284

	Mabee L Ctr
	Environmental Services
	Alicia Youmans
	6220

	Mabee L Ctr
	Mail Ctr, Copy Rm, Social Work, Psychology, Telephone
	Linda Vestal 
	6296

	Mabee L Ctr
	Academic Support, CETL, Graphic Arts, Testing Center, Computer Lab
	Susan Michaud
	6330

	Mabee L Ctr
	Dorothy Watson Literacy Ctr
	Geralyn Hesketh
	6724

	Mabee L Ctr
	ITS     
	Ken Austin
	6319

	Mackay
	Lower Level 
	Joan Salvati
	6842

	Mackay 1
	Academic Affairs
	Laurie Christensen
	6738

	Mackay 1
	University Advancement
	Danita Hodges      
	6209

	Mackay 1
	Communications
	Brenda Hicks
	6212

	Mackay 1
	President's Office
	Sue Huntoon
	6202

	Mackay
	2nd floor
	Anita Leone
	6308

	Mackay
	3rd Floor
	Eileen West
	6273

	Meetin' House
	All areas
	Katy Goodwin
	6415

	Norrington
	All areas
	Lindsay Noland
	6769

	Science
	1st & 3rd Floors
	Donna Wadley
	6476

	Science
	Basement, 2nd & 4th Floors
	Carol Duncan
	6257

	Shepard Apts
	All areas
	JC Stoner
	7402

	CDL
	CDL
	Carol Hershey
	6242

	PSSC
	PSSC
	Pam Manchion-Thomas 
	6729

	Underground
	General Counsel, Woodard
	Ami Wisdom
	6542








