CSRA RESA

Standard Operational Procedures

Section I

The Basics

A. Official Work Hours

· Official work hours at CSRA RESA are 8:00 am to 4:30 pm.  Staff should post their schedules monthly and notify the agency secretary and other support staff of any changes via e-mail or telephone.

It is the responsibility of each employee to notify the school or persons

involved of any changes in his/her schedule.

B. Lunch Hours

· A one-hour lunch should be taken between 12:00 noon and 2:00 p.m.

· All staff is to notify the agency secretary or administrative assistant for Professional Learning when leaving and upon return.

C. Building Security

· All exterior doors to the facility are locked from the outside, with the exception of the front door.  The building is protected by a security alarm system when the building is not occupied.  When entering the building the alarm should be deactivated and when leaving reactivated.

Opening the Building


Unlock front door and padlock.  Place padlock inside front door.


Deactivate both alarm systems.

· There are 2 systems (1 on each side of building).  Both should be disengaged before leaving the front area of the building.

1. The security code will be given to you during orientation.

2. After entering the code the red light will change to green, indicating the alarm is disengaged.

3. Repeat for the 2nd alarm.

4. If the light remains red, re-enter code.  If the light continues to remain red or if alarm sounds, call Central Security at 1-800-438-4171 to notify them.  Also, call the local sheriff department in Dearing.

Closing the Building

1. Turn off all lights in offices.  (Heat and air should be adjusted appropriately when leaving your office for the day).

2. Close all office and classroom doors.

3. Activate both alarms.

4. Lock front door and padlock (kept inside front door).

5. Check the side and rear doors to make sure they are locked.

To engage alarm systems

· Both alarm systems should be engaged before leaving the building.

1. The security code will be given to you during orientation.

2. After entering the code the light will change from green to red, indicating the alarm is engaged.

3. An open door is indicated if the green light blinks continuously.  Check all office and classroom doors and re-enter code.

4. Repeat for 2nd alarm.

5. If the light remains green, re-enter code.  If the light continues to remain green, call Central Security at 1-800-438-4171 to notify them.

Once systems are engaged, do not go beyond the front areas.  This will set off the alarm.  If it is necessary to go past the front area, deactivate the alarm system.  (It is only necessary to deactivate the alarm for the side you are entering).  Reactivate as you leave the building.

D. Use of the Auditorium for Daytime/Evening/Saturday Classes


Follow the above procedures for opening and closing the building.

· Auditorium lights are located on the stage on the right side facing the auditorium.

· If the auditorium is used, unlock the rear doors and lock before leaving the building.

· Turn off auditorium lights and adjust heat and air appropriately.

Master Key
There is a padlock and a master key in an envelope in the bottom drawer of the refrigerator in the employee lounge for use in the event of an emergency.  If used, please return promptly.

E. Use of Employee Lounge Area

· Any items used (microwave, coffee pot, cups, platters, utensils, etc.) should be cleaned after use.
· Trash should be disposed of properly.
· Items in the refrigerator should be removed weekly.  A list is posted on the door to indicate the schedule for cleaning the refrigerator.  Items not removed will be discarded.
F. Cleaning Crew 

· A cleaning crew cleans the building twice during the week and once on the weekend.
· Because the cleaning crew is not here daily, it is important to place trash that contains food or items that will spoil in the outside trash receptacle.  Replacement bags are place underneath the lined trash container.
· Restrooms should be maintained on a daily basis, especially when classed or meeting are held during the week.
G. Inclement Weather

· During periods of inclement weather or other extenuating circumstances that necessitate office closure, the agency secretary and the administrative assistant have been designated as the parties responsible for notifying staff members of the Executive Director’s decision to open or close the office.  The agency secretary will contact staff in the Augusta area and the administrative assistant will be responsible for contacting all other personnel.  Specific procedures are listed below:

1. The Executive Director will notify the agency secretary and the administrative assistant prior to 6:00 a.m. if the office is to be closed during inclement weather.  They will notify assigned staff members prior to 6:30 a.m.

2. When the office is closed due to inclement weather the administrative assistant for Professional Learning will be responsible for notifying the media for public knowledge.

3. The administrative assistant for Professional Learning will also be responsible for proper notification to course/workshop participants regarding activity cancellations.

4. All staff members are required and expected to report to work in a timely manner unless instructed otherwise.
· Please note that weather conditions in individual systems may not preclude consultant travel to fulfill scheduled activities (i.e., individual system might be open for business as usual).  Consultants are resp9onsible for contracting designated schools/systems to confirm site visits for work activities or re-scheduling activities if required.

H. Personal Calls, Long Distance Calls, Faxes, and Personal Mail

· Personal telephone calls are to be kept to a minimum.  Personal long distance calls should be charged to your personal calling card or charged to your home phone.  No personal long distances calls or faxes should be charged to the agency’s phone line.  When sending a fax complete the log form (See Appendix #1).
· Agency envelopes should not be used for mailing personal items.  The postage mater is for agency use only and should not be used to  mail personal items.
I. Operating the Telephones


To make a call:
· Dial 9 + number

To place a call on hold:
· Press the red hold button

· Your screen will show you what line is on hold

· Tell person what line to pick up (from 1 to 6)

To pick up a call from hold:
· Press the red hold button and 1 through 6 to pick up the line holding.

To call another phone from your phone
· Press the button for that location.  You will automatically go into speaker mode and you can start talking.

To page over all phones:
· Press page# and 0.

· Make announcement

· Hang up receiver

To send a call directly to someone’s voice mail:
· While the caller is still on the line, press the blue voice mail button, the person extension that you want to transfer the call to and then hang up.

To record your voice mail greeting
· Press “Greeting” button

· Press “Record” button

· Start recording at the tone and press 1 when finished

To check your messages from outside of the office
· Call the main number

· When the voice mail answers press*

· Enter you mailbox number

· You can then listen to your messages

If you are trying to check messages during the day and someone in the office answers your call have them press the “Voicemail” button and then hang up.  You will hear the voice mail greeting and can press * and your mailbox number at that point.


J. Staff Parking
· Employees are to park on either side of the building.  Parking in front of the building is reserved for guests.  In the event you need to load or unload your vehicle, this should be done in a timely manner.  Afterwards, your vehicle should be parked in the employee parking areas.

K. Posting Announcements/Advertisements & Other Displays Not Agency Related on The Walls and Glass

· Prior approval from the Executive Director must be requested before posting any announcements, advertisements, or other displays that are not related to the agency.

