CSRA RESA

Standard Operational Procedures
Section VI
A. Reserving Classroom and Auditorium

· Reserving of classrooms and auditorium should be made through the agency secretary.

· When using the auditorium the back doors and fence need to be unlocked in case f a fire for safe evacuation.

· When using the classrooms on the far end of the building the exits closest to the classrooms will remain unlocked.  Fire extinguishers are located at each entrance.

· The set up and clean up of the room is the responsibility of the person reserving the room.  Each classroom is equipped with a coffee maker that if used needs to be cleaned daily.

· The building is equipped with an alarm system, which is set each night.  Every evening at 4:15 p.m. all exterior doors are secured.

· A doorbell has been installed at the front door for access after hours.

· A copy of the CSRA RESA Safety Plan is included at the end of this report.

B. Technology

Establishing a e-mail account

· An email account is established by Technical Service and can be accessed remotely at webmail.csraresa.org.

Copier Machines

· The copier machines are to be used for official business. Employees making copies for personal use will be charged accordingly.

· The agency is equipped with three copy machines.  One is located in the front office, and one color and one regular is located in the work room.  New employees will be given the codes to the copiers and an orientation on how to use them.
· All copiers are stocked with standard white 8.5 x 11 paper.  When using other paper (i.e. colored paper or 3 hole punched) standard white 8.5 x 11 paper should be replaced in the machine.
· If the copier becomes jammed try to remove the jam by following the instructions.  If you cannot repair the jam call the service number.
· All audiovisual equipment is located in the locked closet outside the director’s office.  Reservations and use of the equipment is scheduled through the agency secretary.
· All computers should be backed up to the server at least once a week.  The Technical Services Coordinator can be contacted for explanation of this process.
