 CAREER ACADEMY OF SOUTH BEND, INC.
General Information Pertaining to Facilities
Facilities Team: 
Robert Rimmer	 	Director of Operations 		Office located at CASB 
Office – (574) 299-9800 Ext 1178	RRIMMER@MYCANOPS.COM 

Mike Zumbrun 		Facilities Maintenance Coordinator	Office located at PSOL
Office – (574) 299-9800 Ext 4204	MZUMBRUN@MYCANOPS.COM 

Chase Kendall 		Facilities Maintenance Coordinator	Office located at SASB
Office – (574) 299-9800 Ext 2110	CKENDALL@MYCANOPS.COM

Facilities Department Responsibilities:
Director of Operations: Maintains grounds, building & infrastructure, including coordination of outside contractors & vendors. Manages day to day operation of the Facilities staff, to ensure coverage and completion of required maintenance projects.
Facilities Maintenance Coordinators: Typically located at one of the facilities, and travels between facilities as needed. Maintains grounds, building & infrastructure, including support of coordination with outside contractors & vendors. Provides support to the Director of Operations, and acts as first point of contact at primary assigned facility.
Please note: IT / Technology related requests shall go to the IT Department. 

Facility Maintenance Notes: 
Work Orders: If a repair is required please email either your Facilities Maintenance Coordinator, noting room # and the nature of the request. This procedure would be in order for lamp replacements, loose carpet, door hardware, etc. If the problem is urgent or a safety concern please call the Front Desk so they can contact us immediately.  
Custodians: Custodial services are performed by an outside vendor. You will find our custodians very accommodating but please understand that they have a list of required services that they are contracted to perform. They are not Career Academy of South Bend, Inc. employees, and are not available for your every need or request. Typical services would include emptying trash cans, vacuuming floors, and washing windows. The washing of white-boards and cleaning of teacher desktops is your responsibility to avoid the loss of materials that need to be saved. Classroom management of students should include a brief pick-up time at the end of each class period. 
Wall & Floor: The use of “Blue Tack” putty or light gauge staples is encouraged in lieu of using tacks, pins, nails and screws in classroom walls. Wall hangings shall be kept to a minimum and must hang flat against the wall and not 3 dimensional in nature. No tape is allowed on any floor coverings. Wall hangings in the corridors shall be pre-approved by Administrators and limited to designated areas. 
Parking: Please do not allow your vehicle to extend past the curb over sidewalks or grass areas. This creates problems with lawn care and snow removal procedures. 
Indoor Air Quality Notes & Restricted Materials:
Included in your Staff Handbook you will find requirements for properly managing indoor air quality. These requirements have been established to provide the best possible learning environment for students and staff. These regulations have been established by either the IDOE, IN School Safety Academy, St. Joseph County Health Dept. or CASB / SASB Administration. Please review this section of the handbook and adhere to the restrictions established. To briefly summarize: 
Fabrics: The use of throw rugs, loose carpet, stuffed animals, upholstered furniture, pillows, etc. must be approved before placing in classrooms using the Waiver Form for Restricted Materials found in your handbook. Exceptions may be made for Special Ed areas. 
Air Fresheners: The use of air fresheners, candles, incense, plug-in air fresheners, excessive perfumes, etc. are not allowed. This is for the benefit of occupants with breathing disorders. 
Hazardous or Flammable materials: Hazardous or flammable materials of any size or quantity must be pre-approved with the Director of Operations. 
Animals, Plants or Fungus: Any animal, plant, or fungus of any size, living or dead must be pre-approved with the Facilities Department prior to bringing onsite. (48 hours in advance) 
Building Safety:
Safe Practices: The Director of Operations maintains the right to prohibit unsafe practices by all occupants of the building. OSHA safe practices are required by all occupants. 
Fire Alarm: Monthly fire drills and other similar drills shall be conducted by the Administration Team. Teachers are expected to review, familiarize and follow procedures as outlined on their classroom “Flip Chart” and “Classroom Map.” 
Summary:	
The Facilities Dept. would like to welcome all of our new staff members and welcome back those of you who are returning. We look forward to working with all of you as we strive to keep your facility looking its best, comfortable, and safe.  Wishing you a successful school year.
Sincerely,
Robert Rimmer


