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The recommendations below list school building shutdown strategies in response to the COVID-19 pandemic affecting schools throughout the Commonwealth. While you may understand how to handle facility shutdowns for typical breaks and closures, you may be asking how to handle your classroom and school equipment over longer-term shutdowns. We hope your school division finds these recommendations useful. If you have any questions, please contact the Office of Support Services at support.services@doe.virginia.gov.

Safety precautions for entering a school
· Follow all Center for Disease Control (CDC), Virginia Department of Health (VDH) and other health and safety guidelines. 
· Provide personnel with alcohol-based hand sanitizers containing at least 60% alcohol for decontamination in the field.
· Install hand sanitizer stands near entrances and elevators. 
Shutdown procedures:  EQUIPMENT: 
UNPLUG
· TVs, radios, VCRs, DVD players
· Classroom telephones (unplug power supply only, leave network cable connected)
· Document cameras, scanners, overheads
· Interactive white boards and displays
· Printers, copiers, laminators (unless networked, then just turn off)
· Lamps, fans, space heaters 
· Pencil sharpeners, staplers, calculators
· Cellphone chargers, air fresheners, decorations
· Microwaves, toasters, coffee makers
· Refrigerators (clean out, defrost and leave door ajar)
· Vending machines and kitchen and cafeteria equipment like convection cookers, range hoods, dishwashers, and exhaust fans
TURN OFF
· Lights (unless on occupancy sensors) - NOTE: do not turn off security and emergency lighting
· Computers, monitors, speakers, projectors
· Network equipment (router, Wi-Fi access point)
· Media Systems, audio equipment
· Kiln, kiln exhaust fan
· Exhaust fans (electrical rooms included)
· Hot water recirculation pumps
 OTHER ITEMS
· Consolidate refrigerators/freezers and shut down those not used (including reach in coolers, milk boxes, etc.) 
· Close windows, blinds, shades, doors
· Ensure security and emergency lighting is operating normally (these do not need to be shut down)
· Arm all building security systems
· Shut-off leaky faucets, urinals and toilets and tag for repairs 
· De-energize or unplug wired water fountains and wired bathroom exhaust fans
HVAC ADJUSTMENTS
· Set building automations system to “unoccupied” if applicable 
· Set thermostats to appropriate unoccupied set points (55 heat/85 cool)
· Set HVAC fans to “Auto” mode
· Set HVAC to maintain relative humidity below 60%
· Ensure units are not heating and cooling simultaneously
· Ensure unit fans are short cycling
· Close outside air dampers
· Drain or continue treatment for cooling tower systems – 
· Follow Best Practices from American National Standards Institute (ANSI)/American Society of Heating, Refrigerating and Air-Conditioning Engineers (ASHRAE) 188 to avoid Legionella growth
· HVAC units serving computer servers should not be set back
Additional Tips:
COMMUNICATE IMPACT
· Notify your utility and local law enforcement providers of extended vacancy
· Communicate and engage with other school divisions to share and develop best practices
CONTINUE BUILDING MAINTENANCE
· Inspect roof, hydronic systems and building envelope for leaks or infiltration
· Continue preventive maintenance activities 
· Continue landscape maintenance activities on the school site 

*REFERENCE: COVID-19 Response – Safe Shut Down Recommendations for Schools by TVA EnergyRight and Tennessee School Plant Management Association 
