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Introduction WHAT WE DO

• Daily operations of the physical campus

• Capital planning

• Renovations and construction

• Maintenance and repair

• Safety and security





Fire Emergency Procedures





Encountering a fire

• Alert others to evacuate

• Activate the alarm pull station 

• Get to a safe area

• Call Security 4444 or call 911



If the fire is small and manageable, use a fire 

extinguisher to put out the fire. If the fire cannot be 

contained, abandon the effort and evacuate.

Before using a fire extinguisher

• Activate the fire alarm 

• Make sure you have a route out

Fire Extinguisher Use

PULL
AIM

SQUEEZE

SWEEP



Alarm Sounds
1st Stage

Alarm bells will ring slowly at 20 beats per minute

DO NOT evacuate at this stage

2nd Stage

Alarm bells will sound continuously 

You MUST evacuate the building at this stage



Evacuation

∙ If you ENCOUNTER heavy smoke at an exit, find an alternate route

∙ FOLLOW the directions on the Public Address System (PAS)

∙ PROCEED to the nearest Safe Assembly Area outside 

∙ CLOSE doors behind you if you are last to leave

∙ HELP those who may need assistance

∙ WALK - do not run

∙ STAY LOW, crawl if there is a lot of 

smoke

∙ REPORT to your Supervisor



Shelter in Place
If you cannot reach an exit safely:

∙ Move to a closed area, such as an office or classroom

∙ Write HELP and the room number you are in

∙ Do not open or break window – air will draw more smoke into the room

∙ If material is available, make a sign to hold in the window

∙ If phone is available call 911 or Security 4444 

∙ Wet with non-flammable liquid (if available)

∙ Fill gaps around doors with soft material

∙ Close all the doors and windows



Know the Assembly Areas



Thank you!



New Hires and Onboarding



New Hires and Onboarding

- If creating a new position, do you have a 
vacant office or space to add a new 
workstation available?

- Is there existing power and data already 
there? (Lead-time: 4-6 weeks)

- Will you need new or additional furniture?
(Lead-time: 6-8 weeks unless in stock)

- Will you need a new computer or phone? 

Things to consider early in the process:

Space

Equipment



New Hires and Onboarding

- Double check that the space will be ready 
with adequate furniture and equipment

- Request full clean by janitorial (email)

- Inform Facilities of pending key request 
(email)

- Request basic stationary and supplies 
(mailroom)

Things to consider shortly before start date:

Space

Equipment

Keys

Cleaning



New Hires and Onboarding

- On first day, submit a Key Request 

Form with proper approvals to Facilities

- Facilities will contact the employee by 

email once keys are ready for pickup

- Employee can then come to Facilities to 

formally sign-out the key

• Keys should never be transferred to someone else

• Keys must be returned to Facilities when access is 

no longer required (move / leave)

• Loss or stolen keys must be reported immediately



New Hires and Onboarding

- Eligible employees can apply for a parking 

pass by filling out the form

- License plate registration system, with the 

ability to manage your own account

- No cost to obtain but parking is a taxable 

benefit if you choose to have one

- Preferred Lot decals also available for a 

surcharge, but only one valid pass at a time



New Hires and Onboarding



Common Requests

Type of Request Who to Contact

Room access Security 

(local 5270 or 604-562-1011) 

Room temperature facilities@langara.ca

(Zeeshan, Building Services, Engineering)

Cleaning, washroom supplies facilities@langara.ca

(Raymond, Facilities Services, Janitorial)

Ergonomics facilities@langara.ca

(Carmine, Cynthia, Health and Safety)

Pest control facilities@langara.ca

(Craig, Michael, Maintenance)

Guest parking parking@langara.ca

(Aileen, Jo-Anne, Facilities Services)



Events

- Facilities works together with C&M and 

AV to support hundreds of events large 

and small each year

- Tabling in the main foyer, exhibitions, 

engagement events, program celebrations

- The online Event Request Form is your 

first step

- Book your venue far in advance, and 

confirm your setup requirements with our 

Facilities Services Coordinator



Events



Office Moves

- Submit the online form to request Facilities to 

assist with your office move

- 4 weeks notice required, but more is better

- Facilities will coordinate with IT and confirm a 

move schedule with you

- Moving supplies, shredding bins can be 

delivered to your office ahead of your move

- You are responsible for all packing

- Certain operational restrictions apply



Maintenance and Repair

- Minor maintenance and repairs can be 

reported to facilities@langara.ca

Some examples:

- Request for whiteboards / tackboards

- Hanging items / shelves

- Fixing broken furniture

- Painting walls

- Repairing or replacing floors or carpet

- Changing light bulbs 

- Ceiling tile or wall repairs

- Door hinges

- Electrical outlets



Furniture Requests

Email requests for new or replacement furniture to 

facilities@langara.ca

Standard furniture:
- Desk

- Office chair

- Filing cabinet

- Drawer

- Bookcase

- Guest chair

- Garbage / recycling bin

Departmental purchases and technical authority

Furniture ordering cycle and wait times



Project Request and Call-Outs

- New initiative started in 2018

- Furniture and maintenance call-outs 

issued start of every semester

- Opportunity for larger project sized 

asks (departmental renewals, 

classroom redesign etc.)

- Approval process and performance 

timelines

- RENCAP call-outs 



Space Use and Allocation

Requesting additional space

Changing intended use of a space

FACSAC and role of Facilities



Questions


