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REMINDERS 

SUMMER HOURS 
Summer hours - a four-day work week  
- begins on Monday, June 5th through 
Thursday, July 27th. Facility Manag-
ers assigned to schools with summer 
programs will work a 5-day schedule.  
 
OFF CAMPUS LEAVE  
Please notify Sonia Torres and Janie 
Adame when you will be off campus 
this summer. They will share this with 
our Supervisors.   
  

3 WEEK PAY GAP - 7/14/2017 
For Fiscal Year 2016-2017, any em-
ployee working beyond June 12, 2016 
will experience a 3-week gap in pay-
roll. This 3-week gap occurs between 
the last pay date in June (6/23/17) 
and first pay date in July (7/14/17). 
This occurs every few years when 
there is more than 52 Friday’s in a 
fiscal year. Payroll is processed over 
26 paychecks. 

 
HURRICANE SEASON 
Hurricane season begins June1st. 

 To assign a work order to an    

A/V Tech assign as “Specific 
Request  > Unlisted Audio    
Visual”.  

 Several power shutdowns will 

occur at schools this summer to 
inspect transfer switches and 

waste water treatment plants.  

 Recycling and trash pickup 

schedules (non-summer school)
will be reduced during the sum-
mer. Contact maintenance if you 
require a change in schedule.  

 School generators should al-

ready be topped off with fuel.  

The Moment You Commit Yourself is the Moment Your Goal is Assured 
The primary role of the facility manager is to keep the school campus safe and secure 
during school hours while performing daily operational and maintenance routines. 

There are four common disorders which surface as a result of heat stress, ranging 
from mild discomfort to life-threatening conditions: 

Heat rash is the most common ailment which occurs while working in the heat. It is 
also called “prickly heat.” Symptoms include red, blotchy, itchy skin, particularly in 
areas of the body with high perspiration, and a prickling sensation. Rashes which 
aren’t cleaned thoroughly and frequently may become infected. Moving to a cool 
environment, cleaning the affected area with cool water, and complete drying are 
often effective treatments. 
 
Heat cramps occur as a result of salt being lost through perspiration. They are pain-
ful muscle spasms causing lumps in the affected muscles, usually the back, legs, 
and arms. The pain can be severe enough to greatly inhibit movement. Workers 
should cease activities to tend to cramps as soon as they feel them. Stretching and 
massaging the affected muscle as well as replacing salt by drinking electrolyte re-
placement fluids are useful techniques in tending to heat cramps. 

Heat exhaustion is a dangerous result of heat stress which can lead to a heat 
stroke if not treated promptly with first aid. It happens when the body is so overexert-
ed that it cannot supply blood simultaneously to vital organs and the skin for temper-
ature regulations. Inflicted workers may experience weakness, headache, breath-
lessness, nausea, vomiting, faintness, or loss of consciousness. Call 911 and move 
workers exhibiting these symptoms to a cool place and give them water to drink.  
 
Heat stroke is a disorder which requires immediate medical attention, and can lead 
rapidly to fatality if not treated quickly. A person experiencing a heat stroke may ex-
perience confusion, hot, dry skin, high body temperatures, lack of sweating, irrational 
behavior, convulsions, and/or a loss of consciousness. Call 911 right away and take 
the victim to a cool area to immerse or shower them with cool water. Wrap them in 
wet sheets and fan them until you can transport them to a hospital or an ambulance 
arrives.  

Facility Manager’s shall process leave forms in advance for scheduled vacation 
leave planned this summer. This allows the school Principal (Elementary and Middle 
School) to approve the leave prior to him/her leaving for summer break. However, if 
unplanned vacation leave should arise during the summer and your Principal did not 
approve it, please fax your processed leave form as follows: 
 
 Sonia Torres 239.377.9768  - Naples area schools including Marco Island 
 Janie Adame 239.377.0656  - Immokalee area schools including EVG 
 
Mr. Rouleau will approve the leave and payroll will be entered.   
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