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Before leaving for winter break, please carefully review the following information.

Windows/Doors: Please be sure to close and lock windows and doors before you leave for winter break. If you work from your office during break, you must close and lock your windows after each visit. Heavy rains, snow and/or windstorms can easily damage certain windows (especially Bates & Westlands offices).
Valuables: Keep papers, books, and anything of value off office floors and, when possible, stored in desk drawers, closets, or bookshelves.
Maintenance Concerns: If you visit your office or campus during break, I ask that you submit a work order on MYSLC for non-emergency repairs or potential safety conditions you may notice. For emergencies, such as leaks/floods, no heat, clogged or overflowing toilets and power outages, contact Campus Safety (914-395-2209).  Do not make work orders for emergency conditions. 
Custodial: Weekly office cleaning will take place with exception of December 23 – January 4, 2026. For those working on campus during the break, please make sure to remove odorous foods and beverages and discard them in an exterior green trash unit. 
Building Access & Hours: Please refer to the December 4 email from Jennifer Melendez, which details winter break building hours.
Parking: Parking lots must remain fully assessable in case of snow or other facilities related emergencies.  If you leave your vehicle on campus, even for one night, you must complete the following:
1. Have a valid parking permit clearly displayed
2. Complete a waiver on MySLC
3. Park your vehicle in Kober upper or lower parking lot
Vehicles parked illegally on campus or in other lots during overnight hours are subject to wheel-boots, 
Energy Conservation: Be sure to turn off lights, shut off computers, printers and unplug chargers and other electric devices.
If you have any questions, please email operations@sarahlawrence.edu .
On behalf of the Campus Operations staff, I wish you a restful break and a happy and healthy New Year.
Mo Gallagher 
AVP of Facilities & Campus Operations


