
Calit2 Irvine Division Quick FAQ Reference

Who is the Calit2 Facilities Contact?

Gregory E. Gallardo
Facilities Manager

Calit2, UC Irvine Divison

Office 2302

Irvine, CA 92697-2800

Office Phone: (949) 824-4488

Cell: (949) 533-2763

Email: gegallar@uci.edu
What Issues Do I Contact the Calit2 Facilities Manager About?
· Building Maintenance & Operations

· Custodial Services

· Construction, Renovation and Relocation

· Access Control & Security

· Telecommunications Support

· Emergency Procedures

· Ergonomics 

· Safety & Compliance

What are the Regular Building Hours (Card Key Lock Schedule)?
	Monday – Friday:
	7 a.m. – 7 p.m. (After-hours: card key access only – all doors, all floors, elevators included)



	Saturdays, Sundays and Holidays:
	Closed to public (Card key access only – all doors, all floors, elevators included)




How Do I Obtain Keys/Card Keys

· Key/card key issuance forms are available from Gregory Gallardo, 824-4488, or Irma Rodriguez, 824-0205, room 4006. There is a $10 deposit for each key/card key acquired (refundable upon return of the key/card key). No key/card key will be distributed without signed authorization from an area faculty project director and a valid UCI student/staff ID.

How Do I Use My Card Key?

Blue cards: With printed side facing you, insert the card in the bottom of the reader and slide the card up. Access granted when green light appears.

White cards: With black strip facing away from you toward the card reader, insert the card in the bottom of the reader and slide the card up. Access granted when green light appears.

· Doors will actuate for approximately 10 seconds.
· Doors with card-key actuators are linked by a silent alarm directly to the UCIPD. The UCIPD will be alerted if doors are propped open. (Please consult the Calit2 facilities manager if you are moving large equipment in and require doors to be propped open for any length of time.)

What Custodial Services Are Provided?

Custodial services as well as routine maintenance of buildings, utilities and grounds are performed on a scheduled basis by Campus Facilities Management. Any deficiencies affecting service, safety or appearance of physical facilities should be reported immediately to the Calit2 facilities manager so a deficiency report can be filed with the campus.

When Are Custodial Services Provided?

The normal building services schedule is as follows:
Lobbies: cleaned 5 times a week – M-F days/nights (trash and vacuuming)

Conference Rooms: cleaned 3 times a week - M,W,F nights (trash, vacuuming and tables wiped down)

Restrooms: cleaned 5 times a week - M-F nights (trash and counters/floors/stalls wiped down)

Kitchens: cleaned 3 times a week - M,W,F nights (trash and counters/tables wiped down)

Offices: cleaned once a week - Th nights (trash, vacuuming and desks/shelves/etc. wiped-down)

What are the Blue Trash Cans For?

The “blue” trash cans are for white recycled paper only. Recycling is picked up once a week.

Who May Use the Kitchens and What Should I Keep in Mind When Using Them?

· The kitchens in the “common” areas of the 3rd and 4th floors are for everyone’s use. Water, coffee and tea are available for the building occupants and their guests.

· Please use the enclosed kitchen trash cans for “wet” garbage.

· Kitchen dishes are not washed by the custodial staff, so it is everyone’s responsibility to clean up after themselves. Please take pride in our building by doing your part to keep it looking nice.

· Label your food items clearly in the refrigerator and/or cabinets.

· Don’t consume anything that doesn’t belong to you.

· Be aware of others’ sensitivities – serve and consume food in the designated kitchen/break areas.
Whom Do I Contact for After-Hours Service Emergencies?

For service emergencies that cannot wait until the following business day, contact the Campus Facilities Trouble/Service Desk at 824-5444. (After-hours is defined as before 7:30 a.m. or after 4:30 p.m.)
After-hours emergency facilities service calls are those described as: mechanical, plumbing, electrical or elevator systems which require immediate attention to avoid risk to health and safety, or damage to property.

Can You Give Me Information About Computing and Phones in the Calit2 Building?

· Calit2 “white” data jacks connect to UCI Net and “blue” data jacks connect to the Calit2 internal network.

· Voice-Over Internet Protocol (VOIP) phones should be plugged into white data jacks and your computer should be plugged into your VOIP phone.

· If you are experiencing problems with a data jack, contact Calit2 Facilities for assistance.

What about the VOIP Phones?

· For questions regarding phone installation, contact Lisa Rehbaum, Calit2 financial manager, 824-6045 or lrehbaum@uci.edu.
Who Provides Computing Support?

· Physical set-up of computers, including software installation, should be completed by the individual or the individual’s home department computing-support staff (e.g., if you are from ICS, you would contact the ICS computing-support staff).
· Computing support related to access to the network in Calit2 may be obtained from Chris Battista, 824-0295.
· If you have a problem or are unsure of whom to call for computing support, please call Chris Battista, who will help triage the situation to identify who best can assist you.

How Do I Get Network Printer Access?

Each Calit2 printer is labeled with printer name and IP address. To add a printer to your PC or laptop – through your “Start” button go to “Printers and Faxes” and to “Add a printer,” then follow the instructions. If you need further assistance, contact Chris Battista, 824-0295,

How Do I Use the Copiers?
The copiers will make black and white or color copies, scan to e-mail, and scan to PDF. Currently this service is free as we are in set-up mode, but soon you will be required to enter a copy code in order to use the copier. When this has been set up, you will also be able to print directly from your computer to the printer. To request a copy code or obtain the Xerox software CD for installation on your computer to print directly to the Xerox machine, please contact Irma Rodriguez, Calit2 financial assistant, 824-0205 or mprodrig@uci.edu. You will need to provide an account and fund number. Once the information is authorized, you will receive your code.
Who Provides Project Supplies & Materials?

· Calit2 will provide supplies and service for the Calit2-provided printers and copiers. Please call Mark, 824-6900, or Gregory, 824-4488, if immediate service is needed.

· General kitchen supplies will be provided, at this time, by Calit2.
· Specific project supplies and materials are expected to be provided by the project; please see your faculty project director for further information.

How Do I Get a Map of the Calit2 Building?
· A map showing the basic layout of the building, including locations of restrooms, is attached.
Whom Do I Contact About Scheduling Events and Tours, and Inviting Distinguished Visitors ?
· Please contact Shellie Nazarenus, assistant director, marketing and outreach, 824-9622, email: snaz @uci.edu, if you or your group is interested in hosting events or tours for distinguished guests in the building. We can help you with your event and avoid conflicts with other scheduled activities.

Where May I Hang Posters and Fliers?
· Posters and fliers may be posted on available bulletin boards in the kitchens and “pin mag” boards which are in the lounge areas and hallways of each floor. Please feel free to use them for your campus events and related activities.

· Please do not post announcements on glass, walls or in the elevators. They will be removed.

Where Can I Park My Car or Bike?
· Vehicles should not be left unattended in the loading dock area nor should the University Club parking lot be used at any time. Your car will be subject to parking tickets in these areas. We are also trying to be “good neighbors” with the University Club and appreciate your help in this endeavor.

· Bikes should only be locked to the bike racks located at the North/West end of the building, not to the building handrails. You may receive a “parking violation” if your bike is locked to handrails or left in other unauthorized areas.
· Bikes do not belong in the building, please.
What Conference Rooms, Offices/Workspaces & Furniture Are Available?

· There are currently two conference rooms available for use on the 3rd and 4th floors. Soon there will be a total of four conference rooms available between the two floors. You may schedule your meetings for these rooms with Mark Tameta, 824-6900. Eventually we will provide a web-based scheduling system.

· Nearly all of the offices and workspaces have been assigned.. Please do not “expand” assigned workspaces to encroach on others’ areas or remove furniture from currently unused areas or offices.

· Within project-assigned work areas, the furniture may be reconfigured and redistributed as long as the reconfiguration does not impede emergency exiting or other codes. If you have unused furniture, please contact Gregory so that he may see if other areas have a use for it.

Can You Tell Me About the Calit2 Director’s Office?

· The staff in the Calit2 Director’s office is here to assist you. Please check in with Mark Tameta at the reception desk in Suite 4100 if you have general questions or need assistance not noted here.

Why are There Cameras in the Building?
· As noted in the Calit2 Building Policies, cameras are located throughout the public areas of the building. They are primarily for use by project ResCUE for research – our building is intended to serve as a living laboratory for research. However, the cameras may also available for security purposes if they are needed. No one is monitoring them in real time. Please read the Calit2 Building Policies document for more information.

What About Valuables?
· To the extent possible, valuables should not be left unattended. Calit2 is not responsible for items that are lost, misplaced or stolen.

· Please respect others’ possessions, whether they are items within the work areas or food in the kitchen. Thank you for your consideration on this point.
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