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Evening and Saturday Supervision 

Procedures
· Security personnel will contact you, the assigned supervisor, around 5:00 on your designated day.  If your individual cell phone number is not listed on the attached roster, they will deliver to you the college cell phone.

· On-site supervision is required for evening duty from 5:00-7:00 p.m.

· The online Night Duty Calendar can be found on the Staff Intranet site. The path to it is: Departments / Instruction Office / General Assistance / Night Duty Calendar. Any questions regarding the calendar can be directed to Christine Mullis (468-3010 or cmullis@mendocino.edu).

· It is recommended that you take a couple walks around campus during this two-hour period to insure that everything is running smoothly and to be visible to faculty, staff and students.  

· From 7:00-9:30 p.m. you may continue to work on site or be “on call” with the cell phone number listed on the roster.

· If you choose not to remain on site, please call security at Ext. 3155 to let them know you are leaving campus.

· For Saturday duty, on site supervision is not necessary, as long as you are available by cell phone from 8:00 a.m. – 4:00 p.m.

· Return the cell phone to security the morning after your supervision duty.

· If your plans change and you find you can’t fulfill this responsibility on the day you are scheduled, please trade with someone else on the online Calendar.    It is important that you let security know of this trade by emailing both Chris Risch and A.J. Anderson at crisch@mendocino.edu  and aanderso@mendocino.edu.

Thank you for your help with this.

