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Welcome to the Northwest Lab Building.
Building Access Using Your Harvard ID Card
Your Harvard ID card is your key to access spaces that are protected by a card reader – including the exterior doors.  You may request card access by submitting an access request form through your department administrator to Jesselynn Opie in Building Operations.  If your Harvard ID is lost or stolen, contact Building Operations, room 102 at 496-6505 as soon as possible to deactivate the card and then go to the ID Card Office the next business day for replacement.  The Harvard ID Office is located in Holyoke Center, room 556, 495-3322.
Building Hours
During the summer, building exterior doors will be programmed to be unlocked from 7AM – 4:30PM Monday through Friday.   During the academic year exterior doors will be unlocked 7AM-10PM, Monday through Friday.  Exterior doors are locked on weekends and holidays but can be automatically unlocked for weekend classes or events by making special arrangements with the Building Operations Office at 496-6505, or jopie@fas.harvard.edu. 

Bicycle Racks
Bicycle racks are conveniently located on the north side of the NWL Building at Hammond Street (40-bike capacity), at the center underpass (16-bike capacity), and near the southeast end of the building (14-bike capacity).
Café Operations
The NWL temporary café is located in the south wing of the building.  Temporary café hours of operation are 7:30AM to 2PM.  The permanent café is under construction and completion is expected at the end of 2008. The café is operated and managed by Harvard University Dining Services (HUDS).  If you have questions about the café or have catering needs please call the café manager at 496-6755.  You can view the café offerings or send feedback via the HUDS website at:

http://www.dining.harvard.edu/campus_restaurants/restaurants_nwl.html
Catering Services
The NWL café is pleased to handle your basic catering needs, including continental breakfasts, basic breaks, and bag lunches. These needs can be coordinated with the café manager, Andy Allen at 496-6755.

For more extensive catering needs, the NWL Building recommends and works closely with Crimson Catering. In addition to providing exquisite food, Crimson Catering can also coordinate rentals such as tables, chairs, and décor, and coordinate certified bar services. Crimson Catering can be reached at 617-496-6000. Please visit their website for more information:

www.dining.harvard.edu/crimson_catering/
If you plan to use a different caterer, please ensure that they are familiar with the building’s loading and operation guidelines and that they have the proper insurance to work on Harvard property.  Also, please keep in mind that Crimson Catering at Harvard pays their employees a living wage, as outlined in the Wage and Benefit Parity Policy (WBPP) as recommended by the Harvard Committee on Employment and Contracting Policies (the Katz Committee), and many outside caterers do not.  

Classrooms and Lecture Halls
The Office of the Registrar has scheduling authority over all public teaching space 9AM – 10PM, Monday through Thursday and Friday until 3:00PM.  The Division of Continuing Education has authority over B101, B108 and B109, 5:00PM – 10:00PM Monday through Thursday.  Building Operations has scheduling authority over classrooms and lecture halls from Friday 3:00 PM through Sunday.  Department administrators may contact Jesselynn Opie to request use of these spaces.
Copy Machines

There is a public Crimson Cash copy machine on the B1 south level of NWL. Maintenance concerns should be directed to the Building Operations Office in Room 102, 496-6505 .
Crimson Cash
There are Crimson Cash readers on the café registers and on the copy machine on Level B1 south.  
Custodial Service
Harvard’s Facilities Maintenance Operations will provide custodial service to NWL.  All cleaning will occur Monday through Friday from 11 PM to 7AM unless otherwise requested.  

Daily Custodial Operations

Occupant Areas:

  
Empty and clean all waste receptacles.





Vacuum rugs and carpeted areas.

Restrooms:



Empty and clean all waste receptacles.
Sweep and disinfect floors.






Disinfect all plumbing fixtures.






Spot clean partitions.






Restock supplies as needed.

Public Areas:



Wipe down doors and walls as needed.






Empty and clean all waste receptacles.





Vacuum rugs and carpeted area.






Dust furniture as needed.

Custodial services can also arrange for set up and removal of tables and chairs. You may submit requests for custodial services through the online work order system at the following link:

https://www.pin1.harvard.edu/pin/authenticate?__authen_application=FAS_PHYS_RES_DMS

If you have questions or comments about custodial services, please contact Jim Sheehan at 496-5336 or Jesselynn Opie at 496-6505.  
Day Porter Services 

The day porter will be tasked with keeping the building clean throughout the day as well as assisting in event set-ups and minor maintenance tasks.  Special requests of the day porter may be submitted through the online work order system (see custodial information in previous paragraph) or through the Building Operations Office at 496-6505 or 496-5336.

Disability Access
All NWL space is wheelchair accessible.

Drinking Water

Drinking fountains are located in most main hallways throughout the NWL building.  However, if you seek an additional source of drinking water, please consider choosing a filtered tap water system instead of using bottle water.  Filtered tap water costs less and is environmentally friendlier than bottled water.  Occupants are welcome to contact Northwest Lab Building Operations for a list of recommended filtered water system vendors or visit our suite, room 102, to sample the filtered water system installed in our kitchen. 
Emergency Procedures  

Please familiarize yourself with the emergency evacuation plans located at each elevator and secondary stairway throughout the building.  There will be an annual emergency evacuation drill. Questions about emergency procedures should be directed to John Sweeney at 496-5350.  Please review the emergency procedures pages 4-7.
Northwest Labs Evacuation Plan Summary

I. The evacuation plan for the Northwest Lab building is summarized as follows:


a. Know the following before a fire Alarm occurs:

i. What level of the building you are on.

ii. What building quadrant you are in.

iii. Your room and lab numbers.

iv. Your primary and secondary exits via fire stairwells.

v. Where your outside meeting location is.

vi. Who your safety monitors are for your area.

b. Know what to do during a fire alarm:

i. Leave the area by means of your primary evacuation route. If this exit is blocked, use the secondary route.

ii. Once outside the building, report to your designated meeting area. Wait for instructions from your safety monitor or from the Northwest Lab Building Operations Emergency Team.

iii. Do not re-enter building until Fire Department indicates that it is safe to do so.

II. See the “NORTHWEST LABS EVACUATION PLAN TABLE” below for details about the above instructions.
See also the NORTHWEST LABS EMERGENCY PROCEDURES PAMPHLET for specific details.
III. Emergency Contact Information next page:
IV. Emergency Contact Information below:

	Fire/Medical Emergency
	911
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Harvard University Police

Public Safety
	(617) 495-1212

	University Operations Center

All Other Emergencies
	(617) 495-5560

	Building Operations 

Administration


	J. Sheehan 
(617) 496-5336

T. Tribble
(617) 495-0990

John Sweeney EH&S
617-680-7594



	NORTHWEST LABS EVACUATION PLAN TABLE

	Building Level
	Building Quadrant
	Lab or Rooms Included
	Primary Exit Stairwell
	Secondary Exit Stairwell
	Outside Meeting Location (see evac pamphlet)

	4
	North
	From 456 thru 469
	Stairwell 8
	Stairwell 4B
	Area #4

	4
	Central
	From 429 thru 454
	Stairwell 4B
	Stairwell 8
	Area #2

	4
	South
	From 401 thru 426
	Stairwell 1C
	Stairwell 4B
	Area #1

	
	
	
	
	
	

	3
	North
	From 353 thru 369
	Stairwell 8
	Stairwell 4B
	Area #4

	3
	Central
	From 331 thru 348
	Stairwell 4B
	Stairwell 8
	Area #2

	3
	South
	From 302 thru 325
	Stairwell 1C
	Stairwell 4B
	Area #1

	
	
	
	
	
	

	2
	North
	From 245 thru 268
	Stairwell 8
	Stairwell 4B
	Area #4

	2
	Central
	From 231 thru 244
	Stairwell 4B
	Stairwell 8
	Area #2

	2
	South
	From 202 thru 226
	Stairwell 1C
	Stairwell 4B
	Area #1

	2

	Northeast
	TBD
	
	
	Area #3

	
	
	
	
	
	

	1
	North
	Lab 158
	Exit Side Doors North side
	Exit Side Doors South side
	Area #4

	1
	Central
	Lab 140
	Exit Side Doors South side
	Exit Side Doors North side
	Area #2

	1
	South
	Café, 120
	Exit Nearest Exit
	Exit Nearest ground level exit
	Area #1

	1
	Northeast
	TBD
	
	
	Area #3

	
	
	
	
	
	

	B1
	Central
	From 127 thru 145
	Stairwell 4
	Stairwell 9
	Area #2

	B1
	South
	Chiller plant and 215
	Stairwell 1
	Stairwell 4
	Area #1

	
	
	
	
	
	

	B2
	Central
	From 226 thru 247
	Stairwell 4A
	Stairwell 9
	Area #2

	B2
	South
	Chiller plant and 215
	Stairwell 1
	Stairwell 4
	Area #1

	
	
	
	
	
	

	B3
	Central
	B335
	Stairwell 4
	Stairwell 9
	Area #2

	B3
	South
	B315
	Stairwell 1
	Stairwell 4
	Area #1

	
	
	
	
	
	

	B4
	Central
	From 425 thru 455
	Stair 4
	Stair 9
	Area #2

	B4
	South
	From 413 to 424
	Stair 1
	Stair 4
	Area #1


The map on this page is an example of an evacuation map. The purpose of showing this map is to SHOW the four (4) outside meeting locations where occupants must meet during emergencies. There are 4 meeting locations and they are marked in green. 

If you have any questions about emergency procedures or any other EH&S related question please contact John Sweeney at 617-680-7594 or Northwest Labs  building managers (see above for contact information)


Equipment 

Please do not place lab or other equipment in the main hallways.  For assistance in determining an appropriate location for these items, contact Building Operations at 496-5336 or log on to http://www.uos.harvard.edu/ then select “Non-emergency work request.
Events

To schedule an event in any public teaching space, B100 (the Prefunction Area) on Level B1 or upper-level collegial spaces, contact Jesselynn Opie at 496-6505 or jopie@fas.harvard.edu.  To schedule an event in any of the meeting rooms please use the online room reservation tool.  See “Meeting Rooms and Collegial Space: Scheduling” (page 7) or contact your department administrator for assistance.
Flammable Liquid Limitations Per Control Area Per Floor

Northwest Labs has a license to store certain amounts of flammable liquids, gas and solids. Each level has a certain amount of fire control areas. Within each control area limitations of storing and using flammables have been set and must be enforced. Each principal investigator is responsible for not only knowing what the limits are per area but must ensure the limits are complied with. 

Below is a table detailing the limits per area for flammable liquids only. There are flammable gas and flammable solid limitations as well but prior approval from the EH&S office must be given before researchers bring flammable solids and flammable gases into Northwest Labs.

	Floor Level
	Areas 
	Limit of Class I liquids (liquids with flash points below 100F)
	Limit of Class II combustibles ( liquids with flash points between 100 F and 140F)
	Limit of Class IIIA combustibles (liquids with flash points between 140F and 200F)

	4
	Control Area 1 (438, 440, 442, 448, 454, 456, 458 & 468 labs)
	60 gallons including hazardous waste
	60 gallons
	160 gallons

	4
	Control Area 2 (402 and 410 labs)
	60 gallons including hazardous waste
	60 gallons
	160 gallons

	3
	Control Area 1 (labs 340, 348, 354, 356, 358, 368 and room 338)
	240 gallons including hazardous waste
	240 gallons including hazardous waste
	640 gallons including hazardous waste

	3
	Control Area 2 (labs 302 and 310 and 328) 
	240 gallons including hazardous waste
	240 gallons including hazardous waste
	640 gallons including hazardous waste

	2
	Control Area 1 (labs 254, 256, 258 and 268)
	360 gallons including hazardous waste
	360 gallons including hazardous waste
	960 gallons including hazardous waste

	2
	Control Area 2 (labs 240 and 248 and room 238)
	360 gallons including hazardous waste
	360 gallons including hazardous waste
	960 gallons including hazardous waste

	2
	Control Area 3 (labs 202, 210 and 220, 226 and 228)
	360 gallons including hazardous waste
	360 gallons including hazardous waste
	960 gallons including hazardous waste

	1
	Control Area 1 (Labs 140 and 158)
	480 gallons including hazardous waste
	480 gallons including hazardous waste
	1280 gallons including hazardous waste

	1
	Control Area 2 (Chemical Waste room 120.10)
	480 gallons including hazardous waste
	480 gallons including hazardous waste
	1280 gallons including hazardous waste

	1
	Control Area 3 (Chemical Storage room 168)
	480 gallons including hazardous waste
	480 gallons including hazardous waste
	1280 gallons including hazardous waste

	1
	Control Area 4 (chemical Storage area 135)
	480 gallons including hazardous waste
	480 gallons including hazardous waste
	1280 gallons including hazardous waste

	B1
	Control Area 1 (B133 and B145)
	90 gallons including hazardous waste
	90 gallons including hazardous waste
	960 gallons including hazardous waste

	B2
	Control Area 1 (Labs B239, B243, B247)
	120 gallons including hazardous waste
	240 gallons including hazardous waste
	640 gallons including hazardous waste

	B3
	USE OF FLAMMABLE LIQUIDS IS NOT ALLOWED IN THESE AREAS 

	B4
	USE OF FLAMMABLE LIQUIDS IS NOT ALLOWED IN THESE AREAS


Heating and Cooling
Between 8AM and 5PM each office temperature is set to be between 68 and 72 degrees.  If you come in during off-hours and want heat or cooling, you need only press the sun/moon button on your thermostat and your office fan-coil unit will come on for two hours. Lab areas will be heated, cooled, and humidified to research needs.  
Please note, if you have a weekend or evening event, you may contact NWL’s Building Operations at 617-496-5336 and arrange for heating/cooling to be programmed to run during the event.

IT Support
The Faculty of Arts and Science Computer Service Center provides user IT support to NWL occupants. They can be reached at 617-496-2727 or found at:
http://www.fas.harvard.edu/computing/
Keys - Ordering
Requests for keys must be made through your department/center administrator.  An email will be sent when keys are ready; keys should be picked up at NWL Building Operations, room 102 unless other arrangements are made.  Visitors may gain temporary access and must return keys upon departure.
Laboratory Benches

The laboratory benches are movable.  However, please do not move the benches without assistance from Building Operations.  Call Building Operations 496-5336 to request a bench move.  Also, please contact FAS IT to request relocation of bench jacks. They can be reached at 617-496-2727 or found at: 

http://www.fas.harvard.edu/computing/
Lights

Interior lighting in public spaces throughout the building automatically turn on at 6am and turns off at midnight.  Each office space is controlled individually with occupancy sensors.  The sensors are equipped with an “on” and “off” button plus a motion sensor.  If no motion is detected in the office after 15 minutes, the light automatically turns off.  The light reactivates when it detects motion within the room.  To request an adjustment to your lighting timer, or to report a malfunctioning light, please submit a work order request online at:
https://www.pin1.harvard.edu/pin/authenticate?__authen_application=FAS_PHYS_RES_DMS

Lock Out Policy
If you are locked out of the building during regular business hours, contact the Building Operations Office at 496-6505. After hours, contact the security guard at 495-4964 (or call the Control Center at 495-5560).

Lost and Found
Please bring found objects to Jesselynn Opie in Room 102.
Mail 
Inbound mail is delivered to the NWL Mailroom in B228 twice per day at approximately 10:00am and 2:00pm, and is distributed to the department mail centers as soon as possible thereafter.  Mailroom personnel can be contacted at 496-3352.

Outgoing university mail is picked up from each department mail center at the time of delivery and can also be dropped off at the mailroom in B228.

Outgoing U.S. mail to be metered should be secured together with the appropriate 33 digit billing code and given to Mailroom personnel to be sent out for metering.  Harvard Mail Services meters mail in bulk and bills the origin departments directly.

Your Harvard Mailing Address

Your receiving address for all shipments is shown below. By including your Lab/Office Name and Room number in your address, delivery personnel will be able to easily determine your location and make expeditious deliveries.

Your Name

Harvard University

Northwest Lab Building

Your Lab/Office Name and Room #

52 Oxford Street

Cambridge, MA 02138

Maintenance Requests
In Case of Emergency

If something requires IMMEDIATE attention, such as “water pouring from the ceiling;” please pick up the nearest phone and call the Control Center at 495-5560. Please identify yourself, and specify that you are in the Northwest Lab Building, room # and/or the location of the problem, as well as the nature of the problem requiring immediate attention.


Non-Emergency Situations

If it is not an emergency (i.e. it is something that can wait 24 hours to a week for completion), please submit an online work request at:

https://www.pin1.harvard.edu/pin/authenticate?__authen_application=FAS_PHYS_RES_DMS

or call Building Operations 496-6505 or 496-5336.

You will need your Harvard ID and PIN to access the site. This website can be used to enter all of your ordinary requests.  Requests are forwarded to the Northwest Building management team are reviewed daily and assigned to the proper person(s) for completion.  If for any reason either of these systems are not working, Jim Sheehan at 496-5336. If you are unable to reach Jim call Jesselynn at 496-6505.
Media & Technology Services

The Media & Technology Services office for the Northwest Science Building is located on the basement level, room B111.  The office is open M-F 8a-5p, with evening and weekend AV requests serviced by the main MTS office located in the Science Center.  MTS provides the following services:  computer and video projection, laptop rental (for FAS classes only; limited supply), audio and video recording, tele and videoconferencing, and live sound system reinforcement.  The MTS technicians are also available to provide training on any of the installed audio visual equipment in the building.  Per policy directed by the FAS Administration, equipment and labor is provided free of charge to exclusively FAS courses or course related activities that are restricted to the members of the course.  AV services for other events will incur equipment and labor charges.  

To request AV support for a class or event, or to schedule an equipment training session, please contact the office supervisor, Mike Tomei, at 495-5775 or send an email to:

nwmedia@fas.harvard.edu.
Meeting Rooms and Collegial Space: Scheduling
Meeting rooms and collegial areas are considered community space and are available for use by all Northwest Lab Building residents.  Meeting rooms may be scheduled in two-hour blocks.  Collegial spaces are public areas that are open to the interior corridor of the building. To schedule a meeting room or collegial space, please use EMS, the online room-reservation system, at http://resources.fas.harvard.edu/.  Contact Jesselynn Opie at jopie@fas.harvard.edu or 496-6505 to request an EMS account.    

Meeting Rooms and Collegial Space: Use

After your event, please make sure you leave the room in good condition for the next group.  If you bring anything into the room (food, beverages, catering supplies, papers, extra tables, folding chairs, etc.), you must remove them from the room at the end of your meeting. If you serve food at your event, please wipe down the tables. While you are welcome to move the tables and chairs around to suit your group, please return them to their original positions at the end of your event. If you need custodial assistance, please contact Building Operations or submit a request online at: 
https://www.pin1.harvard.edu/pin/authenticate?__authen_application=FAS_PHYS_RES_DMS

Notices and Postering
Notices are to be posted onto the whiteboard surfaces throughout the building with magnets (no tape or pushpins, please!!).  
Parking
If you have a guest who needs parking, the building has 3 temporary parking permits for 52 Oxford Street. Contact Jesselynn Opie in room 102 to request a pass. These are signed out on a first come, first served basis and require a valid driver’s license to obtain. If you have advanced notice of a guest, we can possibly arrange to have a pass available for that day. The passes are signed out to personnel in a department only (not directly to a guest) and that department/personnel is responsible for their return. A $50 replacement fee will be charged to the host department for each lost parking pass.
For information about permanent parking, contact the Harvard Parking Office at 495-3772.
Recycling
All offices, reception areas, classrooms, and meeting rooms will have a recycling bin for paper as well as a trashcan.  There will be can/bottle recycling bins in the café and all lounge areas.  The bins will be emptied as needed. Items such as batteries and old keys may be dropped off in the Building Operations Office for recycling.  Items such as batteries and old keys may be dropped off at NWL 102 for recycling.  If you have a computer or monitor to be recycled, please contact the Building Operations Office and we will arrange for pick-up.  Also, please erase hard drives before recycling computers.  

We recommend taking The Harvard Sustainability Pledge.  It will only take a few minutes of your time, and you will also learn more about the pressing environmental issues we face and what you can do to reduce energy and resource waste on campus.  To join or find out more, please go to:

http://www.greencampus.harvard.edu/pledge/forms/pledge.php.

Security
A security guard is stationed at the southwest entrance (495-4964) Monday through Friday, 4:00PM to 8:00AM and all hours Saturdays and Sundays. A roving guard will cover the entire complex 12:30AM to 7:30AM Monday through Friday.  

Departments are required to hire a security guard for large events with groups of 60 or more, when the building does not have security coverage, or for events that require unlocking the front doors.  Event sponsors may be asked to hire a Harvard University Police detail if there are cash transactions.  Questions about these policies should be directed to NWL Building Operations at 496-6505.
We also ask that you take a few minutes to read over the Harvard University Police Department (HUPD) safety pamphlet found at:

http://www.hupd.harvard.edu/playing_it_safe/2006-2007_Playingitsafe.pdf
Shipping/Receiving/Loading Dock

All incoming packages to NWL are delivered to NWL Shipping/Receiving personnel in Room B232 on Level B2 for processing and delivery to the designated center drop-off points.  Shipping/Receiving operations and deliveries take place between 7:00am-4:00pm Monday through Friday.  The shipping/receiving manager can be contacted at 496-3775.  Time sensitive and expedited shipments are delivered upon receipt.  NWL occupants are expected to prepare ordinary outgoing UPS, FedEx, DHL and USPS packages for shipping, with labels generated via carrier websites.  All outgoing packages from NWL should be given to S/R personnel in B232 by 3:30pm to ensure same day pickup by carriers.

Activity in the loading dock is coordinated by the NWL Materials Handling Manager Scott Hartshorn, who can coordinate any special shipping/receiving needs such as crating, palletizing, strapping, etc., and can be contacted at 496-5432 or via email at hartshor@fas.harvard.edu. 

Signage 

Office signs must conform to building standards and can be obtained by contacting Mark Pimentel at the NWL Building Operations Office at 496-5424.
Smoking
Smoking is prohibited in all Harvard Buildings.  Please smoke outside at designated smoking areas. Please dispose of all cigarette butts in building-supplied ashtrays.
Telephones
If you need a phone, fax, or data-line installed, please contact Jesselynn Opie at 496-6505 or jopie@fas.harvard.edu.
Utilities 

Please turn off all lights, fans, radios, desk lights, and task lights when leaving private offices and conference rooms.  We need and appreciate your assistance in keeping utility costs down.
Vending Machines

Vending machines are located on the B1 Level South in the near corner of the Prefunction area.
Videoconferencing

Videoconferencing technology is currently available in three rooms:  B101 (small lecture hall), B103 (large lecture hall) and B108.  Media & Technology Services is responsible for videoconference equipment operation.  Point-to-point connection to remote locations is made with an IP (internet) connection.  Dual stream video and computer image transmit and receive capabilities exists in all rooms.  There is no charge to FAS classes requiring videoconference support.  All other groups and events requesting videoconference services will incur equipment and labor charges.  All room requests must be made through building scheduling.  MTS requires at least 10 days notice for all requests.  To request videoconference equipment and technician services, please contact Carla Nolin, in the Media & Technology Services main office, at 617-495-9460 or send an email to nolin@fas.harvard.edu
White Boards

White boards are located throughout the building for your use.  Please use dry-erase markers and magnets only. Thumbtacks and tape are prohibited.
Wireless Access
The Northwest Lab Building is equipped with wireless access. 
Quick Phone Reference
Northwest Lab Building Operations Office
496-6505  Jesselynn Opie, Administrative Coordinator









       jopie@fas.harvard.edu







496-5336  Jim Sheehan, Senior Maintenance Manager









       jksheeh@fas.harvard.edu







496-5424  Mark Pimentel, Manager of Small Projects 

       and Alterations
       pimentel@fas.harvard.edu
496-5350 John Sweeney, Senior Health & Safety Officer
john_sweeney@harvard.edu
NWL Classroom/Space Scheduling

496-6505
Harvard Control Center (24-hour response)
495-5560

Harvard Police




495-1212

Northwest Lab Building Security Desk

495-4964
Harvard Telephone Office



495-4900

Loading Dock Manager



496-5432
Media & Technology Services


495-5775
IT Support





496-2727
Northwest Labs


EH&S Office


1st floor Room 120.34 


(617) 495-1290


http://www.uos.harvard.edu/
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