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Your Facilities and Operations department is a part of 

the Administrative Services division.  We support the 

college mission by providing various essential services to 

the campus community. 

Our team is comprised of 5 major areas of operations 

including: 

 Administration (including Capital Projects and 

Construction management) 

 Building Maintenance  

 Custodial Services  

 Grounds Maintenance and Pest Control  

 Shipping & Receiving (including ordering copier 

paper)  

ABOUT US 
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MISSION STATEMENT 

VISION 
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Facilities & Operations Core Team 

Director of Facilities  

  Tim Wheeler  ……………………………………………………………………..E199J 

 Desk Phone ........................................................... (425) 739 - 8252 

 Cell Phone............................................................. (425) 772 - 8800 

Facilities Manager  

 Casey Huebner  ..................................................................... E199F 

 Phone ................................................................... (425) 576 - 5807 

Administrative Assistant IV 

 Jamie Dye  ............................................................................ E199G 

 Phone ................................................................... (425) 739 - 8218 

Head Building Equipment Mechanic  

 Yuriy Timoshenko, Lead ........................................................E199A  

 Phone ................................................... (425) 739 - 8100 ext: 8514 

Head Custodial 

 An Bang, Lead ........................................................................ E199C 

 Phone ................................................... (425) 739 - 8100 ext: 8460 

Head Shipping/Receiving Technician 

 Jim Walters………………………………………………………………………….E165 

 Phone………………………………………………..…………………(425) 739-8446 
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FACILITIES & OPERATIONS FUNCTIONS 

Facilities & Operations provides Lake Washington 

Institute of Technology many services. The list below is 

not exhaustive  but represents  the breadth of how our 

staff contributes to the college. We offer and/or manage 

the following: (An asterisk * indicates a service request 

may be made from the Facilities & Operations website.) 

 Bicycle Locker Rental* 

 Building Maintenance (See Work Order) 

 Central Supply * 

 Commute Trip Reduction  (CTR) * 

 Construction/Capital Projects  

 Custodial Services  (See Work Order) 

 Electric Vehicle Charging Stations * 

 Environmental Stewardship 

 Facility Planning Committee 

 Fleet Reservations * 

 Grounds 

 Regulatory Compliance 

 Room/Event Setup Requests * 

 Signs * & Way Finding Maps 

 Surplus * 

 Work Order Request (MegaMation) * 
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The cost to rent a locker is $20 per quarter, including a 

refundable key deposit of $10. 

  

 

There are only 4 lockers that are assigned on a first-come, 
first-served basis by quarter. 

  
See Jamie in Facilities (E199G) 

BICYCLE LOCKERS 
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The  LWTech Maintenance 

Department has an important 

job dealing with the multiple 

systems  that maintain and 

control the  

environment at LWTech. Some 

of these systems include HVAC, 

Elevators, Electrical, Water, 

Storm water, Sewer, Boilers, 

Digital Control systems, Lighting, 

and others.  

The Building Equipment 

Mechanics are highly educated  

and highly skilled craftsmen 

ready to meet your needs. They 

respond to work requests via the 

MegaMation™ system, and to 

emergent needs as they occur. 

BUILDING MAINTENANCE  
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CENTRAL SUPPLY 

Central Supply is a part of Facilities and Operations 

and provides copy paper to our many shared 

printers and copiers spread throughout the 

campus.  Today, there are a number of products that 

the college keeps in inventory for use by college 

employees, The most popular is basic copy paper; 

and there are many colors and sizes 

available.  Letterhead, and envelopes also head the 

list.  Ordering has become an automated process, 

and we are pleased to move this process into the 

digital age.  The Facilities & Operation website is the 

gateway to the Central Supply ordering process.  

Budget authority is needed to request paper. There 

are also a few other items on the online order form. 

Faculty should ask their Administrative Assistant to 

order paper. 

 

 

 

For all other supplies check with Purchasing  to see if 
supplies may be ordered from Office Depot with 
permission of your supervisor. 
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The CTR law was passed in 1991 with 3 goals:  

1. Reduce traffic congestion. 

2. Improve air quality. 

3. Reduce fuel consumption. 

  

The college supports the CTR law by providing:  

 50% Bus Pass Reimbursement for your ORCA card or 

e-purse  

 Guaranteed Ride Home 

 Priority Parking for Carpools/Vanpools 

 Fleet Vehicles for business travel  

 Bicycle lockers  

 Showers & changing rooms are in the Fitness Center 

(E116) and the Allied Health building (A120-121) by 

the central elevators 

 Commute Assistance Information 

 Access to King County Rideshare Program, Traffic 

Alerts, Maps and more…. 

COMMUTE TRIP REDUCTION 
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CONSTRUCTION AND CAPITAL 

PROJECTS 

Growth in facilities matches growth in academic and 

professional technical programs. New buildings in 1992 

and 2002 increased the size of the Kirkland Campus to 

nearly 400,000 square feet.  In 2005, the Redmond 

Campus opened providing the college with a second 

major facility. 

 In 2011, completion of the Allied Health Building 

provided new facilities for programs in health care 

fields. 

 

 

  

  

  

  

 

The college received an Accreditation commendation in 

the fall 2011 visit regarding our facilities.   

The college has a 10 year Campus Master Plan which 

can be viewed on the Facilities  web page by following 

the Facilities Planning Council link.   

The Director provides regular project updates to the 

college community and maintains a Construction/ 

Capital Blog on our website.  
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Your custodial crew works very hard to support the 
college. Most of the staff is working after other 
employees have gone home.  The college opens at 5:00 
a.m. and with several work shifts, there is coverage round 
the clock. All of the cleaning products used are 
ecofriendly, and we employ sustainable practices, and 
use recyclable products. 
  
Your custodial team also supports department setup 
requests, and provide on-call service when needed. 
  
Use the MegaMations Work Order system to request 
service, and the Room Setup Request form for special 
setups in rooms. Both can be found on the Facilities & 
Operations website. 

CUSTODIAL SERVICES 
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Two charging stations are located in the parking 

lot under the Technology Center building. These 

are not operated by the college, so that you will 

need to follow the instructions on the Vehicle re

-charging stations. If you experience any 

problems, contact Facilities & Operations at 

extension 8460. We can monitor and re-set the 

units. 

ELECTRIC VEHICLE CHARGING 
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ENVIRONMENTAL STEWARDSHIP 

Lake Washington Institute of Technology is 

committed  to model the principles of sustainability 

in the following : 

 

 Operations 

 Fleet management 

 Procurement 

 Building construction 

 

We believe in the importance of planning for future gener-

ations and setting long-term planning horizons in order to 

leave a lasting legacy for those to come.  The biannual 

greenhouse gas reporting process helps to  

ensure that the measures that Lake Washington Institute  

of Technology takes will be quantifiable and recognized. 
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FACILITY PLANNING COMMITTEE 

Membership represents a multi–disciplinary team that 

serves in an advisory capacity regarding college facilities 

planning.  It is the responsibility of this council: 

 

 To develop and promote an open and transparent 

process for all departments related to space 

utilization/assignment. 

 To increase awareness of the College’s capital 

projects, the funding process, state requirements, 

and available resources. 

 To review renovation requests and submit 

recommendations to Executive Cabinet for those, 

which best meet the requirements and needs of the 

College. 

 To provide advice and recommendations on ways to 

more efficiently manage College facilities. 

 To provide Input on Master Plan development & 

Major Capital Request process. 

 Evaluate requests for display of Art and other 

materials in public areas. 

FACILITY PLANNING COUNCIL 
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The campus fleet vehicles are leased from the 

Washington State Department of Enterprise Services. 

Fleet Operations provides safe, reliable and 

economical transportation for its customers. From 

the use of environmentally friendly vehicles to long-

term maintenance, Fleet Operations is committed to 

convenient and courteous service that makes the 

best use of the public resources entrusted to state 

government.  

Fleet vehicles are available to faculty, staff, and 

qualified students.  Fleet vehicles may be reserved 

for your work or school related business trip.  

Request by setting up an appointment in Outlook 

calendar and invite a vehicle (under “Fleet” in global 

address list). 

FLEET VEHICLE RESERVATIONS 
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Grounds on campus are maintained by Facilities, and 

are subcontracted to several companies. These 

services include: 

    Sweeping hardscapes, including the parking lots 

     Mowing and trimming the ground covers, grass and 

shrubs 

     Removing downed trees and replanting trees when    

advisable 

    Shoveling and plowing  for snow removal 

GROUNDS 
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REGULATORY COMPLIANCE 

Inspections & Testing of equipment on campus goes on 

throughout the year.  Most  operator certificates from WA 

State are issued annually based upon an inspection.  

Some of the routine inspections of equipment include: 

 

 ADA  (includes door operators ) 

 Backflow 

 Boiler and Pressure Vessels 

 Coolers 

 Elevators 

 Fire Systems  

 Generators 

 Hazardous Waste 

 Heating and Ventilation Systems 

 Range Hoods  

 Storm Water 

 Vehicles 
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When you are planning an event, you must first reserve 

a room . Request setup or services for your event using 

the online form, including: 

 Getting on the calendar 

 Times for unlock 

 Number and configuration of tables & chairs 

 Extra waste containers 

 Movable walls or partitions open or closed 

 Any other associated event requests, including Media 

  

Access to this form is on the Facilities & Operations. 

website.  The form is below the  Events calendar.  

ROOM/EVENT SETUP REQUEST 
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 SIGNS   

The college uses a sign system called 2/90 to standardize 

our room signs, and for way finding signage. To order a 

new room sign, you must have permission from your 

supervisor, or your budget authority, Either you or your 

departmental administrative assistant may fill out the 

form and send it to Jamie Dye, E199G, or email  

jamie.dye@lwtech.edu. 

  

The request form can be found on the Facilities & 

Operations website. 



20 

Lake Washington Institute of Technology is a state 

agency. WA State has a program for surplus of goods no 

longer in use.  Facilities & Operations routinely ships 

surplus goods to Olympia. 

Access to the form is available on the Facilities & 

Operations website. 

SURPLUS 

Looking for random office supplies, 

or need to pass along some unused 

binders, file folders, etc.? Check out 

the shelves labelled OFFICE SUPPLY 

RECYCLING just inside of E199. 

Someone’s gently used supplies 

might be just what you are looking 

for!  
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WAY FINDING 

Way finding signs 

include new maps 

of the college 

buildings and 

rooms with 

Popular 

Destinations 

posted around the 

campus.   

 

We also provide 

directional signs 

to specific 

programs & 

offices. 

  

To order Room Signs,  ask your Administrative  

Assistant.  Access to the form is on the Facilities & Operations  

website. 
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MegaMation™ is an online requestor available to anyone 

on the Facilities & Operations website.  

All Recycling and Trash pickups happen at night with the 

night crew.  If yours has been missed, you may enter a 

work Order into the MegaMation™ system. 

If you call the custodians, someone will have to enter the 

Work Order for you. It would be a great help to us if you 

enter your WORK ORDER. 

Also use Megamation™ for:  

 Custodial Support 

 Maintenance Support 

 Grounds Support  

 Recycling printer cartridges, batteries, light bulbs, and 
gently used office supplies  

WORK ORDER REQUEST

(MEGAMATION) 

NOTE: 

For UNLOCK, LOST & FOUND, EMERGENCIES, contact  

Campus Public Safety @ extension 8224 
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Located next to Marymoor Park, LWTech's Redmond 

campus was designed to meet the demands of our 

students while also growing business, industry, and 

education all under one roof. The goal of the Redmond 

campus is to provide workforce training opportunities 

through strategic corporate and community 

partnerships. The Redmond Campus houses the 

Accounting Degree and Certificates program and the 

Human Resources Management Certificate Program.  

The Redmond campus building is the first building in 

the city constructed to meet LEED (Leadership in 

Energy and Environmental Design) standards. LEED 

buildings are highly energy efficient which lowers 

operating costs. It was recognized in May 2006, by the 

U.S. Green Buildings Council as the first among all 

buildings of the state's two-year institutions to have 

achieved LEED Silver Certification.  

REDMOND CAMPUS 
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Providing new keys, or replacing lost keys are 

the responsibility of Campus Public Safety.  

Contact your Administrative Assistant.  They 

will authorize Campus Public Safety to issue a 

key.  You will be notified by email to pick up the 

key. 

If you are locked out of a classroom or office, con-

tact Campus Public Safety at extension 8224.  If 

you are unable to reach Campus Public Safety, 

contact your Administrative Assistant.  After 

hours, contact Facilities personnel @ extension 

8460 

KEYS AND UNLOCK 
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Medical Emergencies, police  
emergencies, fire & threats…….  
From any campus phone……. 

Dial 9-911 
 

Notify Campus Public Safety of any emergency 

calls @ extension 8224. 

Every office should have an Emergency  

Procedures Handbook.  When in doubt consult 

the handbook. 

LWTech uses two Campus Emergency Communications sys-

tems to notify students, faculty, staff, the community, and 

the media when campus activities are affected due to un-

expected circumstances. 

 

Register to receive notifications 

Information on the Campus Public Safety Webpage. 

EMERGENCIES & CLOSURES 



Visit LWTech webpage:  

http://www.lwtech.edu/directory/departments/

facilities_and_operations 


