
LTSP Facilities Department Information:

The Facilities Department normal hours of operation are:

Monday - Friday 8:00 AM till 4:30 PM

Requesting assistance for a maintenance problem can be accomplished in three ways.

At any time you can:

#1 

Link directly to our work order system through the LTSP home page.
Scroll down the left hand side of the page to the “Resources” link.

Clicking the link brings you to the “Resources” page.

At the bottom of the page there is a link to the “Facilities On-Line Work Request”

Clicking the link brings you to the “xmWeb” work request page where you can select from three options.

“New Work Request”

“Check Status of a Submitted Request”

“Help”
Checking the “New Work Request” box will open the work request form.

Fill out as much information as you know. Please enter your name and contact information. This is the most important part of this form.
We will process your request as soon as possible.

#2

Contact us by telephone at extension 7381. If we’re not in, leave a message.
We will generate a work order for you.
Please include your name and contact information when you call.
#3
If you have an emergency situation that requires an immediate response and we are not available to take your call, contact security at extension: 7502 or 7503
To request assistance with emergency maintenance problems after hours and on weekends and holidays:

Contact Security at extension: 7502 or, 215-248-4665.
They will assess the situation and contact the on-call maintenance staff if warranted.

LTSP Facilities Department Housing Guidelines

During your stay in LTSP housing… 

Thermostats:

Select a comfortable setting. Usually between 68-72 degrees.

Do not operate your heating / cooling system with the windows open.

Turn off your heating / cooling system if you are going to be away for an extended period of time.
Garbage Disposals:

Prior to loading the disposal, turn on the faucet, and then turn on the disposal.

Slowly introduce food scraps into the unit, and allow sufficient time for the unit to process the scraps completely before turning it off.
Be careful! Do not insert bones, silverware or any other hard object into the disposal.

If your disposal jams, shut the unit off and notify the facilities department.

Toilets:

Do not pour anything down your toilet! It is not a garbage disposal! (See Above)

Clogged Toilet: The main cause for a clogged toilet is excessive amounts of toilet paper. In many instances a toilet clog will clear itself if the paper is given enough time to dissolve. Call the facilities department if you need assistance with unclogging a toilet. 
Drains:

Notify the facilities department if you have a slow or blocked sink or tub drain.

Warning! Do not use chemical drain openers! The facilities department will sometimes use a commercial drain opening chemical in an attempt to open a drain. Violent and potentially hazardous reactions will occur if a commercial drain opening chemical is introduced into a drain that contains anything other than water. 
Stoves:

Never leave your stove unattended while cooking.

Refrigerators:

The Wiedemann studio apartment refrigerators are not self defrosting. Periodically check the amount of frost buildup in the freezer section. Anytime the frost thickness exceeds 3/8 inch, the unit should be defrosted. 

Decorating:

We want your housing experience at LTSP to be as “homelike” as possible.

But please keep in mind that excessive use of nails, screws, or adhesives that cause damage to walls, ceilings, or any surface in your apartment could result in damage charges being applied to your security deposit refund. Never use duct tape on any surface.

Trash:
Please place your household trash down the Wiedemann building trash chute.
Each floor has a trash chute located at the end of the hallway in the Bagger wing. Do not empty your household trash into any of the common area trash receptacles inside buildings or on the campus grounds. 

Furniture:

Do not remove furniture from the lounge areas of the Weideman building.
If you rearrange the lounge furniture for a special function, please remember to reset the room as you found it.

Do not leave unwanted furniture in hallways or stairwells.

Wiedemann Common Kitchens:
There are three community kitchens located next to the lounge areas on each floor. The facilities staff is only responsible for routine trash disposal, sweeping and mopping the floors. 
If you use the community kitchens for any activity, you are responsible for cleaning it and emptying any excessive amounts of trash.
