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PURPOSE

Monthly and quarterly reports, both in narrative and quantifiable data forms are an integral part of business communication and assist developing departments, superintendents and boards with improved decisions making of processes that ultimately benefit the districts quality.  As a good business practice, Superintendents and Boards should use the information to improve their knowledge of the districts school sites, physical conditions, capital needs and overall activities and accomplishments towards the annual report.  

POLICY

It is the policy of the NMPSFA School District to create monthly  reports based on data collected in the Facility Information Management System / School Dude and present it to the Superintendent and Board for review. Monthly reports from the maintenance and operations department are to be developed and submitted to the Superintendent and Board no more than 10 days into the following month.  

At the end of every month, the School District maintenance manager or designee shall develop a Maintenance Metrics report that encompasses the maintenance and operations activities occurring during that time frame for administrative review.


PROCEDURE: 

The Maintenance and Operations report shall include: 
1. Any changes to the district preventive maintenance plan 
2. Quarterly Proficiency Rating in the state provided Facility Information Management System (FIMS) / School Dude and any activities associated with the program such as training activities.
3. Maintenance Metrics activities to include:
· Work Order Completion rate
· Monthly Work Order Back Log %
· Work Order Transaction Information
· Monthly Preventive Maintenance Work Order rate
· Monthly PM cost ratio
· Vandalism report  
· Utility Direct Management 12 months of effective history
4. Progression of developed maintenance goals for the year.
5. Progression or accomplishments of developed district capital projects and updates to the 5 Year Facility Master Plan. 
6. Results of environmental or safety rounds and any corrections made.  
7. Custodial performance activities occurring at the district sites.
8. Meetings and training activities occurring in Maintenance and Operations 
9. Staffing changes or challenges effecting the completion of the preventive maintenance activities. 
10. Additions / deletions or changes to any maintenance and operations policies.
11. Additions / deletions of major equipment at district facilities. 
12. Any regulatory (local, state or federal) compliance visits/audits, listing all variances and a plan of correction to those variances.
13. Changes or updates to the districts energy management programs. 
14. Hazardous Materials & Waste Management activities to include additions/deletions to the districts MSDS program and any training activities. 
15. Pest Control Management Activities to include additions/deletions to the districts IPM program and any training activities. 
16. Fleet Vehicle maintenance activities, repairs etc. 









Note to Districts: 
To assist schools in monitoring their district maintenance performance activities, the PSFA maintenance division reviews New Mexico School Districts Facility Information Management Systems (FIMS) accounts on a quarterly basis and provides a data driven FIMS Proficiency report on the Key Maintenance Performance Indicators (KPI) for each of the state provided FIMS modules to include Maintenance Direct (MD), Preventive Maintenance Direct (PMD) and Utility Direct (UD). 
The report is data driven and includes recommendations on where the district can improve performance with regards to the districts FIMS use. It is provided to all district superintendents and/or lead maintenance positions. Districts are encouraged to use the data to improve their performance and communicate the findings to the district board.   
Please print and attach the district FIMS reports in this section for district reference. 

If you do not receive a quarterly district FIMS report or have questions or comments regarding your district maintenance and operations, please contact your State of New Mexico, PSFA Maintenance Specialist at the PSFA Maintenance Division 505-843-6272.   
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