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POLICY

It is the policy of the NMPSFA School District to establish a routine maintenance staffing and organizational structure and staffing responsibilities to define effective lines of communication and approval processes.  

PROCEDURE

The NMPSFA School District has developed the attached maintenance organizational chart structure.  
The school district to add their specific school districts organizational structure and staffing responsibilities. An example is attached.  
The NMPSFA School District has developed the following organizational structure

(District to incorporate their existing or modify the following). 
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All of the following positions are responsible to the districts safety policies and procedures. 
SUPERINTENDENT/DIRECTOR: The Superintendent provides direct supervision to the Business manager, the maintenance supervisor, and the custodians.  The Superintendent secures necessary funds, and resources, to provide quality assurance for facilities and grounds and ensures the districts safety plan is implemented. 
BUSINESS MANGER:  Based upon the guidance of the Director, the Business Manager assists the maintenance and custodial group with needed resources, providing the most appropriate funds for supplies, equipment, and service contracts.  The Business Manager also develops the maintenance budget based upon analysis of past expenditures and projected requirements.

MAINTENANCE SUPERVISOR: Responsible for supervision of all maintenance repairs, renovations, and services at PSFA School District to include security, grounds, carpentry, electrical repairs, plumbing, welding, and painting;  identifies needs and establishes maintenance goals; assigns and evaluates the work of the maintenance staff to ensure maintenance needs and goals being met; inspect work areas with other departments and divisions for equipment materials and services purchased; reviews work done by staff to assure quality of work; estimates materials needed for project completion; inspect materials delivered by vendors to verify accuracy and completeness of orders; available to staff for consultation on any problems; approves/complies a work schedule for staff; reviews and approves purchase requests from subordinates; performs security checks of buildings and grounds as needed; attends meetings and training; conducts training for staff; prepares reports as needed; develop and conduct pre-maintenance programs.
ASSISTANT SUPERVISOR:  assists Maintenance supervisor with running the department:  assist in administrating the Maintenance Direct and Preventive Maintenance programs, checks out tools and equipment.  Shop keeping. Inventory, work orders as assigned.  Keeps track of purchase orders, takes responsibility of the department when supervisor is out.  Assists any of the technicians with work helps oversee quality of work.  Helps with weekly on call after hours; if needed.

BOILER OPERATOR:  does daily checks in any operating boiler.  Checks daily the pressure and temps of the boilers.  Checks all the safeties on each boiler.  Checks circulating pumps, keeps them oiled and maintained.  Checks expansion tanks.  Repairs anything external that might go wrong with the safeties.  Does whatever is allowed with the boiler license given by the state.  Keeps boiler rooms clean and safe.  Keeps a daily log of how the boiler is operating. Backflow operation as it applies to the boilers

GENERAL MAINTENANCE:  does any building repairs and checks on the buildings, changes light bulbs, painting, dry wall, changes ceiling tiles,  window repair, glazing, work orders as assigned, roof repairs, replacing doors, remodels, move furniture, fixing furniture, minor carpentry assembling furniture. Duties as assigned . stucco and plaster repairing and concrete,  floor care, base cove, assist with grounds when assigned to help.  

GENERAL TECHNICIAN:  does any building repairs and checks on the buildings, changes light bulbs, painting, dry wall, changes ceiling tiles,  window repair, glazing, work orders as assigned, roof repairs, replacing doors, remodels, move furniture, fixing furniture, minor carpentry assembling furniture. Duties as assigned . stucco and plaster repairing and concrete,  floor care, base cove, assist with grounds when assigned to help.  

GROUNDS KEEPER:  mows grass, pulls weeds, landscapes, irrigation maintenance, hedges, snow removal, moves furan as assigned. Prunes trees. Horticulture, fertilizes trees shrubs, plants flowers, irrigates, helps sets up events.  Sets up holiday lights. Concrete finishing and installation

HVAC TECHNICIAN:  complete maintenance of all refrigeration and heating units.  Repairs refrigeration in dining hall,  helps troubleshoot and repair appliances, does controls on HVAC units where applicable, helps with boilers, heating cooling. .oversees all heating and cooling units, gas fired heaters, chillers.  Gas fitting, assists with plumbing and gas when plumber is not available.  Backflow preventer as applies to HVAC units.  Electrical as it applies to HVAC, example 3-phase, 208 and 440.

LOCKSMITH:  changes locks as needed, duplicates keys,  this is a new position we just started and is not completely in full force yet.  But we are bringing the locksmithing in house.

MECHANIC:  does all repairs to the grounds equipment as needed.  Maintains and repairs tractors,  fixes and maintains electric golf carts,  keeps snow plow and snow blowers in check.  He is not a full certified mechanic but does the general maintenance on most gas operating equipment we have.

PLUMBER:  journeyman plumber.  Does all plumbing maintenance and repairs on campus; sewer, water, and irrigation; replaces sinks, toilets, faucets, gas lines as needed. Checks and maintains Backflow preventers as needed

WELDER:  certified welder does any welding repairs, and welding projects needed.  

ELECTRICIAN:  journeyman electrician does all general electrical maintenance and repairs as needed.  Light bulb changes, ballasts, changes outlets, light fixtures, runs electrical power as needed.  Checks emergency lights, exits lights, fire alarms.  Does safety prevention does fire drills, checks fire extinguishers, runs new service with breaker boxes.  Upgrades older electrical brings and keeps electrical components to code.  Works on high and low voltage

CUSTODIAL SUPERVISOR:
Responsible for supervision of all custodial services; identifies needs and establishes custodial goals; assigns and evaluates the work of the custodial staff to ensure needs and goals are being met; reviews work done by staff to assure quality of work; available to staff for consultation on any problems; approves/complies a work schedule for staff; reviews and approves purchase requests; attends meetings and training; conducts training for staff; prepares reports as needed. Duties also include performing a wide variety of assignments such as:  Sweeping, dusting, wet and dry mopping, stripping, waxing and/or buffing floors, halls and stairways, vacuuming and shampooing rugs and carpets, dusting and washing walls, ceilings, tables, vents, interior and exterior windows, desks, lights and lighting fixtures, cleaning, polishing and straightening office and residential furniture, emptying waste baskets, changing light bulbs, cleaning blackboards and erasers and waste collection.  

Although the above are typical of the duties and responsibilities normally performed, additional duties and responsibilities requiring the same or lesser skills, knowledge and dexterity may be required.

CUSTODIAN: Responsible and accountable for performing custodial services at all school buildings on campuses.

Typical duties and responsibilities include, but are not limited to performing a wide variety of assignments such as:  sweep; dust; wet and dry mop; strip, wax and/or buff floors, halls and stairways; vacuum and shampoo rugs and carpets; dust and wash walls, ceilings, tables, vents, interiors, desks, lights and light fixtures; clean, polish and straighten offices and cottage furniture; empty waste baskets; clean fireplaces; clean blackboards and erasers.

Although the above are typical of the duties and responsibilities normally performed, additional duties and responsibilities requiring the same or lesser skills, knowledge and dexterity may be required.
SECURITY: Describe their function in regards to facilities.
Attach the Districts Most Recent Staffing Plan Narrative in This Location for district reference.
A copy of this document can be obtained from your New Mexico Public School Facilities Authority District Representative.
Director/Supt.: 


Captain America





Business Manager:


Spider Man





Custodial Supervisor:


Superman





Maintenance Supervisor:


Superman





Assistant Supervisor:


Wonder Woman





8 Custodians:


Aliens 1-8





Mechanic/Boiler Operator/Locksmith





HVAC Technician








General Maintenance /Boiler Operator





Plumber Welder Boiler Operator





Electrician





3 Grounds Technicians
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