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POLICY
Routine Maintenance Work Orders

The NMPSFA School District currently processes maintenance work orders through the state funded School Dude Maintenance Direct work order system. Department leads provide work requests via the internet which the Maintenance Supervisor reviews, approves and assigns work to the technicians.  On some occasions requests are sent via email to Maintenance Supervisor who then creates work orders as appropriate and assigns to the technicians.  If a technician identifies a problem they correct the issue and create a work order.  All Closed (routine and PM) work orders must have the following required fields populated in order to maintain a level of high quality and integrity:

	New requests should always include:


	Closed work orders to be fully documented with:



	Requestor
	Labor Hours



	Work Description


	Material and / or Contract costs



	Location of Work


	Responsible Party

(Who completed the work)



	Craft (Type of Work)


	Action take to resolve problem

(What was done)

	Purpose (Reason for Work)
	


Reports from the Maintenance Direct work order system are used at staff meetings for continuous improvement of operations.
Preventive Maintenance Work Orders

The NMPSFA School Districts preventive maintenance work orders are scheduled in the Preventive Maintenance Direct module of School Dude.  The work orders are automatically generated and the Maintenance Supervisor then assigns the work orders to the appropriate technician, or service contractor for completion and documentation. The following chart is an example of the work order process. District can modify or add their own process. 
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DEFINED PRIORITIES
The NMPSFA School District has established the following work priority definitions for the maintenance department for effective response to requested work requests through the Facility Information Management System (FIMS)/School Dude program.

EMERGENCY is reserved for those work orders or projects, which truly stop the use of the facility.  The response time should be made within 15 minutes of notification of the problem. Work on emergency priority requests commences immediately and continues until the facility is restored to sufficient use.

URGENT is assigned to those projects, which, while not completely prohibiting use of the facility, represent a threat to full facility use.  The response time is normally started on the day it is reported.

ROUTINE is assigned to the majority of the work requests received.  The response time is generally one to two days and may be remedied within three to five working days.

PREVENTIVE MAINTENANCE is scheduling preventive maintenance actions of equipment and systems that require periodic inspections and maintenance to maximize equipment operational readiness and reduce downtime to reactive maintenance.
DEFERRED is used for those work orders or projects, which are not necessarily required but are desirable.  As a general rule, work should commence within thirty days of receipt unless seasonal or other considerations allow or dictate a greater delay is stating.
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