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POLICY

It is the policy of the NMPSFA School District to utilize the School Dude Facility Information Management System in development of Preventive Maintenance tasks for equipment associated with the district sites. In addition, the District shall use the New Mexico GCT’s to develop preventive maintenance equipment schedules, frequencies and tasks. 

PROCEDURE

The following information is a sample of the tasks associated with the School Dude modules. Districts are encouraged to obtain actual samples from their respective programs and attach 3-5 district samples. 

This section is to be populated with the districts specific scheduled preventive maintenance tasks. The information is available through the facility information management system / school dude programs.  PM schedules  > print to excel or pdf. 

This is an example only.  District to input specific sample tasks as appropriate.  
D-5 DOORS, MAIN ENTRANCE (FREQUENCY: SEMIANNUAL) (Example)

Application:

This maintenance task applies to entrance doors used in main entries to building where a poorly operating door may be dangerous and cause congestion.

Special Instructions:

Set suitable barriers at the entrance and exit of the door. Prevent obstructions from impeding pedestrian traffic around the work area.

Checkpoints:

Hinged Doors

1. Inspect the frame and supporting structures.

2. Inspect hardware; hinges, latch keeper, lock. etc. Apply graphite where needed, wipe off excess.

3. Inspect glass, putty, or retaining pieces. Correct any deficiencies.

4. Operate door to observe functioning of check. Adjust and service as needed.

5. Touch up paint as needed.

6. Clean up and remove all debris from work area.

Revolving Doors

1. Remove obstructions and clean out track.

2. Fold door. Note action and freedom of motion.

3. Inspect locking device, adjust as needed.

4. Clean pivot points and apply graphite.

5. Inspect felt or rubber seals.

6. Set the emergency fold pressure on the door to the manufacturer's specifications. Check automatic speed control, which should limit speed of door to 12 RPM.

7. Touch up paint as required.

8. Clean up all debris from work area.

Recommended Tools, Materials, and Equipment:

1. Review manufacturer’s instruction manual for specialized hand tools, equipment and supplies.

2. Graphite. Consult the Material Safety Data Sheets (MSDS) for hazardous ingredients and proper personal protective equipment (PPE).

3. Clean wiping cloths

4. Suitable barriers

F-24 FIRE EXTINGUISHERS – INSPECTION (FREQUENCY: MONTHLY) (Example)

Application:

This maintenance task is for a monthly visual inspection of all fire extinguishers 

Special Instructions:
1. Follow manufacturer's instructions.

2. Whenever an extinguisher is removed from service, immediately replace it with an extinguisher of a size and extinguishing agent appropriate for the hazard protected.

Checkpoints:

A visual inspection is a quick check to see that the fire extinguisher is in its proper location that it is not blocked, is fully charged, and that it appears to be in good working order. This inspection generally consists of walking to the extinguisher and doing the following:

1. Confirm that the extinguisher is in its designated place.

2. Verify that the extinguisher is appropriate for the hazard protected (Class A, B, C, or D).

3. Ensure that the extinguisher is accessible and visible.

4. Confirm that the operating instructions face outward and are visible.

5. Check that the seals or tamper indicators are intact.
6. Examine for obvious physical damage, corrosion, leakage, or clogged nozzle. Recharge or replace as required.

7. Verify that the pressure gauge is in the normal range. If not, recharge the extinguisher.

8. Initial and date inspection tag.

Recommended Tools, Materials, and Equipment:

1. Seals or tamper indicators.

2. Inspection tags.
3. Permanent Pen.
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