
INTRODUCTION 

GENERAL MAINTENANCE 
METHODS 

BUILDING MAINTENANCE AND 
REPAIRS 

COMPUTERIZED MAINTENANCE 
REQUISTIONING SYSTEM (CMR) 

EMPLOYEE PROTOCOL 

PREVENTIVE MAINTENANCE 
PROGRAM 

BOILER AND PRESSURE VESSEL 
LOGBOOK 

VEHICLE MAINTENANCE 

MAINTENANCE EMPLOYEE 
TRAINING PROCEDURES 

 



 
CARROLL COUNTY PUBLIC SCHOOLS 

MAINTENANCE DEPARTMENT 
PROCEDURES MANUAL 

 
INTRODUCTION: 
 
The Maintenance Department is dedicated to providing and maintaining a safe, orderly and 
respectful learning environment which will contribute to student and staff achievements.  
 
 It should be noted that there are some maintenance areas in which contracted services 
supplement and/or have major responsibilities for building and/or equipment maintenance.  In 
those cases where contracted services have traditionally been utilized, such services have proven 
to be coast effective. However, the main focus of the Maintenance Department will remain as 
follows:  

• Focus on school environmental issues in keeping with a safe learning/teaching 
environment. 

 
• To ensure proper training for school personnel on the Computerized Maintenance 

Requisitioning System (CMRS) to provide timely and efficient maintenance for all 
Carroll County Public Schools buildings and grounds. 

 
• To provide the means to save energy and improve the operating efficiency of all school 

facilities and to ensure proper air quality controls county wide. 
 
The overall objective of the Maintenance Department is to maintain, throughout its 

expected useful life, the interior and exterior of school buildings, the grounds, and the roadways, 
and all fixed and moveable equipment through preventive maintenance and repairs.  Further, this 
objective is specifically intended to provide: 
 

1. Buildings and their components that function safely and at top efficiency. 

2. Facilities and equipment that minimize the possibility of fires, accidents, and 

safety hazards. 

3. Continuous use of facilities without disruptions to the educational program. 

4. Protection of public property through proper planning, scheduling, and preventive 

maintenance. 

5. Quality management of maintenance projects and tasks.   

6. Conservation of energy through utilization of the latest technology and energy 

conservation measures. 

7. A quality maintenance program through effective management and efficient 

utilization of resources. 



 
 
LEVELS OF MAINTENANCE AND RELATED COST FACTORS 

 
There are a variety of factors associated with the desired level of school building 

maintenance that relate directly to the availability of resources.   These include age of facility, 
age of equipment, available manpower, current level of funding, and facility use beyond that of 
the regular school day.  In order to assess the impact of required school building maintenance 
efforts, the following factors are presented: 
 

1. BUILDING USE 

School buildings may require various levels of maintenance due to the varied use of 
the facilities. The maintenance effort and cost for school facilities can often be traced 
to the extent of the facilities use, the type of facilities use, an effective building 
supervisor, and community user respect.  This is essentially true of the school 
buildings in Carroll County that have extensive community-use patterns.  Respect and 
care by the building users usually results in less dollars required for maintenance. 

 

Vandalism during occupied and unoccupied hours also places an additional cost 
burden on the school maintenance program. 

 

2. BUILDING AND EQUIPMENT DESIGN 

Another major factor that influences equipment and building maintenance is the 
design of the school facility.  Facility designers have the opportunity to conserve 
public funds by incorporating design characteristics consistent with maintenance 
efficiency and longevity.  During the design process, materials and equipment 
selected should demonstrate characteristics of: 
 
.. Design simplicity and equipment accessibility as related to performing repairs and 

preventive maintenance. 

.. Quality and maintainability. 

.. Ease of component replacement and repair parts availability. 

.. Maximum operating efficiency of all mechanical components and maximum 

energy efficiency of all mechanical/electrical systems. 



 
 

 3. BUILDING CODES 

Various federal, state and county codes (Building, Safety, Fire, Health, MOSH, ADA 
and indoor air quality) change from time to time.  These standards must be adhered to 
in order to insure a safe, accessible and healthy building environment for students, 
employees and the public.  Maintaining compliance with these code modifications is 
certainly a cost factor that must be considered in addition to building maintenance. 

 

  4. ADVANCES IN TECHNOLOGY 

New technology and energy saving measures related to building equipment and 
components need to be carefully considered and incorporated into the building 
maintenance program in order to insure a more cost effective level of maintenance.  
These new technological advances may require the development of revised 
maintenance and operations procedures and may reduce operating costs.  While such 
advances may show a first time or one time increase in the maintenance or 
construction budget, there may be a significant long-term decrease in the plant 
operations budget. 
 

5. CONDITION OF EXISTING SCHOOL BUILDINGS 

The condition of existing school facilities needs to be considered as well as frequency 
of use of facilities beyond the normal school day when evaluating the overall 
maintenance effort.  These factors create a significant impact to the plant maintenance 
program to provide adequate funding, staffing and effective building maintenance. 

 

6. SERVICE STANDARDS 

Maintenance service standards for school facilities are best established through 
adequate program administration and supervision, effective employee selection and 
training, and maintaining employee performance within the organization.  The overall 
scope necessary for adequate plant maintenance procedures and services is 
highlighted in the charts shown in Section II and Section III.  These are intended to 
reflect scheduled service standards and routine preventive maintenance procedures. 

 

   7. OPERATIONAL CONSIDERATIONS (PREVENTIVE MAINTENANCE) 

The plant operations component in the individual school (often referred to as Building 
Custodial Services ) is an important consideration in assessing overall maintenance 
levels and determining costs associated with building maintenance. An effective 
building operations function should compliment and interface with the centralized 
plant maintenance function to provide an overall effective plant maintenance 
program.  Carroll County Public Schools has developed and implemented such a plan. 
We feel this combined effort is providing an effective plant maintenance program.



 

 
 

 The Maintenance Department has the prime responsibility for building/equipment 
maintenance based on specific areas of responsibilities.  It should be noted that there are 
some maintenance areas in which contracted services supplement or have major 
responsibilities for building and/or equipment maintenance.  In those cases where 
contracted services have traditionally been utilized, such services have proven to be cost 
effective. 
 
 In summary, all of the aforementioned factors have a direct impact on establishing a 
cost-effective plant maintenance program that meets the requirements of today=s 
educational environment. 
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2.1  

GENERAL MAINTENANCE METHODS 

There are four (4) methods for performing required building and equipment 
Maintenance that have proven to be cost-effective and are presently being utilized 
in the Carroll County School System.  They include: 
 

.. Utilization of a centralized Maintenance workforce. 

.. Effective use of plant operations forces to perform preventive 
Maintenance. 

.. Assignment of full time Maintenance personnel at the high school level to 
perform daily Maintenance tasks. 

.. Utilization of service contracts as needed. 
 

The full-time centralized Maintenance workforce provides the following services: 
 

.. Emergency response to power failures, plumbing, heating, and air 
conditioning failures. 

.. Monitoring energy management with state of the art computerized system 

.. Interior and exterior painting. 

.. Carpentry, electrical, plumbing, HVAC service and minor roof repairs. 

.. Grounds Maintenance, mowing, snow removal, landscaping, etc. 

.. Minor building modifications. 

.. Vandalism repairs. 

.. Maintenance and repair to AV equipment. 

.. Preventive Maintenance. 

.. Maintenance and repairs to fire and security systems. 

.. Hardware Maintenance and repairs. 

.. Utilize an electronic computerized Maintenance requisitioning system 
 

 The Maintenance Department also is responsible for contracted services in which 
contracted services supplement or have major responsibilities for building and/or 
equipment Maintenance.  These would include: 
 
 .. HVAC chiller service 
 .. Kitchen fire hoods, service and inspection. 
 .. Elevator Maintenance and inspection. 
 .. Energy management service. 
 .. Sprinkler systems Maintenance and inspection. 
 .. Underground storage tank testing. 
 .. Fire extinguisher inspection and service 
 .. Fire and security monitoring. 
 .. Bleacher and folding wall mount inspection. 
 .. Boiler inspection. 
 
 
 
 



2.1 (con’t) 

ANNUALLY SCHEDULED MAINTENANCE TASKS INCLUDE: 

 

CARPENTRY HVAC
Ceramic tile Air Compressors 
Ceiling tile Air handlers 
Glass Boiler tubes 
Hardware Burners 
Lockers Cooling towers 
Minor renovations Rooftop units 
Fire proofing Thermostats 

Unit ventilators 
ELECTRICAL Chillers 
Ballasts Energy Management System 
Fans 
Lamps PLUMBING
Motors Drains 
Outlets Fixtures 
Switches Pumps 
Outdoor lighting Strainers 
Emergency generators Faucets 
Classroom upgrades Piping & Insulation 

 
FLOOR SECURITY
Carpet Burglar alarms 
Gym - Hardwood Emergency lighting 
Terra Cotta Fire alarms 
Terrazzo Generators 
Floor tile Public address system 

Security cameras 
GROUNDS Magnetic card readers 
Re-paving  
Field rejuvenation FIRE PROTECTION
Outdoor stadium painting, bleachers Sprinkler test & inspection 
Shrubs and Trees Fire extinguisher test & Inspect 
Seeding/fertilizer Kitchen hood test & inspection 
Athletic field Maintenance Fire pump test & inspection 
 
REFRIGERATION INSPECTIONS
Inspect, clean & service Elevators & chairlifts 
Equipment replacement Fire protection systems 

Health dept 
MASONRY Boiler & pressure vessel 
Brick Indoor Air Quality 
Block  
Concrete    
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