	PRIVATE 
NEW MEXICO SCHOOL FOR THE BLIND AND VISUALLY IMPAIRED
	SUBJECT:                                      NO.335

Repairs and Major Improvements                  

	Effective Date: 03/21/97
	Revised:  11/12/04; 7/26/12

	Distribution:  All Staff
	Kind:  Board Policy


GENERAL POLICY
All requests for repairs should be submitted to the employee's Department Director or supervisor utilizing the electronic Maintenance Work Order (MWO) procedures as outlined below.  By forwarding the request to the Plant Operations Manager using the MWO procedures, Department Directors and program supervisors are authorizing the work to be completed.  It is the responsibility of the Plant Operations Manager and the Plant Operations Foreman to ensure that all work is completed in compliance with applicable Federal, State and local codes. 
1.
MAINTENANCE WORK ORDERS (MWO)
1.1 Staff members send an e-mail message to their Department Director or supervisor including a detailed description of work requested, the specific location of the project and the completion date required.

1.2 If approved, the Department Director or supervisor will forward the e-mail request to the Plant Operations Manager.  The letters “MWO” must be located in the TO: field and the Subject: line of the forwarding message.
1.3 Plant Operations will schedule the MWO for completion.
1.4
Plant Operations will perform all work as outlined in section 4 of this policy.

2.
REQUESTS FOR IMPROVEMENTS

2.1
Suggestions for major improvements must be submitted to the employee's Department Director.


2.2
The request for major improvements should specify, in detail, the measurements, materials desired, special features and characteristics and a sketch of the desired improvement.


2.3
The Department Director in coordination with the Plant Operations Manager and if deemed appropriate, the Facilities Committee will determine whether a cost estimate should be developed for submission to the Superintendent.  Should the Superintendent determine that the suggestion for major improvement is valid, the project will be pursued as per procedures described in NMSBVI Policy No. 330, Procurement Policies and Procedures.
3.
EMERGENCY REPAIRS AND IMPROVEMENTS
3.1
It is important that emergencies are reported as quickly as possible to avoid further damage or possible injury.  The following list provides the points of contact that should be used when reporting an emergency.  It is not necessary to report the emergency to all of the contacts.  Begin the notification effort by notifying the first contact on the list, ( i.e. Plant Operations Foreman).  If the first contact is not successful, proceed to the next contact point on the list until successful notification is achieved.  
A. On-call maintenance line

B. Plant Operations Foreman 
C. Plant Operations Manager
D. Director of Institutional Support 


E.     
Superintendent


F.
PBX (during regular work hours)/ Health Services (after regular work hours)

4. PERMITS AND LICENSING REQUIRED TO PERFORM REPAIRS
4.1 To perform any electrical or mechanical repairs, alterations, improvements,                                 installations, or modifications, the Plant Operations Manager will ensure that the department possesses and maintains the required annual permits in accordance with the New Mexico Administrative Code.  On such permits shall be listed the qualifying party/parties which are full time, regular employees of NMSBVI, including their name and license number.
4.2 Technicians employed by NMSBVI who engage in any repair, alteration, improvement, installation, or modification of electrical or mechanical equipment, devices, controls, or components shall be properly licensed by the State of New Mexico in the field of expertise for which they are engaged in, or shall be supervised by such licensed personnel as provided for in the New Mexico Construction Industries Licensing Act.  
4.3  Supervisory positions within the Plant Operations Department shall be occupied only by individuals who possess or have met all eligibility requirements to obtain mandatory licensing issued by the State of New Mexico allowing for the supervision of all non-licensed technicians employed by NMSBVI in accordance with the New Mexico Construction Industries Licensing Act. Mandatory supervisory licenses include: Journeyman Plumber, Journeyman Electrician, Boiler Operator, and Journeyman Pipe Fitter.
4.4 NMSBVI encourages, supports, and promotes employing Maintenance Technicians who are trained and licensed in all areas where such licensing is required by the State of New Mexico Regulation and Licensing Division to perform a given task.        
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