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A .  Inspection 
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1. The Principal and the appropriate custodial sta f f  
member sha l l  inspect the faci l ity da i l y  f or proper 
functioning and c l eanl ine s s . 

2 .  The Princ ipal with the appropriate custodial sta f f  
member sha l l  make a monthly inspection of the 
school bui lding, support fac i l ities, and grounds 
to identi fy any required repai r s  or rep lacements. 

B .  Reports 

1 .  Reports o f  each inspection required in paragraph 
A1 and paragraph A2 wi l l  be made on the pre scribed 
di strict form and forwarded to the School Bus ine s s  
Admini strator /Board Secretary . 

2 .  The Manager of Bui ldings and Grounds wi l l  report 
to the Bus ine s s  Admini strator/Board Secretary 
tho s e  repairs to be performed by the di strict 
sta f f  and those that require the s ervice s of an 
out s i de contractor .  

C. Repairs by D i strict Staf f  

1 .  Any teaching sta f f  member may prepare, on the pre scribed form, a 
work order request for repairs and/or maintenance .  Al l work order 
reque sts wi ll  be submitted to the Bus ine s s  Admini strator/Board 
Secretary . 

2 .  The Bus ine s s  Admini strator/Board Secretary wi l l  
a s s ign a priority to those work orders to he 
performed by d-i strict staf f . The priority code 
wi l l  be : 

a. Emergency, for work that must be done 
immediate ly, 

b .  High Priority, for work that a f f ects health 
or s-afety, 

c .  Normal Priority, for work that a f f ects 
ne ither health nor saf ety, and 



PROPERTY 
R 7 4 1 0 /page 2 of 3 

Maintenance and Repai r  
Mar 8 9  
Aug 0 8  

d .  Low Priority , for work that can be c omp l et ed 
during the summer months or wheneve r  s t a f f  
i s  availabl e .  

3 . Work s cheduled to be perf ormed by the di strict  
staff  sha l l  be entered on a work order form unl e s s  
a n  emergency exi s t s  i n  whi ch c a s e  the form may be 
f i l ed a f t e r  the repair has been made . 

4 .  The work order . form sha l l  inc lude , at a minimum , 
the f o l l owing informat ion : 

a .  Name of the person making the reque s t ; 

b .  Date of reque s t ; 

c .  Locat ion of repair ,  

d .  A de script ion of  the work to be per f o rmed , 

e .  S cheduled date of completion ,  and 

f .  S ignature of  the Bus ine s s  
Admini strator / Board Secretary . 

D .  Repairs by Out s i de Contractors 

1 .  When i t  appears to be nec e s sary to ut i l i z e  out s ide 
contract ing servi c e s  to  ef f e c t  a repair , the 
Princ ipal , head custodian , and any other 
interested staf f member wi l l  confer in the 
preparat i on of a j ob spe c i f ication . 

2 .  The Manager of Bui ldings and Grounds sha l l  prepare 
a purchase requi s i t ion for submi s s ion to the 
Bus ine s s  Admini strator /Board Secretary that 
indi cate s :  

3 . 

a .  The recommended vendor ( s )  , 

b .  The work required and i t s  locat ion ,  

c .  The reason why the work cannot be done by 
di s trict staf f , and 

d .  The est imated cost a s  obtained from at least 
three contractors . 

The Manager 
re spons ible 
work . 

of 
for 

Buildings and Grounds sha l l  
superv i s ing the conduct of  

be 
the 
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E .  Replacement s and Improvement s 
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1 .  The Manager o f  Bui l dings and Grounds wi l l  prepare 
a replacement schedule that l i s t s  all di s t r i c t  
equipment . Annual recommendations wi l l  b e  made i n  
the budget to maintain the s chedule o f  
replacement s . 

2 . Replacement s required but not scheduled sha l l  be 
submi tted to  the Principal or the Bus ine s s  
Administrator/Board S e c retary by the end o f  
S eptember o n  a budget reque st form f o r  
cons iderat ion in the next annual budget . 

3 .  A comprehens ive di s t r i c t  maint enance p l an sha l l  be 
prepared in accordance with N . J . A . C .  6A : 2 6A- 3 . 1  in  
o rder t o  meet  f ac i l ity needs and comply with l aw . 
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