SFRTA Maintenance, Cleaning, and Landscaping Plan

South Florida Regional Transportation Authority

Station Maintenance, Cleaning, and Landscaping Plan
1. Purpose: To establish guiding principles, methodologies, and procedures to ensure efficient operation and professional appearance of SFRTA facilities by identifying preventive and periodic maintenance tasks and schedules.  Implementing this plan will provide safe, sanitary, professional appearing facilities for the passengers and occupants, and prevent premature breakdown of installed equipment.  This plan outlines the scheduled (periodic) recurring tasks required by Contract #04-100, section 3.0 and 4.0 for the following:
1.1. Building systems and installed building equipment maintenance (including signage)

1.2. Custodial maintenance
1.3. Landscaping maintenance

1.4. Pest maintenance

1.5. Pavement maintenance
2. Scope: This plan applies to all Scheduled Maintenance Work initiated and performed on SFRTA property by Meridian Management Corporation employees or Subcontractors.  Also covered are all Meridian Management Corporation’s tools, vehicles, or office equipment with a value greater than $100.00.  This plan is complementary to the Station Maintenance Work Control Plan which covers unscheduled maintenance procedures.  This plan will be distributed to all MMC site employees, subcontractors, and owners representatives.
3. Policy: The procedures in this plan will be the minimum required and are not intended to change the requirements of the contract but, to identify procedures that enhance compliance with the contract.  This plan will be reviewed annually in July and updated as needed to promote continuous improvement of methods and procedures.
4. References:

4.1. MMC OPSMAN, Tab 17, Building Operations and Maintenance Plan
4.2. SFRTA Contract # 04-100
4.2.1 Section 3, Special Terms and Conditions
4.2.2 Section 4, Scope of Services
4.2.3 Attachment B, Matrix of Station Requirements

4.3. General Services Administration (GSA) Public Buildings Maintenance Guides and Time Standards 
5. Definitions

5.1. Preventive Maintenance (PM) – Planned or scheduled maintenance actions intended to extend system life and prevent premature breakdown.
5.2. Periodic Services – Scheduled routine services intended to maintain cleanliness, safety and sanitary conditions to a minimum standard and maintain professional appearance.
5.3. Tour – Scheduled event performed by standing order in which an employee travels a predetermined route in or around a facility to make observations and record critical systems status on the route sheet check list and tour log.  The intent of a tour is to identify problems before they become emergencies and the customer has to intervene.

5.4. Testing and Certification Inspections – A service provided at scheduled intervals based on customer requirements, applicable industry standards or agency codes/laws.  Certification of a system or equipment item implies the testing engineer/technician has specific training and authority to conduct testing and certify the system or equipment.  

5.5. Computerized Maintenance Management System (CMMS) – a computer database of related data designed to assist managers in the execution of facility operations and maintenance.
5.6. Pyramid - Meridian Management’s CMMS system.
5.7. Operations and Maintenance System Testing (OMST) – a sequence of written procedures established from plans, specification, and OEM recommendations to test installed systems.
5.8. Acceptance testing – testing conducted in the presence of the owner or owners’ representative for the purpose of changing ownership from construction contractor to owner of property.
5.9. Authority Having Jurisdiction (AHJ) – Designated governmental body authorized to interpret and enforce federal, state, and local codes and ordinances.

6. Responsibilities

6.1. The Phase-in manager will review and approve the plan prior to submission to the owner’s representative for approval.  
6.2. The Regional Operations Manager will:
6.2.1 Write the plan, review the plan with the owner, and assist in implementation of the provisions of the plan during phase-in.

6.2.2 Insure that equipment and services data is loaded correctly in the computerized maintenance management system (CMMS) during phase in.

6.2.3 Provide initial training to on-site personnel in the procedures of the plan and use of the CMMS system.

6.2.4 Monitor the effectiveness of the Plan by reviewing periodic reports; conducting on-site inspection of records, equipment, and systems; and discussing results with the customer.
6.2.5 Review the plan and subsequent proposed changes annually and suggest updates as necessary for incorporation into the plan.  Updates may include improved techniques and methods and/or adaptation to specific conditions and circumstances experienced at the site.

6.3. The Project Manager (PM) is the primary person responsible for the distribution, and execution of this plan and will:
6.3.1 Implement the procedures of this Plan and train on-site personnel in its use.

6.3.2 Assign subordinate duties and responsibilities applicable to the Plan.

6.3.3 Establish priorities for all work efforts and ensure that established completion times and schedules are met.

6.3.4 Monitor planning, preparation, and completion of scheduled work.

6.3.5 Review the Plan annually in July for applicability and changes.  All changes shall be recorded in the notice of changes form in the plans Manual.

6.3.6 Identify all equipment requiring recurring maintenance and ensure they are input into the computerized maintenance management system (CMMS) for automatic generation of preventive maintenance work orders.

6.3.7 Identify and track all equipment and systems under warranty and ensure warranty provisions are carried out as required.  Generate reimbursable work requests for warranty work we must complete in lieu of the owner.

6.3.8 Establish methods and frequencies for recurring maintenance in accordance with OEM manuals, owner’s procedures, and best practices.

6.3.9 Create PM procedural checklists for specific equipment to be used by maintenance personnel, monitor compliance, and update as needed.

6.3.10 Balance the PM work load requirements to ensure available resources are not exceeded allowing estimated time for services calls.

6.3.11 Publish, monitor and maintain the PM program and schedules.

6.3.12 Meet with the maintenance personnel weekly to align resources with scheduled PM activities.

6.3.13 Provide guidance and direction to maintenance workers in conducting preventive maintenance work in compliance with this plan.  
6.3.14 Monitor and inspect work in progress and quality of work performed and insure its completion within contractual guidelines and PM checklists.

6.3.15 Create corporate and government reports according to contract and operational requirements.  Provide reports to management as directed.

6.3.16 Maintain Facility History files as necessary in compliance with the site file plan.

6.3.17 Maintain the technical library for parts and equipment.

6.3.18 Review completed work orders for accuracy and completion.

6.3.19 Maintain quality assurance files.

6.3.20 Prepare estimates for repairs and reimbursable work.
6.3.21 Coordinate weekly and monthly Preventive Maintenance schedules with owner.
6.3.22 Verify/validate repair actions and material needs BEFORE expenditure occurs.
6.3.23 Account for the available man-hours assigned to this work center each day.  Ensure that at least 85% of the available hours can be accounted for against work completed.
6.3.24 Monitor subcontractors performing services in this functional area to ensure quality and time standards are met.  Ensure that hours spent on the job are productive and accounted for with a service ticket.
6.3.25 Ensure employees have tools, equipment, and resources necessary to optimize work efforts and perform quality work in a safe manor.
6.4. Maintenance Personnel will:
6.4.1 Perform scheduled maintenance as assigned by the supervisor or PM.  Account for all work order documents assigned to them at the END OF EACH DAY.

6.4.2 Record, accurately and legibly, all service performed, materials used and special conditions encountered on the work order document.

6.4.3 Identify any corrective maintenance/repairs beyond the scope of preventive maintenance tasks. 

6.4.4 Work at a steady pace during the entire day without taking unauthorized breaks or doing "make work" projects.

6.4.5 Report immediately to the supervisor when stopped on a project or out of work.

6.4.6 Perform all services to the quality standard, and at a speed, set by their supervisor.

6.4.7 Notify the supervisor anytime a job will require more hours and/or materials than originally estimated.

6.4.8 Use no more materials or hours than absolutely required to perform the service correctly.

6.4.9 Maintain job site, shop and mechanical areas in a neat and orderly fashion.
6.4.10 Ensure that all safety procedures are used to protect themselves, the occupant and the environment.
6.4.11 Prepare purchase requisitions for services and/or materials. 
6.4.12 Complete other work as instructed by the supervisor.

7. Preventive Maintenance: Establishment of a preventive maintenance program relies on identifying all equipment requiring maintenance (what), procedures for maintaining the equipment (how), and establishing the optimum frequency of maintenance (when).  Equipment requiring preventive maintenance was identified during the initial station inspections.  The equipment was entered into Pyramid CMMS with the minimum required frequencies.  The following Pyramid reports are provided at Tab 7 and 8:
7.1. Attachment 1; Equipment Inventory Report - this report provides basic information about the equipment.  The first four digits of the equipment ID indicate the GSA checklist procedures for performing preventive maintenance on this equipment.  Status code 1 indicates in service, code 2 is temporarily out of service, and code 3 is removed from service.
7.2. Attachment 2; PM Planner Report 1 – this report provides the equipment ID, name, building, location, status, quantity, PM time, frequency, next due date, and total annual man hours required.
7.3. Attachment 3, PM Planner Report 2 – this report provides the same basic data as Report 1 but, also provides a quarterly chart indicating the week due to assist in balancing the workload over time.
8. Custodial Maintenance and Inspections:  Custodial maintenance will be performed in accordance with requirements in the contract.  The following checklists at Tab 9 have been developed to provide guidance on conducting and documenting completion of minimum required tasks.

8.1. Attachment 4; Checklist C1 – Daily Station Condition Inspection Checklist 
8.2. Attachment 5; Checklist C2 – Daily Station Cleaning Checklist (with supplement of north/south station unique tasks conducted at each station)

8.3. Attachment 6; Checklist C3 – Quarterly Station Cleaning Checklist

8.4. Attachment 7; Checklist C4 – Annual Station Cleaning Checklist

8.5. Attachment 8, Checklist C5 – Weekly Station Condition Inspection Checklist
9. Landscape Maintenance and Schedules: The Landscape maintenance schedule is provided at Tab 11.  Landscape maintenance consists of grass mowing/trimming, tree and shrub care, mulching, weeding, fertilizing, and irrigation maintenance.
9.1. Mowing, Trimming, edging, and weed removal – The grass at stations and all public areas will be cut before it reaches 4 inches in height.  Mowing, trimming, edging and weed removal will be conducted at all stations a minimum of twice per month.  
9.2. Fertilizing - Fertilizers will be applied twice per year with a pre-emergent weed control substance and slow release formula.
9.3. Palm Tree Fronds – Scheduled to be removed annually in the spring prior to hurricane season.
10. Elevators/Escalators:  Elevator/escalator daily inspections have been incorporated in the daily checklist in TAB 9.  Monthly inspections and preventive maintenance scheduled tasks are provided at Tab 12.  Detailed maintenance tasks for elevators have been provided and will be incorporated into the equipment inventory for automated scheduling and work order generation. 
11. Pest Control:  The pest control tasks and schedule is provided at Tab 13.  Pesticides will be applied during the first week of each month at each station to control insects.  Rodent will be controlled by installation of non-lethal rodent house traps.  The pest control subcontractor will perform service calls as directed by the project manager.
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