BALDWIN HOUSING COMMISSION

MAINTENANCE PLAN

WORK ORDERS

All Resident requested repairs shall require a written work order.  Staff shall not perform any work in an occupied unit without a work order, except in the case of an emergency.

Resident’s shall contact the office, report the maintenance required, and a work order will be written.  Work orders will then be passed on to the Maintenance Staff, and completed in the order of importance.  Emergency work orders shall be performed within 24 hours.  A work order is considered an emergency when the Resident and/or Housing Commission staff are faced with a health or life-threatening situation, or when there is a condition which might result in a serious structural or system damage if not corrected within a 24 hour period.  Residents are provided with phone numbers for the Executive Director and the Maintenance Supervisor, for such emergencies.  It is the goal of the Housing Commission to have all Non-emergency work orders performed within 14 days.
When a work order has been completed, the person who completed the work will sign it and mark it as complete.  The computer records for the work orders will be updated on a regular basis.
UNIT INSPECTIONS

Every apartment will be inspected on an annual basis, by the Executive Director and a member of the maintenance staff.  Management may, at its discretion, perform additional inspections.  

Except in the case of an emergency, and in accordance with the Housing Commission’s Dwelling Lease, the resident shall receive at least 48 hour written notice prior to entering a unit to perform an inspection.  An inspection form will be filled out for each unit.  A work order will be written for any unit requiring repair.  As with other unit work orders, they will be prioritized, and emergency items will be corrected within 24 hours.
PREVENTATIVE MAINTENANCE

Maintenance staff will observe a preventative maintenance schedule to promote safety, security, and overall building integrity.  All systems which require preventative maintenance shall be scheduled for this service periodically.  

Systems with Manufacturer’s recommended specifications shall receive periodic preventative maintenance service, according to the manufacturer’s specifications.
A written log shall be kept of all preventative maintenance schedules and the performance of preventative maintenance services.  
VACANT UNIT TURNOVERS

The Housing Commission shall assign maintenance employees to perform maintenance on vacant units.  In addition, outside contractors may be utilized to clean and paint said units, to expedite the return of the vacant units for occupancy.  Whenever possible, units shall be prepared for occupancy as follows:


Senior apartments

14 days


Family homes


20 days

When excessive repairs to units, labor shortages, lack of repair parts, or other difficulties prevent turnover of units within these time limits, details of the difficulties shall be communicated to the Executive Director.

ROUTINE MAINTENANCE
Furnace inspections are performed on all furnaces, on an annual basis, by a licensed furnace contractor.

Pest control is performed on all units, on a monthly basis, by a licensed pest control specialist.
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