Facilities ()p_ex"ations Handbook

. The following policies and procedures are to be reviewed and adhered
to by all employees as part of the Facilities Operations (F OC) internal
contro] efforts. Memos regarding past practices and history of earlier memos
will be attached to reference. All employees are encouraged to speak to your
supervisor if you have any questions related to any FOC policies. Failure to
follow the following procedures and policies could result in disciplinary
action. .

Access to facilities (shops) during non —working hours — Access to the

facilities shops during non-working hours is prohibited. If you forgot a
personal item and have to return for it while the shop is closed, please go to
- University Police in order to be escorted into the workspace.

Access to the FOC main office — It is the supervisors responsibility to pick
up the department mail, pick up office supplies, speak to staff regarding
work orders, and hand in purchase requisitions and receipts. Employees
may be asked to perform these tasks by their supervisor. When FOC staff

- Tequests any employee to assist with a work related issue they are welcome
to address the matter in person. Please bear in mind that regular visits to the
FOC main office by staff during their break time may cause disruption to
other staff that do not have the same break periods.

Assigned work areas - It is expected that employees remain in their
assigned work areas during work hours. Employees shall'not congregate in
work areas that are not in their assigned spaces or are not specified or tied to
a work order. Work related questions should be directed to your assigned
supervisor, not other workers or supervisors.

Athletic equipment use — Use of the athletic equipment in the residence
halls is strictly prohibited. Use of the athletic equipment in the Athletic
Wellness Center is permitted during your lunch break and after work hours
only if you are a member and have a valid miembership card. Use of the
weight room in the Elting Gym'is permitted during your lunch break and
after work hours.
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Attendance and leave — All attendance and leave shall be subject to the
CSEA Atticle 10 agreements. All employees are required to fill ot their
own timesheets. Supervisors are responsible for reviewing and approving all
timesheets. Any errors or changes are to be addressed with the employee
and corrected, then initieled by the employee. Per payroll, all signatures are
to be in blue ink.

Blanket purchase orders — Only supervisors are permitted use of blanket
orders when items are not in stock of cannot be ordered. They are to obtain
an ordering slip from FOC and authorize the purchase. Once the item is
brought back to the facility, it is the supervisor’s responsibility to confirm
that the item has been received and submit the receipt back to the FOC main
office. ' _ '

Cell phone use - Use of a personal cell phone during work hours shall be
«occasional, incidental or for emergencies. Use of a personal cell phone for

- work related calls.and/or forwarding of work related information via text or _
picture to a supervisor or other staff member is allowable. Use of a personal
cell phone during breaks and lunch is permissible. Cellular telephone use
while driving is prohibited. By Executive Order; the Governor of New York
State has issued a directive that all New York State employees are prohibited
from utilizing a hand-held cellular telephone while operating a motor

“vehicle. Accordingly, all SUNY New Paltz employees are to comply with
this directive.

Computer Use on Campus - Personal use of student computer labs located
in residence halls and academic buildings is prohibited. Personal use of
computers in public access areas is permitted during your breaks and lunch
within the Computer Services acceptable uses and privacy policy.

Delivery and pick up of materials — Off site delivery and pick up of
materials will be done by one employee. The supervisor will assign an
employee who has prior approval to operate a state vehicle (verified through
. the LENS Program) to perform this task. Assignments may be made on a
rotating basis.

Disposal of Personal Items — Personal use of campus refuse roll-offs,
dumpsters and garbage cans to throw out personal belongings, refuse,
furniture, etc., is not permiited.
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Electric car {(Gem car) use - Use of all electric cars on campus are subject
to FOC memo dated 6/15/09 (attached). All operators must have a valid

driver’s licenise verified through the LENS Program and wear their seat belt
at all times. The vehicles are limited use and when traveling on the campus,
speed should not exceed 10 mph. Cars are to be signed in and out from the
auto shop. All arrangements for usage and availability should be scheduled
through the auto shop supervisor.

. Fuel usage for fleet vehicles - All employees will utilize the Gasboy .
system to fuel their assigned work vehicle. A unique key will be assigned to

each vehicle and is the only one that should be used to fuel that vehicle.
Providing false information or “lending” out a key to fuel any other vehicle
is prohibited. Contact the auto shop supervisor if your key is.missing or not
operating and he will be able to assist you. Use of the fuel pumps for
personal vehicles or canisters is prohibited.

Grounds yard access — No FOC employee shall have access to the grounds
yard unless they are directed there by a work order, are directed bya
supervisor, are working during snow removal, or are throwing out items to
the recycling roll offs. All individuals must check in via the radio with the
grounds supervisor prior to entering the area. Departments other than FOC
will need authorization from the grounds supervisor as well, :

Laundry facility use — Use of the campus laundry services for persoﬁal
reasons is prohibited. : -

Log book use (custodial staff only) - All supervising janitors and janitors
are required to utilize a daily log book to account for each day’s events,
Please refererice attached FOC memo dated 12/11/08 for details regarding
proper usage. Supervising janitors are to sign in to the Janitor’s log book to
record the date and time of a visit to a particular building,

| Supervising janitors will keep their own logbooks. They are confidential
and should not be shared with other staff. '

Please do not use the log book to detail any disciplinary actions. If errors
are made, please make the correction by striking out the text with a single
line and making the correction next to it. Please do not erase or “white-out”
any mistakes from the log book.
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Meal break - New York State Labor Law requires that every employee

must take at least thirty minutes for the noon day meal. Employees are not
permitted to work through their lunch hour. The accumulation of overtime
during the noon day meal is not permitted. '

Overtime approval - All overtime with the exception of a dire emergency
(as identified by the Director or Assistant Director of Facilities Operations)
must have prior approval by the appropriate supervisors before 2 pm of the
scheduled overtime. All overtime is subject to the CSEA agreement Article
27. It is the supervisor’s responsibility to follow all requirements of the
agreement. No employee can work more than 16 hours without an 8 hour

- break unless a dire emergency arises.

Any employee that works scheduled or emergency overtime is required to
sign in and out at the Central Heating Plant (CHP). A supervisor can sign
out his or her staff but they will be held responsible for all employees’
accurate timesheets. This practice allows management to limit unnecessary
call backs and to know who is on the campus at all times. The CHP log
book will be used to manage the overtime list.

Any employee that works over six hours on overtime is mandated to take a
lunch break. This directive can be found in the New York State Labor Law
Section 162. ‘ '

Recall Qvertime (Call Backs) — All call backs are subject to the OSU
agreement Article 7, Section 7.14 and OSC Budget Bulletin 560.

The following Steps must be followed:

1. The emergency call will come into the Central Heating Plant (CHP)

2. The Plant Utility Assistant (PUA) is tasked to initially look into the
probiem and make the necessary repairs.

3.-If the problem cannot be resolved, the PUA will notify the CHP
engineer to call the appropriate personnel in,

4. The employee on the call back is then responsible to sign into the
CHP log book and make the necessary repairs. They are also
expected to stay and fix any additional emergency problems that arise
while they are on site or while they are en route to the campus. Upon
completion of all of their work they will sign out in the CHP log book
and exit the campus. -

3. There will be no call back for work that is routine or non-emergency.

Version 1 - 9/2012 |



Personal use of shop tools — Personal use of any shop tools and/or

- equipment is prohibited. State property including tools and equipment
cannot be borrowed, loaned or removed from campus. At no time can
personal items and/or materials be brought to campus and repaired/created
with state tools and/or equipment,

Repairs to personal vehicles and/or equipment — Use of the auto shop for

repair to a personal vehicle and/or equipment is prohibited. In the event of
an emergency which might impact the health and safety of an employee,
prior approval by the Director/Assistant Director of Facilities Operations
will be needed for an Auto Shop mechanic to be authorized to assess a
potential hazard. :

Recycling Area/Roll offs — Items that have been disposed of by the campus
in the roli-offs cannot be removed from the recycling area/roll-offs and/or

campus by any employee for any purpose.

Removal of material - Removal of any grounds material for personal use is
prohibited. This includes any and all items and could include but may not be
limited to pavers, stone, wood, cut trees, dirt, etc. There will be no
exceptions to this policy.

SUNY owned vehicle use — Use of all work/fleet vehicles are to be used
only during working hours. All drivers must have a valid license an all
employees who drive a work/fleet vehicle must sign up for the Licenses
Event Notification System (LENS) through the Vice President for
Administration and Finance office. Access on campus walkways will need
the approval of the Director of Operations. All vehicles are to be secured
and locked when parked. Keys are to be left at the campus facility and _
locked in the employee’s individual mailbox. Smoking is prohibited in all
vehicles per NYS Law. Use of work/fleet vehicles for personal reasons is
prohibited. '

Two way radio uses - Radios should be used to respond to calls from FOC
or for emergencies only. Employees should keep the lines clear whenever
possible and try to avoid using the radios for routine or to simply page
sorneone for a non-emergency. Abuse of the radios, ie: “keying” or
“stepping” over someone, or inappropriate noise is prohibited and may
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violate campus compliance with the Federal Communications Commission

(FCC) regulations.

Uniform policy — Uniforms are mandatory for all employees hired after
4/7/04 per the agreement between SUNY New Paltz and CSEA Local 610
(copy provided upon request). Employees hired prior to that date have the
option to use uniforms as well. Once an employee accepts the uniform, sthe
is required to wear it at all times while at work. Uniforms will be provided
to-all employees at no cost.

Workplace/domestic violence - All employees must be trained in and abide
by the Campus Workplace/Domestic Violence Policies. The office of

Human Resources will provide the required training and each employee
must sign off that they acknowledge and understand these policies.

Work order system — All employees are to utilize the department’s work
order system. Completed work orders are to be handed into your supetvisor
on a daily basis. The employee’s code, hours, materials used, and any
notations for other trades that assisted with the work order are to be recorded
on the order. Supervisors are to review the work orders, sign off on the _
work orders, revise any target dates and hand in to FOC on a daily basis.
Call in requests for generating work orders should be made for emergencies
only.
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Facilities Management
February 19th, 2015

To:

From:

Bob Moyer

Central Heating Plant Personnel
George Borello

Scott Lawton

Gary Buckman
Director — Maintenance and Operations

Subject: Protocol for Emergency Lock Changes - Residence Halls

In an effort to clarify our protocols for card access failures on the

campus after our operational first shift ends (Monday - Friday 7:30am -
4pm, 6:30am - 3pm summer hours) Central Heating Plant and Structural
personnel shall adhere to the following guidelines:

1)

2)

3)

When a phone call is received from the campus to the Central
Heating Plant regarding a problem with card access entry, Central
Heating Plant personnel are to contact the structural general
mechanic on shift to respond to the call (Monday - Friday, 3pm to
11pm after our operational first shift leaves).

It is the general mechanic’s responsibility to assess the problem and
attempt to make a repair. After 11pm, Monday - Friday, and on
weekends it will be the Central Heating Plant personnel’s
responsibility to assess the problem and attempt to make a repair.

When it is determined that a temporary core change needs to be
installed the appropriate employee will use the premade cores and
control key, then install the core. Keys will be delivered to the RA
office and a call will be made to the RD on call phone 845.532.6765
and our employee will notify the Residence Hall staff that the keys
are delivered. It is Residence Life’s responsibility to deliver the keys
to the students.



4) The employee that made the core change will properly identify
which buildings and rooms the cores were installed in with the
envelopes provided in the kit and will keep the core box kit in an
organized working order.

5) The Central Heating Plant Utilities Engineer Il will monitor the kit, and
inform the lock shop that new cores need to be cut. Central Heating
Plant staff will bring the kit to the lock shop for restocking.

6) If there is an issue during the core installation which cannot be
resolved (broken tail pin, etc.) then the Central Heating Plant
personnel should follow our recall overtime procedures (In
accordance with CSEA Articles 27 and 44). They will start with the
lock shop personnel for each call back and if there is no response
they will contact the structural shop personnel. If you have any
questions as to who is currently on this list, then the Plant Utilities
Engineer Il should contact the Maintenance Supervisor Il for
clarification.

The reasoning behind this protocol is simple. It is to expedite our ability to
provide a resolution to allow a student to gain access to their room and
not be impacted or locked out of their living space during a temporary

lock failure.



Facilities Management
November 6th, 2013

To: Central Heating Plant Personnel

From: Gary Buckman
Interim Director — Maintenance and Operations

Subject: Protocol Regarding Instances of Vomiting on Campus

| recently held a meeting with Residence Life and to its conclusion
| am directing the Central Heating Plant to adhere to the following
protocol regarding their role in a situation where an individual has gotten
sick and vomited at the campus. This will be two parts primarily with the
Residence Halls, but | will also speak to a rare condition that an incident
happens off hours in Academic space.

Residence Hall Incident Off Hours

It is the responsibility of the RD/RA to assess any incident of vomiting off
hours and contact the Central Heating Plant at x3327. Our Plant Utilities
Engineer will take the call and write down the location of the incident.
They will then go down the emergency call Custodial Services personnel
list, in order, until they reach an employee available to perform the
cleanup (They should not have to contact the Assistant Director of
Custodial Services for any reason until they have run through the entire list
with no one stating they will come in). They will ask the custodial
employee their estimated arrival time, and then call the requestor back
and let them know when we will tentatively be on site. The engineer will
note accordingly where they left off on the emergency callback list with
who said yes or no and who was coming in. When the custodial
employee arrives on the campus they are required to check into the plant
before going to the building. At this time the engineer will call back the
RD/RA and inform them that the Custodial Services personnel is going to
the building to clean up the vomit. The RD/RA is required to meet them
there and be present with the cleanup. The Plant Utilities Assistant will bring
the custodial employee to the site in question. At that point the Central
Heating Plant’s obligation to the incident is over unless the Custodial
Services employee needs a ride back to the plant to sign out.



Academic Spaces Off Hours

This scenario should be quite rare but if a call comes in with a vomit
incident off hours in Academic space the Engineer is to:

Take down the information from the requestor regarding the location of
the incident. They will then call in our Plant Utilities Assistant and send them
out to the location. The employee will apply any treatment to temporarily
remedy the vomit, block off the area and return to the plant. The engineer
will then call in Custodial Services who will arrive to the plant, sign in and
clean up the vomit. They will gain access to any building with the help of
the assistant. Upon conclusion the custodial employee will return to the
plant and sign out.

Keep in mind, in this instance if the call comes in close to 6:30am you do
not have to call in someone for a callback. We have custodial personnel
that arrive every day at 6:30am and they will be able to clean up an
incident as they start their shift and it should not impact normal business
operations on the facility. If you need any guidance in this area speak
with Bob Moyer and he can relay any concerns with me. As | have stated
any call in Academic space should be very rare in nature.



Facilities Management
January 22nd, 2014

To: Kirk Timperio
Barry Lawless
Bob Moyer
CHP Personnel

From: Gary Buckman
Director — Maintenance and Operations

Subject: CHP Emergency Call In Procedure for Utilities

Effective immediately, all Central Heating Plant Personnel will utilize
the following protocol when emergency situations arise within the utilities
department related to campus infrastructure. This pertains to our call in
procedure when additional staffing is needed to correct problems on the
facility off hours. This practice will be in accordance to Articles 27 and 44
of the CSEA OSU agreement.

The Plant Utilities Engineer Il is the main contact for all calls. They will direct
the Central Heating Plant personnel as to which trade is needed, and will
confirm with the plant that someone has been contacted and is coming
in to address the problem. Upon the completion of the repair in question
the heating plant personnel will contact the PUE Il and inform them that
the repairs have been made. All documentation will be in the plant’s log
book.

The Plant Utilities Engineer lll is the sole person to make these decisions
and is not to delegate the duties to other subordinates. If the PUEIIl is
scheduled off or on vacation, etc then they are to relay this information in
advance to the Central Heating Plant and to the outside Plant Utilities
Engineer Il and the Central Heating Plant PUE Il. Only during these
circumstances is one of the PUEII’s to be called to make decisions
regarding who will be called in to respond to an emergency. The same
methodology will apply for the PUEIl regarding our procedures.



If the PUE Ill does not respond to emergency calls, note it in the log book
and then call the PUE II’s. If there is no response, again log it in the book.
At this point the Assistant Director of Operations for Utilities and Structures
should be called to provide directives to handle an emergency. If all of
these employees fail to be reached, then contact the Director of
Operations.

If there is a request for assistance from the Plant Utilities Assistant Grade 9
that could not resolve a problem on site that they encountered, and the
emergency does not rise to the level of immediate harm to the facility, i.e.
clogged toilet, no heat in one particular area, lock issue, fire alarm
problem, then the plant PUE | should promptly work off of the emergency
call back list (following Article 27) and call an employee in. Once they
know someone is scheduled they can contact the PUE Il and either speak
to or leave a message regarding the situation. After the emergency is
rectified, the PUE | can again provide a call to the PUE Ill informing them
that the problem is resolved.

Let me be cleatr, this is not to contradict the first part of this memo
regarding chain of command and the urgency of the PUE IlI’s role in the
directing of staffing for critical emergencies. They are to be the point
person throughout any situation on campus. What | am stating is to be
more efficient in our efforts to provide services to the campus, on
emergencies that do not rise to epic levels (like the examples | stated
above) a PUE | should be able to easily distinguish how to handle an
emergency call.

As we always do, clearly log everything down for follow up and
reference. We do a great job in this area already so | am simply pointing
out the obvious. All levels of the Plant Utilities series are vital to our ability
to maintain the facility and | expect certain accountability as it relates to
all of our job duties.

One last reminder, be sure to have accurate and updated phone
numbers of all employees. It is critical that the supervisors inform the
Central Heating Plant of which phone numbers are to be called off hours.



STATE UNIVERSITY OF NEW YORK
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To: Department Employees
From: John Shupe, Asst. V.P. Facilities Management
Date: March 16, 2005

Subject: Essential Employees

As you are aware, our department provides many services to the campus community that includes

heat, water, electric, structural, utility and cleaning services. We provide these services on a daily
basis around the clock in a superior and professional manner. :

The following are a few examples of some emergencies and which areas are expected to respond.

° Snow emergency — Grounds is the primary responder, all of Maintenance and
Custodial provide support.

HTHW Leak ~ Utilities is the primary responder, Grounds provides support.
° Electrical Outage - Utilities is the primary responder, Grounds provides support.

Emergency situations are very fluid, the situation can change minute by minute, Storms and

outages could last one day or one week and we will require many people from different trades to
help us successfully handle any emergency that can occyr.

Please remember that everyone in the department is considered essential and depending on the
emergency, different trades will be expected to respond.

The Human Resources department has policies regarding reporting and compensation that will be
made available to all employees for review.

In closing please realize that when an emergency gecurs the campus community need our help,
support and expertise more than ever and that their health and safety is in our hands.

Thanks again for your continued support and cooperation,
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Facilities Management
July 24th, 2014

To: Structural and Utilities Supervisors
From: Gary Buckman
Director — Maintenance and Operations
Subject: Responsibilities for calling in excavation on campus

In order to clarify responsibilities when excavating for Facilities

Operations projects, all supervisors will adhere to the following procedures
effective immediately:

If the grounds department is performing any dig on campus it is the
responsibility of the Grounds Supervisor to contact DIGsafely
(referenced throughout by DIG), in their absence the Maintenance
Supervisor Il will make the call. All correspondence and DIG
numbers should be keptin a file for review. The grounds department
or the structural supervisor will not be responsible for contacting DIG
for any other project other than in house work by their staff.

The Utilities Supervisors will be responsible for ensuring DIG is
contacted for any work they are coordinating that entails hiring
outside contractors to perform excavation and earth removals. The
supervisors can call DIG directly in advance of the project or they
can direct the appropriate contractor to make the call to DIG. All
utilities supervisors will confirm that the contractor did in fact
contact DIG prior to any work being performed on the campus. The
utilities supervisors will also be responsible to keep a file with all
correspondence and DIG numbers on file. The outside contractor
will have to provide you copies of the DIG information if you choose
to make them coordinate the DIG protocols.

No Facilities Operations staffs are obligated to contact DIG for any
Design and Construction supervised projects.



For ANY emergency break on the campus where excavating is
needed, a representative of the college (this can be Central
Heating Plant Personnel, or any of the supervisors called in to
address the emergency) must call 811 and press 1, then follow the
protocol that it is an emergency situation. This will engage work
crews to come out and perform emergency mark outs ASAP.
Facilities Operations staff will not start to dig until the mark out crews
arrive. We can isolate the emergency area and prepare our
equipment for the pending work until the mark out crews or
confirmations arrive.

Our area representative for the Hudson Valley area is John Yehl, his
extension is 845.661.9514. He is not to be called on in emergencies
but he can answer any questions regarding the DIGSafely
procedures.

The website for DIGSafely can be found at:

http://www.digsafelyny.com/



Facilities Operations & Maintenance

Memorandum

To: All Supervisors
From: Gary Bnc%
Date: May 28, 2009

Subject:  Scheduled Regular Overtime

Effective immediately, any employee working over si howrs of overtime must take their mes]
and deduct it off their total hours of overtime. Anyanergcmyomﬁmemhulmm
or a Nor'easter blizzard, ete. will be addressed as they ocour. - : -

Any individual that works more than 8ix hours and doesn't deduct the time from their overtime
hours wilt NOT BE PAID for it. Payroll will automatically deduct the time.

Please advise all your employees of this rule. Even though I have mentioned it to those
individuals who have not taken the hunch break, the practice continyes,

Thank }'0'.1.I for your cooperation in this matter,

GB/smb ]
C: Buman Resouvrces Policy Folder
'OC File . .
"Nancy Higgins, Facilities Operations
Brian Pine, Director -
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Memorandum
To: All Supervisors and Their Employees
From; J

Assi * for Facilitics Management
Date: September 3, 2004

mmmedme:y.mefonmpmdmmmumimm@m

L

)
3,
4,

»

Mymmmmowmmmommmmfwmg
blanket orders; )
mmmmmmwmmmwwm

All employees (exception bei wstodia!clmwhnbaveplm)m-mm
two-way radios at all times; )
Mmmmtwmmm.m-ommm&wmm
eagemmdﬂwsemlomdbehindthemmde&. Employees wili
waitin!hnwambmmoﬁcemwhﬂcﬁushncuchkreﬁw ;

C: Offico Stafy
Policies & Procsdures File
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To: ALL
Date: M52 12:51PM

Subject: Veliicle Acosss on Walkkways

In an offort 1o enhance the setety -dmm.wmdwmmmmm u'
mmmmummmnm-m.

the walkways in order 10 make deliveries or to ‘ maintsnance or construdtion Last
month 8 meeting took place to idorm the dﬂnmdﬁdnlmhmhm
changed mmmm&amhouummwmmm vehicies on
the walkwitys. After o seuion wo agroud thist most tasks could be without

@)llmﬂlﬂd&VﬂWhhMtMMuymmmmmm
mmmmmmmmmmmmmmmmmmnm
wahhﬂ-mmm(wmmmoﬂﬂnmmm&omunb

ny vehicie on any y must have its lights and biinkers on sed travel st
5) Any “‘mr-m lights and emergency ]

qwamn&amnuwhmmwmm.m;mmmm
take piace excopt Universily Police will issue the remote conrol, ' _

Amum&hmbwmmuwmmmmmhmmm
chuse s inconvenionce 0 asyone.

Thank you for your oooperation.

Jobiy Shupe .
Dirdctor, Facities Operations
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Facilities Operations Center

January 29%, 2004

Tao: Rick Dates
Gino Russo
James DePuy
Dale Sutton

gt

Subject: .  Purchasing/Work Order Tssoes

Since my new role as the structural supervisor has taken place I have verbally
spoke with all of my supervisors in regand to what is expectod in regard to purchasing
and work ondors. ] hope this letter may clear up a fow cbjoctives that are a bit lax and
could be handled by cveryone in our depertment, myself included. It is important to
got &l receipts in on & daily basis and any blsnket purchase order receipt must be
received the same day or early in the morning the day after a pickup. Thereisno
excuse for receipts constantly being lost or handed in Iate. Also no worker is .
anthorized 1o pick up any item on a bianket PO without getting approval fromn their
supervisor first, if you arc not available then they are 0 see me, All balances in the

-blankets will be monitored by me 20 don’t assume there is money in an account and
, just send your workees to get supplies, check with me first. Ofien times we are

runming & negstive balance when materials ane picked uwp and then change orders have
to be written which causes unneceasary work for POC and myself. If you have a new
vendor you waot to use it is up to you to provide the following information on the
purchasc oeder; )

1) Does the vendor take a P.0.
2) FederalID # . -
3) HWhhMYu&ﬁMMaMMﬁMM&“

In regard to overtime, we are still expected 10 sign in at the Central Henting Plaat for say

overtime, no exceptions. It is ok to have one supervisor sign all of their men in and out at

ﬁwplmifyouﬂxiukthnmuldbewfwm'memnhmeﬂ‘mmgu.dl -
* of the overtime sheets in to FOC accurately and in a timely maimer. Make the approgiriste

changes from the estimiated and actual hours

as weil

)
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Wa&pxdﬁsmhhhnﬂedinbymmmhy.mymtohﬁm off by
hmm_wmwc«rmmmmkmmmm
hmmwﬁm:j@m-mmm»johmmlcﬁmﬁnm.m
mmmwum-mmmmmwmrﬁmwm
Al staff should have their two way radios with them during alf working hours. Per Jobhn
Shupe, no one is 10 go in the back of the warchouse for materials. Dorma will bring the -
itens to the individuals in the front of the warehouse. Also, just remind your staff not to
whﬂnwumhmamdedlmm!hofﬁme.lwiﬂwmwmmﬁﬁedof
mF&pﬁd«Mmeﬂmm&mMmq@mwﬂhmm
ofmmleuiuelmtome;Emmhuhmmhdpﬂnlwmemdldomnemy
mﬂmddhgwhhmyimmﬁﬁmymmwmoﬁday.

cc: ‘Iolm&npe



Facilities Operations Center

June 23", 2000
To: _ All Supervisors
o Facilities Operations
From: Gary Buckman -d 0 .
Facilities Supervisor

Subject  Motorols Radio Usage ' .

. :BysitﬁngintchOCoﬂiewmmthebmmﬁonfuwtwowmdi%Ihwe
mﬂmwmmmwwkmwtmonmmmmgmm
Mmyopiﬁmmmtmmm.lwmddﬁkemmkoitdurthﬂhndiumﬁm
xndfumﬁ:rmmcyﬁtuﬁmeﬂy.wmmmdwberdmdw
Wsmnmmtmmﬁupmwaeptbemmuﬁmubﬁafum.
smmmmmwmmmmmmmmm :
mmmw.mmmmiﬁ:hqmﬁmmmum.m
mm&uammmmmmmmmwmm
ay.!wﬂdﬁkewmwmm-ﬂﬁrmdwmm&mcwm.
messagea. All departments have encugh two ways to communicate with each other and if -
mmmmmmmmmmmmm.mmm
department to make an effort to rectify this situation.

cc.  John Skupe

55, MANHEIN BAVD. SUITE # &  NEW FALYTZ. NEW YORK ®  12381-2492
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Facilities Operations and Maintenance

Memorandwn
To: All Custodial Staff
From:  KimNelson 440
Assistant Director, Facilities Opemh_ iong
Date: September 26, 2011

Subjectt  Usc of Laundry Facilities .

kmmmmmnwmﬁmthummecmmdiﬂmploymhawbunmmgmehum
facilities in residence halls for their own personal use,

This issue has been addrossed in the past and I must rciterate that the use of all umdry facilities
inmidencehnllsisoﬂ'limitstocuswalmﬂ': The laundry rooms are for use by the students.

If shower curtains need to be washed, the custodial office has laundry facilities available to them.
I trust that all custodial staff will comply with the non-use of residence hail laundry facilities.
Thank you | '

KN/amb

C: Supervising Janitors
File



To: Al Custodial Staff

From: Kim Nelson
Assistant Director, Facilities Operations
Date: January 6, 2009

Subject: Personal Use of Cell Phonen,AﬂﬂetncEqmpmmtandCompmm

' 1 am writing this memm&ﬂmlomm;dﬁuwuofmiumthaﬂdo
not want to see continuing. This letter will scrvo as both informational and a directive.

The use of cell phones during rking hours is not a recommended pructice, with the
exception of emergencios (i.c. family member sick, school calling about your child,
someons breaks down/ear trocble, eic). Yonmmyuuycmcenphonedmingmbm
&mumdduﬂngm!mbnakbutmtdmingﬂnhomyoum'etnbeatmk.

W | )
The weight room equipment iy svailable for use by all faculty, staff md students.
Uﬁl_iz:ﬁmkﬁobemyquWNtimc and not during working hours, You may use the

Ihnomﬁdmcethﬂcmploymuaingthe-nbwepmcﬁcu will refrain from doing so.
Thank you for your cooperation,

KN/smb
C: Policies and Procedures File



9 A
‘ . ) k!aﬁiﬁwﬁmn
I\JEMORANDUM memoéc;of Facilities Operstions

Date: : December 11, 2008

To: Pat Dewitt .
From: Kim Nelson-Assistant Director of Facilities Operations
Res ' IngBookslnept’bmeihors '

Nawthntwehavehmdndsomelogbonlmouttothem Ineedlsogmspeeiﬁc
: dimehonsastowhatmtobewntﬁenmﬂzmloss.

Major events like: Roofleak, mmrﬂoodﬁnm waterline break,..ect
Issues with a student

‘Very minor issues with cleaners (anything to do with discipline is NOT to be recorded in
thspi:mﬂbook.'lm:malwaysmnﬁdenﬁal]

Abgent coworker -

Special requests that causes a work order to be produced,

Supplies order day, include what the order is.

Any issues that relahetoadenningproduzt,like it did not work, nmusedawmrkerm

'saa* ‘.m

Re-ocurring issues.

Anything that you will/may be asked to recall should be recorded.
Supenminghmﬁnmmtosigmmrdthedamand&memmelegbwkmyhmﬂmy
come into the building. (At leastonceaday).

White-out is not allowed in these records, or pages torn out. [fyon need to cross off
aomethmg putonehnethroughtheword.
AllSupemninngitmwiﬂneedtokmpawgbookasweﬂ. Theseareeonﬁdenualand
will not be left out for viewing. ‘These will not have any white-out allowed in them or
tor out-pages. Corrections will be a single line through words that are a mistake.

‘The Head Janitor needs to review and sign these as read once a week

Anythingﬂmtyoumﬂ/nmybeaskedtom]lshouldberew:ded.

Thank You for your attention
Kim Nelson

Focilities end Plasining — | Hawk Drive-Service Building, New Paltz, NY 12561-2443 Fax $45.257-3302
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10f1

State University of New York at New Paltz

1240 Workplace Smoking Policy

hmwmm;u, SlMﬂm.,ﬂumMmofﬂmYﬂkSMthhmﬂwmltlnilg
pbizym-ﬁvnukhgoﬂobnwopmdu&hmk_mm ‘

. \
Soscking is prolribiied in a¥ campus buildings. ‘
Sescking is probibdied in SUNY mator vebicles, |
Senaking is peohibised. out of doors i the following sy

F«Mbhmmmmmm-d%mmm-

Twwne duie 1 (3.50 ! . , '
Raite; 10-31 .

| . )

| , - 1172726011 12:52 PM
|

|



Facilities Management Department
Policy Statement

Fueling Polici¢s and Procedures

L ‘Plrpou:

To establish proceduures for using the Gas Boy fucling system. Vehicles and users
must be registered prior to using the system, '

2. Responsibility:

1t is the responsibility of all campus staff, faculty and students to follow these
procedures. ) ) o

3 f‘rdcedum:

%) Background; Theﬁwlhgsyslmumakeyﬂmtmkswmyvdﬁcle on
campus.” The Gas Boy identifies the vehicle and relates the following
information contsined on the vehicle,. .

1. Vehicle Tag number

2. Department responsible for vehicle

3. Maximum quantity for each Sl up :

4. Current odometer reading or hour meier as applicable
5. Recommend maintenance cycle in miles or hours

A Key, a Vehicle ID and a User ID are negded to fuel at the pump.

by Registration: Only authorized vehiclcs and personnel may use the
automated fueling system and must be registered through the Motor Fleet
Management Auto Shop at Facilities Management, '

¢) Qbtaining Repistration Forma: Forms may be reproduced from this policy

Statement or-obtained on-line at the Facilities Management. Forms are
also available from the Motor Flest representative in the Facilities
Management. '

d) User Registration: In order to be registered in the system, complete the
Fuel Form Authorization, have your department head or supervisor sign
~ itand return it to the Motor Fleet Manager. ‘You will be issued a key.
Once the keys are cotered in the system, you will be able to fusel using the
Gas Boy System, ) .
- 1



g

afeguardis igtrati ms: ' All request forms will be locked up at
].times to preserve the confidentiality of ID numbers. Forms will be
desuoyad(sh;edded)whmﬂmmrisnolonmwﬂwﬁzdmdlmsbm
removed from the system. Forgotten User ID or Customer ID numbers
canbeobtainedhpmson'mﬁmMomrFleetamqe. : C

Unique Users; The Athletics Department, the Engineering Department
and outside agencies (Fire, Ambulance and UCAT) are unique due to their
¢ver-changing list of users and itregular accounting issues. Limited User
ID’s will be established for these departments. Follow procedures in this
document. A gas report will be gencrated and sent to these agenciesona
raonthly basis for accounting purposes. ‘

Yebicle Registeation; Existing vehicles have been pre-loaded into the .
system But will require activation by completion of an initial registeation
form. A supervisor must be preseat in person at the Motor Fleet

Representative office to obtain a Vehicle Gas Bay Key Authorization.

- 4. Fueling at the pump:

a}
Y

c)

d)

€)
f)

Insert the Gas Boy key assigned to vehicie,
“Enter your User ID', Plate number, Vehicle ID number and mileage.

Enter the odometef reading or fiour usage of the vehicle: Please be
accurate and do not guess on the odometer or hour resdings. The system
knows the last entry for each vehicle and if the computer detects any error
on your entry, it will fell yon. Re-enter the correct reading. If problems. -
persist, contact the Motor Fleet Representative. L

If accepted, proceed to gas up, Each vehicle has a daily limit that was
implemented at the initial sct up of the vekicle Gas Boy Key. If your
vehicle needs an increase, please see the Motor F!ect,Reprcsentaﬁye for
approval. _' i

If not apcepted, see the Motor Flect Representative for assistance.
Your Gas Boy Keys will not work on any vehisle that has not been

assigncdwthatkey,somakesmeyouhavemecmectvehidleﬁasBoy
Key whea you plen to use the pump. .

5. Loss of Vehicle Gas Boy Key:

a)

Obtain a new Gas Boy Key by filling out a FUEL 4 Form — Last Gas
Boy Key Request and submitting it to the Motor Fleet Representative.



Your department’s monthly tilling will reflect an increase of $10.00 10
defray the cost of the replacement, '

b) Lost Gas Boy Key requests may only be submitted by a Departmental
Head or Supervisor. Call the Motor Fleet Representative to obtain the
form. ‘ : : _

¢) mmmwfommmumibmmmpembymmqmm
authorized the replacement key. L )

6. Safety at the pump:
8) Turn off all vehicles before refueling,

b) No smoking or open flame is allowed around the refueling area or during

c) Static electricity and other potential igniters shall be eliminated prior to
fueling. No cell phones in use, - .

d) Emergency eall 911, Campus Police x2222, and Motor Fleet
Reptem'!!'t&tivu x3324 . :

e} Note location of fire extinguisher beside the pump,
1, Location of office and pumps:

a) The Motor Fleet Office is located in the’ Facilitics Management/Police
Building at the south end corner of the building. Enter the building
through the rear door. Once inside, office is on left.

b) The gas pump is located behind the building and accessed by entering the
rear of the Service Building on the west side closest to the Service
Building/Central Heating Plant. )

8. Pertinent phone numbers of_interesi:

* Motor Fleet Representative:  On campus phone (x3324)

‘s Campus Police: On campus phone (x2222)

* Maintenance and Operations .
Ditector On campus phone (x3322)

* Automotive Supervisor: - On campus phone (x3324)



9. Fuel Recharges: . |

Every month, all totals of vehicle fue) usage will be compiled by the automotive shop,
reviewed by their supervisor and FOC and then sent to Administrative Services for
" review. .- ’
Aﬂappmpﬁmdcpmmwinbechnrgedforﬂﬁirgasolimusagebyeimman

account transfer or in the case of outside municipalities, a bill will be sent ang monies
transferred into the campus automotive account, .

Attachments: Motm' Fleet F(;rms, Fuel 1 to Fuel 4
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NE

S ——

DEPARTMENT; FacHities Operation Centsr
SUBJECT: Eiectric and Gas GoNUtiity Cart Use

Origina! Date of lesue: 00/1572008

S tde h el s o aaath A S e e e e e .
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Purpese: The purpose of the Golf and Utility Cart Policy is to establish procedures for
the safe operation of these vehicles.

. Seope: This policy applies to any user (Faculty, Staff, Stedent Workers, and
Contractors) of golf and wtility carts on the NP College campus.

Note: Supervisors of employees nsing'Gso!f and Utility Carts are responsible for ensuring
adherence to this policy. Supervisors may use disciplinary procedures on employees, as
per Employee Union policies, foundmttubeadh«ingto&ispolicy o

Operations] Procedures: Golf and utility carts are traditionally used to transverse -
mmcommnmquicﬂymdquieﬂy.hisammnwnpmﬁccfwd:mtobcmd
not.onlyfmtbehampomﬁmofpammbmfmuﬁlﬁymasweu.ﬁeymof '
significant value to the College for efficiency and economic transportation. Recognizing
ﬂmtngnlfauduti]itymrtisamvingvehicle.NPhaamblishedpmcodmsfmthenfe
opexation of these vehicles. :

1 mamtommmﬂ&mMmtbuuininmofléyunoldmd
possess a valid driver’s license. Supervisors/Department Heads are responsible
for ensuring student workers possess a valid driver's license,

2. All occupants of carts shall wear seat belts where supplied by manufacturer,

3. Never leave the keys in the iguition when nastiended. When the cart is not in

'mmeop&mmustplmﬂrcanwmllminmepukorneuuﬂpoﬁﬁm :
wmovcandswmﬂaekeymdmﬁnparﬂngpedajbtalge.

4, -Usemnmsemwhﬂcusingmtsmtheymnotmys, No horsing around is
permitted. Anyonc found violating safe and proper use of carts wil] be prohibited
from using them unti] furthex notice and re-training has been tompleted.




7. When traveling from anc end of the campus t tte oy, sos the back drive
between Southside loop west and pathways to avoid pedestrian traffic on the main
roads.

B. Acmshouidbeopﬂutedoncmnpmathspwdequivn!mtwawen-pmedwalk
mduofm.ﬁalﬂwﬁ.ﬁﬁsmaximumspwdmybemﬁeawthemn
omwhichitisbeingdxivm,thev'vcmeoﬁdiﬂhns,mdlha total weight of the
golf cart and passengers and any equipment being camied.

2. m“m-wuwmmmmﬂ:uuaﬁngismﬁded.

ofﬂmmtmnnthneswhmthcmisinmoﬁon.
ll.mwngme_cmmcawpackagesormmhmdim,bemtonmwulmdtbc
cart, I!iswoommmdedthmloudsnotexmdmrethmoncfootﬁ'omei!hwside .
or front of the carn. . ’
12.ifwwkmmmﬂdein!hebukoftbeunwhmﬂwmis-foldcddownw
s(abﬂizeemﬁpmmworkmmustbesemdwithhmksagainmﬂwcd#smofmc
cart,

13.Nwerbackupwiﬂmutmaldngwmthmiénopmnorobsmmimbehmmp
cart,
I4. Never shift gears while the vehicle is in motion.
15. Avoid operating a cart on lawns.
16.Keep.thecartonthepavemmt—midmttingooms. Our Grounds staff works
hard to maintain these areas. '
.iv.mspnd'towmpmﬁrimﬁm,pedmmwmhmwndiﬁom.
18, Maintain adequate distance between vehicles and pedestrian,
19.Appmnchsbazporblindcommvﬁmcmﬁonmdmduccspeed. o
20.Uuexhemeumathﬁldingumamuandmemymdﬁngmdmdm.
ZI.MMmblockwﬁm,tﬂtmmsmim,aidewﬂks,ﬁt:hydmts,ﬂmlms,m
22.Usaofeellphonm,pdgers,mdraﬂiosarepmhiﬁwd“&ﬁlcdﬁving&m.
Opcraxormustptﬂ]overmdstoptomakeormeiwmﬂsormesengcs.

Additional guidelines may be implemented by individual departments.

Equipment and Safety Checklist: Before operating the cart, the operator will check the
following items: ' - .
Proper tire condition and inflation.

Proper operation of brakes, lights, and horns.

Indication of battery fluid leaks such as wet spots under the unit, - .
Iftheaartishmedofmpaitorm&intgmnﬁc,itshquldmtbedﬁm. Contact

your supervisor who will arrange for servicing.

bl o



Battery Recharpe: Whmrechummem&cfolh\ﬁngu&tymahube
observed: :

Do not smoke near the recharge station,
Oﬂyanamwodbmnywﬁu}semmmhugehbmﬁw(dew

_toshutotIMmu:ieaHyWhmﬂ:ebmiumﬁlllychnrged).

: Bonotmhngenau‘mopenﬂ'ameormmoﬂgniﬁm
Pmnbaﬁngsodamdlspiﬂedbmyaﬁdbaﬁmclmingq:ﬂn@iﬂ.Ww
safety goggles and gloves while cleaning up spills. You should wash skin
thomugﬂyvﬁﬂ:wmwmifilwm-inmmﬁthbamacid. :

. Disconnectallbaﬂuychargamrdsbofonmingihem.

Training: Mcthquof&ﬁnhgmyinc!ﬁemynombinaﬁmofhm-onnﬁnin&emﬁl
distribution of this policy, or a video. Training will be coondinated by the Supervisors of
-mma&mmm&mmummmmmﬁmm
council on training. :
.. Faculty and Staff - the entire Faculty and Staff shall be provided a copy of the
: poﬂcyviamailnpnn.implmtaﬁonofﬂﬁspoﬁcymdmmﬂydxmﬁu. .
: Addﬂionﬂminingmaybbmquimdforemploymm:hibiﬁngdimforthis
policy. = :

badt o

N

Easure alf users sign Electric and Gas Cart Acknowledgement Sheet in Appendix A



Appendix A |
Eieetric and Gas Cart Adknowledgement Sheet -
(Student / Staff Workers)
Dept
Supervisor __  (prim)




IhnvemadandmdasundtheSUNYNewPathonegeE!echicuﬁGasGolfand
Utility Cart Policy. IfI violate anty of the above operational procedures, ¥ will lose my
pdvﬂégcofmingaMmum:smﬁlﬁnﬂmmﬁoemdmimd,

Printed Name Siguature Deate




FTATE UNIVERESITY OF NEW YOURK

" June 16, 1997

To: Harry Boyd " Jim Povers

Micky Avery "Al Asandorft
Rafael Gonzales Dick Smith
Rick Datas Gino Russo
Chris Grassi Dale Sutten
Jin Dixon Nancy Corrado
John DeReggiero Pat Dewitt

From: Alan Ridnoury

‘ Deputy Director, Physical Plant -
Subj: TWO-WAY RADIO -USAGE

Please remind your staff of the appropriate uses for the
departments two-way radios. With our staff working in all areas
of the campus we must remember that every person carrying a-two-
way or pager is a walking loudaspeaker, broadoasting every thing
that goes out over the alr. Be sure that those who. have been
given the responsibility of carrying two-way radios understand
that transmissions should be official business only and brief.
Those vhe can‘t refrain from making 1n'agpropri-ate noises,
compents or convarsations should be advised that their behavior
is inappropriatae.

_ Thanks .

I3 8. MANHEIM BMLVD, P NEW PALTZ. NEW YORX * [155)-1¢99



July 7, 1994

To! Physical Plant starrs
From: Alan L. Ridn .
beputy Director, Physical Plant
Subj: TWO-WAY RADIO PROCEDURES AND BTIQUETTE

It is important for averyone in the Physical Plant who uses a
two-way radic to remsmber that the things they say and the manner
in which they conduct themselves over the radio is a reflection
of themselves, the department and the college. The following
guidelinés are set forth so that- the imaga of the Physical Plant
can consistently be presented in a professional light.

1. Use two-way radios only for operational purposes. The
radios are not for passing administrative or personal massages.
These issuss should be conducted via telephone lines. Ifr
administrative conversation is regquired with somecne, they may be
initially contacted by radio and directed to call a telephona
extension. "The use of the two-way radics for any other purpose
is not.authorized. i ‘

2. Communications should be clear and concise and contain
only essential information. Spemding too much time on the radio
- with unnecessary verbiage coula prevent the use of the radio
circuit for an emergency situation.

3. Personal opinions, personal observations and idle

chatter should be avoided at all times. Prankish behaviors, such

as mimicry or retransmission of commercial radio broadcasts are
also unauthorized. :

4. Communications should be professional and responsible,
containing no profanity.

The bottom line is that all staff should restrict their use of
two-way radios to operational use only and miniwize the verbiage
they use. All workers should also repember. that what they say
over the radio is heard not: only by the person thay are talking
to and by anyone with a receiver set on our freguency, but almso
by anyone within listening distance of a receiver set on our

freguency.

——r o & m———




Agrcement Between SUNY New Paltx
Anid
CSEA Local 610

1

Facility Operations Departaent Uniform policy

> UnifomswmbthbbtomammhmwhhhmﬂmyﬂmdedbyMNew
Paltz (11 shirts, 11 pams, ). These uniforms are not mandated for current
anploypw, and are optionsl However, once zn employee accepts the uniform, he/she will
bemqmredtuwuartheunifomatanﬁmmwhﬂeatwk.

> Allnew employoss of SUNY New Paltz wil be required to wear the wniforas supplied
through this agreement,

.)*. Mmlommm“mmwﬁ@uchhmmmmwm
report to work dresyed in a nieat, clean, and appropriste manner,

> All maintenance employees are required to wear sppropriate wotk shoes (approved by
their supervisor),

» Mmﬂoﬁﬂmp!mummu&wtpmﬁomm(mmm} .
> Ihisag:muﬁismvicwablelﬁaaneyur,umnﬂmmqmstofdthu—pmy.
) 2 Iﬁswkmﬁmtothcmmddisdp&mypmwdm.
>

Thiswdocsmtm. isting contractual benefits and
s g ot my@ns.&ns, ﬂgﬁ&.l privilese&

President, CSBA Logat 610




Facilities Management
February 1st, 2017

To: Bob Moyer, Central Heating Plant Personnel, George Borello, Scott Lawton,
Charlie Bates, Brenda Rosenkranse, Marybeth Stewart, Jay Palen, Lora Palmeter,
Ken Wantje, Corinna Caracci, Jen Slader

From: Gary Buckman
Director — Maintenance and Operations

Subject: Protocol for Emergency Lock Changes - Residence Halls

In an effort to clarify our protocols for card access failures on the campus after our
operational first shift ends (Monday - Friday 7:30am - 4pm, 6:30am - 3pm summer hours)
Central Heating Plant and Structural personnel shall adhere to the following guidelines:

1) When a phone call is received from the campus to the Central Heating Plant regarding
a problem with card access entry, Central Heating Plant personnel are to contact the
structural general mechanic on shift to respond to the call (Monday - Friday, 3pm to
11pm after our operational first shift leaves).

2) ltis the general mechanic’s responsibility to assess the problem and attempt to make
a repair. After 11pm, Monday - Friday, and on weekends it will be the Central Heating
Plant personnel’s responsibility to assess the problem and attempt to make a repair.

3) When it is determined that a temporary core change needs to be installed the
appropriate employee will obtain the control key from electronic key control box
using their personal code number. Then the employee will use the premade cores
and control key to install the core. Keys will be delivered to the RA office and a call will
be made to the RD on call phone 845.532.6765 and our employee will notify the
Residence Hall staff that the keys are delivered. It is Residence Life’s responsibility to
deliver the keys to the students.

4) The employee that made the core change shall:

a) Place the 625 core into the small brown envelop and fill out the information on the
front of the small brown envelope which includes building name, room number,
ent. core code, date and number of keys.

b) Place filled out small brown envelop with 625 core in core Kkit.

c) Fill out in the log book with the same information and clearly print their name.

d) Return the control key to electronic key control box using their personal code
number.

e) Keep the core box kit in an organized working order.

f) Give completed CHP work order to FOC office.



5) The FOC Office shall email: “Access Control Support” the CHP
work order and they will generate their own work order to evaluate and repair the
card access door. Once the door is repaired, “Access Control Support” shall email
FOC the completed work order stating core to be changed to 625. FOC office will
create a work order for the lock shop to remove the core and install a 625 core an
collect keys. FOC office will also email Res. Life with building and room number.
Resident life will contact RD to inform them for the students to place their key in their
own mail box.

6) Lock shop will collect and organize daily work orders that pertain to re-installing cores
and every Friday the lock shop shall:

a) Replace core with 625 core in dorm.

b) Place completion tag on door handle.

c) Pick up keys from dorm room mailbox.

d) Hand in completed work order(s) to FOC office.

e) Pick up 625 cores from the core kit at the CHP and fill out log book date, # of keys
returned, check 625 core is back in door and clearly print their name.

f) Restock core kit at the CHP.

g) Maintain the core Kkit.

7) CHP supervisor shall inspect “Card Access 625 Core Exchange Log Book” and core
box kit on a monthly basis and train CHP employees who are not following protocol.
All other delinquent findings in protocol shall be reported to the Lock Shop supervisor.

8) Lock shop supervisor shall inspect “Card Access 625 Core Exchange Log Book” and
core box kit on a monthly basis and train Lock Shop employees who are not following
protocol.

9) If there is an issue during the core installation which cannot be resolved (broken tail
pin, etc.) then the Central Heating Plant personnel should follow our recall overtime
procedures (In accordance with CSEA Articles 27 and 44). They will start with the lock
shop personnel for each call back and if there is no response they will contact the
structural shop personnel. If you have any questions as to who is currently on this list,
then the Plant Utilities Engineer Il should contact the Maintenance Supervisor Il for
clarification.

The reasoning behind this protocol is simple. It is to expedite our ability to provide a resolution
to allow a student to gain access to their room and not be impacted or locked out of their
living space during a temporary lock failure.
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