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Facilities Management
Every guideline has a reason and a purpose. Please ask if you do not understand them. During this meeting today, we do not have the time to give you the history, reason, and purpose of each guideline. The first Facilities Management Guidelines originated from Pastor Wendal’s office and were tweaked by his secretaries and the academy administrator then finally the facilities manager. Valley Forge Baptist has numerous ministries that utilize the facilities, and those ministries work together for the full benefit of the church. These guidelines were jointly made with consideration for all the ministries, and the Facilities Office was tasked with implementation. 

1. Facilities Management
a. Personnel roles and hours
i. Pastor Sam Aylestock – Facilities Administrator
ii. Matt Corbett – Project and daily operations manager 
- Mon-Fri	6am-3pm
iii. Liam Pabst–Primary Facilities contact, manages Slack requests and handles janitorial and bio-waste emergencies
- Mon		6:30am-3:30pm
- Tues-Fri	7am-4pm
iv. Jacob Napier – Handles Facilities project research, contractors, invoices, and helping the Facilities Administrator	
- Mon		6:30am-2:30pm
- Tues-Fri	8:30am-4:30pm	
v. Ricky Corbett – Morning trash collection and Maintenance team member
· Mon-Fri       6:00am-2:00pm
b. Building alarm hours
i. Monday-Friday 10pm-6am
ii. Saturday-Sunday 10pm-7am
c. Building security 
i. Lou Lepore handles Fob/key requests and exterior door unlock schedules.
ii. Requests for changes should go through your supervisor

2. Communication with Facilities Management
a. Communication
i. Academy - the “Maintenance” channel in Slack is the point of contact for Facilities Management. Liam Pabst will monitor this channel. The only time Jacob will be doing this is on days when Liam is gone. We will respond with a “👍” to indicate Maintenance is actively handling your request and a “✅” to indicate request resolution. 
ii. Slack Considerations
1. When you submit a request, please include the room number and a picture (if applicable.)
2. For any deliveries on a pallet or single items that are 25+ lbs., please notify Facilities Management in advance of the date and time of delivery. If you need a dolly to retrieve your packages, you will find one at the Welcome Desk, and please return it immediately after using it so it is there for the next staff member. 
3. Please send requests for anticipated needs (e.g. bigger trash cans, more chairs and tables, etc.) 48 hours in advance to allow us to schedule the requests into our workflow. Please understand that the facilities team has a plethora of tasks and responsibilities to accomplish and may not respond immediately nor fulfill the request on the same day. 
4. Please limit the number of minor Slack requests. (trash on the floor, water spills, moving lightweight boxes, supply requests that should go through the Academy office, gum in the water fountain, etc.) We want to help wherever we can, but we must prioritize and take care of primary responsibilities in maintaining the facilities before anything else.
b. Emergencies
i. In the event of an emergency, immediately call Liam Pabst, (267) 228-6694. 
1. If Liam is unavailable call Jacob Napier, (509) 710-8573.
ii. General emergency examples include but are not limited to: severe flooding, dangerous safety hazards (i.e. exposed/sparking electrical components, icy sidewalks, etc.), emergency services are called (i.e. fire department, ambulance, police), traffic-affecting vehicle Accidents (i.e. on campus/Black Rock Road/113).
iii. Janitorial emergency examples include but are not limited to; bio-waste clean-up (e.g. vomit, urine, blood, etc.), overflowing toilet, and plumbing/roof leaks.

3. Sunday Wednesday Set-ups and Change Overs
a. Starting at 2:55pm on Wednesday and Friday, Classrooms need to be prepared for church service set-ups. On these two days, avoid scheduling after school meetings or having detention in rooms that are set-up for Wednesdays and Sundays. Set-ups must be completed before the end of our workday, and we would rather not interrupt after-school meetings.
b. It is the responsibility of the last teacher in that room to ensure that the following tasks are completed before leaving. Students can help prepare with these tasks before dismissal.
i. Flat surfaces (i.e. desks, cabinet, and bookshelves) should stay clear of clutter. All papers (i.e. tests, quizzes, worksheets, answer keys, etc.) should be kept out of sight in a closet, desk, or filing cabinet.
ii. Empty box desks.
iii. Clean and disinfect counter tops and desks.
iv. Clean dry erase boards. 
v. Vacuum or sweep up messes made by the last class in the room.
vi. Complete set-up needs for your specific classroom (Maintenance will communicate with you individually)

4. FLC Use
a. Athletic Storage
i. The FLC Athletic storage door should always be closed and locked.
ii. Only gym teachers and athletic staff and coaches are to be accessing the Athletic storage.
iii. When your students are in the FLC, please use the equipment on the red ball rack. Before you leave, have students return play equipment to the ball rack.
b. FLC Cleanliness
i. Student athletes are to store their bags and equipment in the Locker Rooms and not anywhere else as that would create tripping hazard liabilities.
ii. During the school day, there should be no student bookbags or belongings in the gym except for students whose last class of the day is in the FLC.
iii. After sports practice, events, and games.
1. Have athletes change out of their cleats before entering the building to mitigate tracking mud inside. 
2. Return sports equipment to the Athletic Storage.
3. Return chairs to the chair racks.
4. Raise the curtain for security cameras to work and for bus ministry children to have use of the gym.
5. Retract the bleachers.
iv. If you or an athlete dust mops, please sweep up the pile.
v. Event decorations should be removed shortly after the event is over.

5. Chemicals
a. Approved Chemicals
i. Every chemical product on campus must have an associated Safety Data Sheet (SDS). Chemicals have been consolidated to a minimum number to reduce chemical redundancy (i.e. multiple brands of disinfectant). 
ii. For any chemical questions or requests, please contact Maintenance in Slack, who is our designated chemical coordinator. Do not bring in your own chemicals without his approval.
b. Securing Chemicals
i. All chemicals must be locked up when not in use. Secure chemical lockers/cabinets are placed in each classroom. Ensure that your chemical locker is always locked when you are not accessing it. This is an accreditation requirement that is non-negotiable.
1. Do not store personal items in the locker.
ii. Cleaning chemical locker keys are to be on your main key ring. Do not leave keys in the lock or hanging on the wall.
c. Using Cleaning Chemicals
i. Approved cleaning chemicals are provided in the Lower Level Workshop (the double doors beside the LL Women’s Restroom for Staff use (passcode 5566).
ii. We use refillable bottles for these cleaning chemicals. When a bottle is emptied, DO NOT THROW THE EMPTY BOTTLE AWAY. Instead, bring the empty bottle to the LL Workshop and place the bottle in the “Empty Bottles” space on the workbench. Then pick up a full bottle of the cleaning chemical you need.
d. Chemical Safety
i. Handle chemicals responsibly and safely is of utmost importance. If you encounter any spills, accidents, or have any concerns related to chemical usage, please report it immediately to Maintenance or in case of emergency, call Laim Pabst. 

6. Cleaning Supplies, Tools, and equipment
i. Lower Level Workshop (the double doors beside the LL Women’s Restroom for Staff use (passcode 5566) stores supplies and tools for staff use. Please return items and equipment to its original location when not in active use. Most of these are labeled, if you do not know where an item goes, please contact Maintenance in Slack.
1. The following are stored in the LL Workshop.
a. Chemicals: disinfectant, glass cleaner, carpet cleaner, Goo Gone, 
b. Janitorial products: baby wipes, disposable gloves, paper towels, trash bags, vacuum bags, single-roll toilet paper, vomit absorbent (in case Facilities is unavailable).
i. You are welcome to keep a stock of these products in your classroom if you have heavy use of it or anticipate needing extra.
c. Tools on the peg board.
d. Rolling Carts
e. A large rolling trash can (for large trash events)
ii. 4 ft. ladders are kept in closets for staff use. Please use them instead of chairs. 
1. Ladder Closet Locations: Chapel A, Chapel C, 200s Attic, and LL Workshop.
iii. Dehumidifiers
1. Facilities empties the dehumidifiers twice a day, before and after school.
2. On humid days, dehumidifiers will fill up before the end of the day. If you would like it to run continuously, you can empty the bucket into the nearest drain.

7. Building Etiquette & Facilities Use 
a. Walls & Ceilings 
i. Attachment methods: Teachers can enquire at the Academy office to obtain any of the specifically approved wall and ceiling attachment methods below. Do not use any methods of attachment besides what is listed below. For any other mounting questions, please contact Maintenance in Slack. 
1. Magnetic Hooks – For attaching to the ceiling tile grid. Do NOT use tape, paper clips or slip anything under the ceiling tile as this can damage the tile.
2. Command Picture Hanging Strips – This is for hanging anything with weight to it. Do NOT use Command strips to hang light weight items or pieces of paper.
3. 3M Blue Painter’s Tape – For hanging anything that will be temporary (2 weeks or less). Use on any surface.
4. Push Pins – For hanging anything that will remain 2 weeks or longer. Use on drywall only. Do NOT use push pins on wood.
5. Bostik Blu Tack – Drywall: for hanging anything that will remain for more than 1 school year. Cinder block and door: For hanging anything that will remain for 1+ months. For best adhesion, clean surface prior to using Blu Tack.
ii. For the Treehouse, the foyer, and the 100s hallway do not attach moving or swaying decorations. Their movement will set off the motion detecting security alarm.
iii. If your classroom is shared by Adult ABFs on Sunday, hanging decorations are to be tight to the ceiling (no lower than the top of the door frame) or against the wall, Maintenance will communicate with you if this applies to your class.
b. Doors
i. Do not prop open exterior and airlock doors as this strains the HVAC units and increases the electric bill. 
ii. After exiting the building, confirm that the door has closed and latched behind you (just like you would do when leaving through the front door of your house) There are some doors that have difficulty shutting completely on their own. (The FLC has a positive pressure inside, which means when you exit the FLC and open the door, air is pushing out the door and fighting the door closure trying to pull the door shut.
c. Hallways/fire exit corridors
i. All hallways are designated as “fire exit corridors” by the Township and must remain clear in case of emergency. 
ii. Do not use hallways as storage for tables, chairs, pianos, carts, trash etc. 
1. If you see something, please move it if you know where it goes, otherwise notify Maintenance in Slack and we will take care of it.
iii. Trash (full bags, boxes, etc.) should be taken to the dumpster after school as we will not pick it up until the next morning.
d. Lights
i. If you are the last person in a room or on a floor, turn out the lights when you leave.
1. Past areas of difficulty: Lower Level, Chapels, 200s, and FLC.
e. Windows
i. Keep windows closed and locked when the room is unoccupied. 
ii. Windows should not be opened on hot, cold, or humid days.
1. If a window is opened, please close your door so as not to affect the rest of the building and make our HVAC work harder.
f. HVAC
i. Thermostats are kept between 69°F -73°F as it is the industry standard for the average comfortable temperature for humans.
1. If that is cold for you, please keep a sweater in your classroom
ii. Conditions that affect temperature
1. Humidity greatly affects the “real feel” of a room. If your classroom is consistently humid, contact Maintenance in Slack and we will set up a dehumidifier in your classroom.
2. Returning from recess, gym, or any kind physical excursion with your class can spike the temperature in your room because of excessive body heat. Please allow 30-45 minutes for the HVAC system to compensate.
3. The Academy wing (100s and 200s) has one thermostat per floor because of mechanical limitations. This means that one room can be comfortable while another is too hot/cold. If it is a nice day, you can open your window and close your door. If weather is not permitting, contact Maintenance in Slack.
g. Litter
i. Help us keep the building and grounds clean by picking up litter wherever you see it.
ii. The Ark and playground – Before leaving the Ark or playground have your class pick up any litter in and around the playsets that they may have left. Litter left behind will get shredded by the lawn maintenance company and create an unsightly area. Eric Landscaping Company mows our lawns but does not clean up litter and trash.
h. Lockdown shades 
i. They are for lockdown emergencies only.
i. Room and closet clutter
i. For all rooms and closets, there should be neither clutter nor the appearance of disorganization.
ii. If you need something to better organize your room/closet space such as bins, labels, containers, etc., please contact Maintenance in Slack. We will coordinate with you, the Academy Office, and any ministries that share the space in order to help everyone best use the space.
j. Food
i. Perishable food needs to be stored in a refrigerator and must be labeled with your name, current date, and for what purpose/event. 
1. There are labeling tools (pens, sticky notes, etc.) available on most refrigerators.
2. Unlabeled and expired items will be thrown away.
ii. Preserved, packaged food can be stored in snap lidded, clear plastic bins off the ground. The bin should be labeled with your name.
1. We have a pest control company that regularly services the property but the best preventative against mice and insects is to seal up all food. This includes that granola bar in your desk—a favorite for mice!
k. Plants and pets
i. At the end of the school year, no living things can be left behind in classrooms over the summer.
ii. Seek approval from Academy administration before bringing any animals for science projects and educational lessons.
l. Lost & Found
i. The Academy Office will monitor Lost & Found.
ii. Lost and found is kept in the 100s hallway closet.
iii. Lost and Found will be emptied periodically.
m. Messes or conflicts of space after Sunday or with church events/ministries
i. If there is mess or any issue as a result of Sunday use or church events, please notify your supervisor. They will then contact the appropriate ministry leaders.
