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Guidelines for Environmental Concerns

	Section: Maintenance                                                                                                 MNT0101.01 

	Policy and Procedure:  Repairs and Purchases


POLICY:
All repairs and maintenance of the buildings and grounds shall be under the supervision of the Operations Manager, in close consultation with the Executive Director. 

PROCEDURE:
· Residential Workers (Reception Desk) and staff with access to computers are to communicate problem areas by the maintenance care computer program. 

· Maintenance staff must check the computer program early each shift, and update the status on the maintenance care program upon completion of the task or at the end of the shift.
· Maintenance personnel to conduct all repairs and maintenance procedures within his/her field of capability.

· No purchase of materials, unless authorized by the Operation Manager, who will consult with the Executive Director on bigger ticket items.
· Some items may require Divisional Headquarters approval.

· Repainting and major renovation of walls or rooms may be completed only with the Executive Director’s approval.

· NOTE:  Maintenance person to respect the purpose of the Centre and contribute to the service by warm, friendly acceptance of all residents and other staff. 

	Section:  Maintenance
	Policy Number:                      MNT0101.01

	Policy and Procedures: Repairs and Purchases

	Original: May 18, 1993

Revised: Feb. 18, 2009

Revised: March 15, 2016

Revised: November 15, 2018

	Approved by Executive Director/Department Manager
	


	Section: Maintenance                                                                                                 MNT0102.01 

	Policy and Procedure:  Maintenance Personnel


POLICY:
Maintenance personnel, through skills not requiring a license, repair a variety of equipment as required and assigned by the Executive Director, which may include, but is not limited to, plumbing, heating appliances, and general repairs throughout the centre.
Procedures:
· The Operations Manager assigns work to each of the maintenance staff according to skills and abilities in order of Centre priority.
· The maintenance care program is to be read by maintenance each day.  As assigned tasks are completed by the maintenance staff, they are to update the program
· The Operations Manager and staff are to inspect centre equipment for preventative maintenance.  Recommendations for purchase of equipment when absolutely necessary or the services of outside tradesman as required are submitted to the Executive Director for approval.
· Maintenance staff may perform many related duties such as painting, repairing furniture or construction of equipment, partitions, etc. as assigned by the Operations Manager
· Maintenance staff may be required to train and/or oversee the work of casual helpers or volunteers. 

	Section:  Maintenance
	Policy Number:                      MNT0102.01

	Policy and Procedures: Maintenance  Personnel
	Original: May 18, 1993

Revised: Feb. 18, 2009

Revised: Feb. 18, 2009

Revised: November 15, 2018

	Approved by Executive Director/Department Manager
	


	Section: Maintenance                                                                                                 MNT0103.01

	Policy and Procedure:  Preventative Maintenance


POLICY:
This facility shall strive to maintain a Preventative Maintenance Program

PROCEDURE:
1.0
A schedule of preventative maintenance for all equipment of the Centre has been established.  This schedule must be followed and is in the care of the Operations Manager.  It may be changed only with the consent of the Executive Director.

2.0
Maintenance person is to be aware of problem areas that may develop outside of scheduled checking in (1) above.

3.0
The Operations Manager or his designate is to accompany other firms conducting maintenance of inspection of any equipment to ensure that their task is completed as specified in various contracts.

	Section:  Maintenance
	Policy Number:                      MNT0103.01

	Policy and Procedures: Preventative Maintenance
	Original: May 18, 1993

Revised: Feb. 18, 2009

Revised: March 15, 2016

Revised: November 16, 2018

	Approved by Executive Director/Department Manager
	


	Section: Maintenance                                                                                                 MNT0104.01

	Policy and Procedure:  Maintenance Procedures


NOTE:  Before doing any maintenance, refer to manuals available on all equipment.

PROCEDURE:
Emergency Lighting:
· Check all batteries for corrosion.  

· Check to see if the lights work, batteries may be weak and have to be re-charged or replaced.

Fire Alarms:
· Problems with the Fire Alarm System are to be referred to Troy Fire or alternative.

Heating System:
· Problems with the heating system are to be referred to Black and McDonald
Fans:

· Kitchen exhaust fans should be cleaned and greased every three weeks.

Fire Doors:

· All fire doors throughout the centre are to be checked for defects once a week.  They must be kept in good working order.

	Section:  Maintenance
	Policy Number:                      MNT0104.01

	Policy and Procedures: Maintenance  Procedures

	

	Approved by Executive Director/Department Manager
	Original: May 18, 1993

Revised: Feb. 18, 2009

Revised: March 15, 2016
Revised: November 16, 2018


	Section: Maintenance                                                                                                 MNT0105.01

	Policy and Procedure:  Control of Pests/Infestation


Policy:

As a preventative measure, the facility shall be ‘treated’ on a monthly basis for cockroaches and other pests by an appropriate extermination company.

Procedure:

Poulin’s Exterminators or Orkin currently provide ‘pest control services’ for the centre.  

When treating for cockroaches, the following instructions are recommended:

1. Remove all items from kitchen cupboards (tops and insides) and drawers.  Place all these items on or under the kitchen table or cover.  Items are to be cleared off the tops only of the fridge, stove and deep freeze.  Pull out the fridge, stove and deep freeze.

2. Furniture in all rooms should be removed as close to the centre of each room as possible.  This will allow access to the baseboards perimeter for treating.

3. Shelves and floor perimeters in all closets and linen cupboards must have all items removed.  These items can be place on beds and do not require covering over.

4. Please remove and dispose of all corrugated cardboard boxes.

Do not wash cupboards, shelves and baseboards for at least 30 day from the date of treatment.

Treated area should be clear of people for at least 4 hours of extermination.

	Section:  Maintenance
	Policy Number:                          MNT0105.01

	Policy and Procedures: Control of Pests/Infestation
	

	Approved by Executive Director/Department Manager
	Original: May 18, 1993

Revised: Feb. 18, 2009

Revised: March 15, 2016

Revised: November 16, 2018


	Section: Maintenance                                                                                                 MNT0106.01

	Policy and Procedure:  Exterior Property Maintenance


Policy:

The Exterior of the Centre shall be reviewed once a month.  If something needs to be repaired before that time, it will be attended to as soon as possible.  

Procedure:

1. Use the following attached checklist for the exterior property maintenance check.

2. The completed checklist will be returned to the Operations Manager after each check is complete.

3. Health and Safety issues will be reported to the OH&S committee

	Section:  Maintenance
	Policy Number:                          MNT0106.01

	Policy and Procedures: Exterior Property Maintenance
	

	Approved by Executive Director/Department Manager
	Original: Feb. 18, 2009

Revised: Feb. 18, 2009

Revised: November 16, 2018


EXTERIOR PROPERY MAINTENANCE CHECKLIST

DATE: _____________________

COMPLETED BY: ___________________

	Area
	Satisfactory
	Needs Repair
	Not Applicable
	Comments

	Bricks/Blocks/Stone


	
	
	
	

	Surface Condition


	
	
	
	

	Painted Areas


	
	
	
	

	Eaves trough and down pipes


	
	
	
	

	Windows


	
	
	
	

	Windows and Locking Devices


	
	
	
	

	Foundation Walls


	
	
	
	

	Entrance and Exit doors


	
	
	
	

	Roof System


	
	
	
	

	Area
	Satisfactory
	Needs Repair
	Not Applicable
	Comments

	TV Cable Connections


	
	
	
	

	Signs


	
	
	
	

	Exterior Lighting


	
	
	
	

	Steps, Landings and Docks


	
	
	
	

	Storage Areas (Dock)


	
	
	
	


	Section: Maintenance                                                                                                 MNT0107.01

	Policy and Procedure:  Interior Property Maintenance


Policy:

The Interior of the Centre shall be audited for damage once a month.  If something needs to be repaired before that time, it will be reported on the maintenancecare.com program and attended to as soon as possible.  

Procedure:

1. The one performing the audit will be assigned by the Operations Manager.

2. Use the following attached checklist for the interior property maintenance check.

3. The completed checklist will be returned to the Operations Manager after each check is complete.

	Section:  Maintenance
	Policy Number:                          MNT0107.01

	Policy and Procedures: Interior Property Maintenance

	

	Approved by Executive Director/Department Manager
	Original: Feb. 18. 2009

Revised: March 15, 2016
Revised: November 16, 2018


INTERIOR PROPERY MAINTENANCE CHECKLIST

DATE: _____________________

COMPLETED BY: ___________________

	Area
	Satisfactory
	Needs Repair
	Not Applicable
	Comments

	Floors


	
	
	
	

	Tile


	
	
	
	

	Carpet Floors


	
	
	
	

	Walls


	
	
	
	

	Baseboards


	
	
	
	

	Ceiling Tiles


	
	
	
	

	Drywall


	
	
	
	

	Doors and Frames


	
	
	
	

	Washrooms and Fixtures


	
	
	
	

	Area
	Satisfactory
	Needs Repair
	Not Applicable
	Comments

	Stairwells


	
	
	
	

	Duct Work/Air Supply


	
	
	
	

	Lighting and Fixtures


	
	
	
	

	Interior Storage Areas


	
	
	
	

	Plumbing Lines


	
	
	
	

	Boilers


	
	
	
	

	Rooms housing mechanical, electrical, heating, security and other systems.


	
	
	
	


	Section: Maintenance                                                                                                 MNT0108.01

	Policy and Procedure:  Vehicle Maintenance


Policy:

The Vehicle(s) shall be reviewed once a month.  If something needs to be repaired before that time, it will be attended to as soon as possible.  

Procedure:

1. Use the following attached checklist for the vehicle maintenance check.

2. The completed checklist will be returned to the Operations Manager after each check is complete.

3. In addition, special trips with the van will be recorded, see attached form.

	Section:  Maintenance
	Policy Number:                          MNT0108.01

	Policy and Procedures: Vehicle Maintenance


	Original: Feb. 18. 2009

Revised: Feb. 18, 2009

Revised: March 15, 2016

Revised: November 16, 2018

	Approved by Executive Director/Department Manager
	


The Salvation Army

Waterston Centre

Regina

Vehicle Maintenance Check list

	Engine/Mechanical
	?
	Miscellaneous
	?

	A) Radiator Water
	
	
	

	B) Motor Oil
	
	
	

	C) Transmission Oil
	
	
	

	D) Fuel Tank
	
	
	

	E) Battery Water Level
	
	
	

	F) Wipers
	
	
	

	G) Belts
	
	
	

	H) Brakes
	
	
	

	I) Signal Lights
	
	
	

	J) Brake Lights
	
	
	

	K) Head Lights
	
	
	

	L) Reverse signals
	
	
	

	M) Tires – Air Pressure
	
	
	

	N) Cleaned Windows, Exterior
	
	
	


REPAIRS NEEDED:

	1.

	2.

	3.

	4.


Report completed by:________________________________

Date:_______________________________

Special Trips with Van

	Date
	Time Out
	Time In
	Start KM
	Driver’s Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Monthly Inspection Report

	1. Under hood:

Oil level___

Coolant level___

Transmission fluid___

Brake fluid___

Washer fluid___

Belts (cracks, adjustments)___

Fuel, oil, coolant leaks___

Close and secure hood___

Check wipers___

2. In the Cab:

Enter mileage___

Parking brake on___

Adjust seat and mirrors if needed___


3. Left front of Vehicle:

Under vehicle for leaks and defects___

Head lights and clearance lights___

Signal light___

Tire pressure and condition___

Wheel lugs and nuts___
Reach in cab, press dimmer switch___


	4. Left Rear of Vehicle:

Drive line___

Tires for pressure and condition___

Wheel lugs and nuts___

Signal light___

5. Rear of Vehicle:

Axle oil leaks___

Clearance lights and reflectors___

License plate light and tail light___

Brake lights___

6. Right Rear of Vehicle:

Tires for pressure and conditions___
Wheel lugs and nuts___

7. Re-enter cab:

Head lights to high beam___

Signal switch to right___

Leave cab, check right rear signal light___

8. Right front of vehicle

Signal light___

Tire pressure and condition___

Wheel lugs and nuts___

License plate___

Head lights and high beam___




	Section: Maintenance                                                                                                 MNT0109.01

	Policy and Procedure:  Environmental Policy


Per Salvation Army Operating Policy 7908
Also refer to:
Positional Statement on Responsibility for the Earth (2009)

The Salvation Army is committed to fulfilling its mission in a manner that promotes responsible environmental stewardship of the earth we share and its resources.

Good environmental sustainability and stewardship will be achieved by taking the following steps:  

I. Be fully aware of and compliant with environmental legislation.

II. Make environmental concerns an integral part of planning and decision making process.

III. Commit sufficient resources to reduce the ecological footprint of the Army operations and implement effective environmental initiatives.  The commitment of resources from a financial perspective will give due consideration to adequate budget provision, available funds and a reasonable payback period after which the investment will result in net operational savings. 

IV. To the greatest extent possible, promote good environmental stewardship of all organizationally-owned and, to the greatest extent possible, leased facilities.  All facility design and ongoing maintenance projects will give consideration to and, where appropriate, include environmental initiatives (e.g. LEED Canada*).

V. Promote the efficient use of energy resources through cost-effective conservation and energy management programs.

VI. Promote environmentally sustainable transport options, including the management of our fleet vehicle program.

VII. Promote a waste management strategy that will address the proper handling and disposal of all wastes, reduce the production of waste, and pursue opportunities to reuse and recycle waste materials.  This strategy will target all aspects of day-to-day operations including construction and renovation projects.

VIII. Identify, evaluate, control and minimize the environmental risks associated with our operations.

IX. Evaluate environmental performance through periodic reviews and audits to ensure that our conduct is consistent with the above principles. 

Floyd J. Tidd

Colonel

CHIEF SECRETARY
	Section:  Maintenance
	Policy Number:                          MNT0109.01

	Policy and Procedures: Environmental Policy

	Date Original: April 7, 2010

Date Inserted: March 18, 2016

	Approved By: Floyd Tidd

Inserted By: W. McDonough 
	


	Section: Maintenance                                                                                                 MNT0110.01

	Policy and Procedure:  Commercial Operating


”Per SA Operating Policy # 0403”
To facilitate the Salvation Army’s commitment to fulfilling its mission in a responsible manner all ministry units are required by law to ensure mandatory compliance with the National Safety Code standards throughout Canada.

Most jurisdictions have adopted legislation relating to the use and activity of commercial type vehicles.  A commercial vehicle is any vehicle over 4,500 kg in weight or any passenger vehicle carrying 10 or more passengers.  As the use of a commercial vehicle is often critical to the successful operations of many social institutions, community and family services as well as the National Recycling Operations, THQ and each division is required by law to ensure adherence with current legislation and compliance standards within their specific jurisdiction.  Compliance supports the safety of all approved drivers, all passengers and the overall safety of all users of Canadian highways.  

These compliance standards are specific to three key areas:

1.
Mandatory Driver Requirements


Driver abstracts are to be obtained before any driver drives any vehicle owned or operated by The Salvation Army.  These abstracts can be obtained from any local ministry of transportation office or if in Ontario from the Fleet Administration office at THQ.


Drivers are to complete a daily vehicle inspection on the vehicle they will be using.  This is in the form of an Inspection Log.


Drivers are to complete an official daily drivers log noting their start and finish time as well as on duty –  non driving hours.  


Drivers must adhere to the rules of the road set out in their provincial legislation.  For example, speeding, inspections stations etc.    Regarding use of hand held communication devices, please see link to the Fleet Vehicle Handbook policy 0505 ( Notes Link  ).


Drivers are to report all accidents to Cunningham Lindsey or their provincial insurers within 24 hours of accident.  They are also required to provide a written account to their supervisor with a copy to the Fleet Administration at THQ within 24 hours.

2.
Mandatory Vehicle Requirements


All Commercial Vehicles (CV) must undergo a daily inspection before being put into service. Each inspection to be logged and documented and kept on file.


All CV are required to undergo regular preventative maintenance (oil, lube filter) every 6 months or 8,000 kms whichever comes first.  All maintenance records are to be documented and kept on file.

	Section: Maintenance                                                                                                 MNT0110.02

	Policy and Procedure:  Commercial Operating


  All CV Trucks are to undergo (and pass) an annual inspection at officially recognized garages. Copies of inspection to be sent to Fleet Administration.


All CV Buses are to undergo (and pass) semi-annual inspections at officially recognized garage with copies to be sent to Fleet Administration.


ALL CV must carry with them at all times the following items:

o
Insurance slip (no photocopies permitted)

o
Copy of local CVOR certificate

o
Vehicle registration

o
Copy of annual inspections (semi annual for buses)

o
Daily log books

	Failure to comply with the vehicle and driver requirements could result in disciplinary action for the drivers as well as possible punitive action for the ministry unit.




3.
Mandatory Training Requirements


Each ministry unit must have one “officially trained” staff able to train to all drivers.


Ministry Units are required to properly train all drivers of commercial vehicles before allowing them to drive any vehicle owned or operated by The Salvation Army.


Drivers must be trained in the following areas:

o
Completing daily inspection logs

o
Completing daily driver logs

o
Accident reporting

o
Rules of the Road

o
Record Keeping

Territorial Headquarters and Divisional Headquarters will regularly monitor the compliance through the internal audit function, the social services accreditation process, corps reviews and other internal reporting requirements as well as periodic surprise on site inspection.   This will also require the forwarding of specific documentation as required.  

Ongoing support and policy development will be offered by Property Services in areas where unacceptable levels of organizational risk have been identified.

In order to maintain the required maintenance records for MOT, the use of PHH cards is mandatory so that appropriate e-documentation is available for MOT Inspection through the PHH database.

	Section: Maintenance                                                                                                 MNT0110.03

	Policy and Procedure:  Commercial Operating


THQ Property Services will continue to develop internal systems that will ensure the highest standard of safety in order to meet and surpass government regulations.

Mark Tillsley

Colonel

Chief Secretary

	Section:  Maintenance
	Policy Number:                          MNT0110.01

	Policy and Procedures: Commercial Operating


	Original: September 20, 2013

Date Inserted:  March 18, 2016

	Approved By: Mark Tillsley

Inserted By: W. McDonough
	


	Section: Maintenance                                                                                                 MNT0111.01

	Policy and Procedure:  Regular Inspections


Policy:

Regular inspection of maintenance, kitchen and Housekeeping areas shall be conducted by the Operations Manager. 

Procedure: 

Operations Manager shall facilitate inspections on a weekly basis so as to maintain equipment and work areas. This is to establish a clean and safe work environment.    
1. An inspection sheet will be filled out and signature is required after each inspection. 

2. The Operations Manager will have a look around and ask staff what needs to done or if everything is under control.

3. Operations Manager will ensure that any issues will repairs will be done in a timely fashion.

4. The Operations Manager will sign off on all repairs and concerns. 

5. The inspection sheet will be put into a binder and stored in the Operations Managers Office.

	Section:  Maintenance
	Policy Number:                          MNT0111.01

	Policy and Procedures: Regular Inspections


	Original: April 12, 2016

Revised: November 16, 2018

	Approved by Executive Director/Department Manager
	


	Section: Maintenance                                                                                                 MNT0112.01

	Policy and Procedure:  Guidelines for Environmental Concerns
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Policy: 
Reduce Reuse Recycle


This facility shall be managed with due consideration given to its effect on the environment. The Waterston Centre seeks to minimize the waste going to landfill through recycling.

3 R’s reduce, reuse, and recycle is one of the important for environmental policy. This policy applies to the following recycling streams at Waterston Centre.  
Objectives

· Reduce the output of the general waste stream;

· Minimize contamination in the recycling stream;

· Reduce the need for landfill space;

· Take advantage of the economic benefits arising from recycling;

Procedure: 
Appropriate receptacles for select recycling categories are placed throughout the Waterston Centre buildings.

1. Paper recycling boxes are available in most Offices. Loraas disposal picks up all cardboard and paper recycling. 

Once filled, please empty your box into the large blue bins locate within your building. Only put non confidential paper into bins. All other documents shall be shredded that are confidential.   

To obtain a paper recycling box for your office, contact the Operations Manager.

2. Recycling of Cans and bottles: There are containers throughout the building for pop cans and bottles to be recycled. TV are to be taken over with the bottles to Sarcan.   

3. Cardboard Recycling: All types of cardboard except waxed or glossy can be disposed of in provided containers located around the building.

· Discard ancillary waste (eg. Polystyrene packaging) appropriately, not with cardboard.
	Section: Maintenance                                                                                                 MNT0112.02

	Policy and Procedure:  Guidelines for Environmental Concerns


4. Place empty cartridges in SEALED plastic bags or boxes and pass them along to the Operations Manager. EcoSask (cell Phones, Ink Cartridges, computers, printer, Video tapes, floppy Disk, alkaline batteries monitors Etc.) First United Church on 223 3rd Ave NE
5. E-Waste 

Property & Facilities collects and arranges for the disposal of office equipment (computers, monitors printer, etc.) The Executive Director will direct you in deposing of E-Waste. All computers will only by deposed of through  Executive Directors office.  Hard drives must be destroyed.

6. Fluorescent tubes and other lamps:

· Fluorescent tubes are replaced by maintenance.
· Old fluorescent tubes are stored in cardboard containers which are then placed in located for proper disposal (In Regina E-light Recycling Hours 9:00 a.m. to 12:00 p.m. Monday to Friday which is located 1665 St John St.
7. Operations Manager will be responsible to oversee all recycling policy and procedures are followed. 
	Section:  Maintenance
	Policy Number:                          MNT0112.01

	Policy and Procedures: Guidelines for Environmental Concerns

	Original: June 3, 2016

Revised: November 16, 2018

	Approved by Executive Director/Department Manager
	


The Salvation Army Waterston Centre

Maintenance

