Building Operation Policy 

Sample Policy #1
Building Operation

The responsibility for the care, maintenance, upkeep and general condition of the buildings, grounds and parking lots are the director’s. He/she may delegate any or all tasks, but cannot relinquish the final responsibility. Situations necessitating an adjustment to approved budget categories must be referred to the board. Emergency situations involving the building should be reported to the director as soon as possible.

Heating/Cooling

The thermostats at all locations should be set at a temperature for the best preservation of the books. The heating/cooling unit of the main office is located on the roof. A ladder is stored under the building to be used to access the unit when needed. The h/c unit should be checked twice yearly by a qualified h/c service person. The filters should be changed at least twice a year or as recommended by the service person.

Fire Alarm and Extinguishers

Fire alarms should be checked at the end of each quarter. Each staff member should know how to operate the fire extinguishers in case of an emergency. Emergency exit lights should be kept burning at all times. Emergency telephone numbers should be posted near all phones.

Library Opening Procedures

· Make coffee;

· Empty book drop;

· Boot computers;

· Print and cut date due slips;

· Put current daily newspapers in magazine area;

· If sidewalks are slick, put down ice melt and/or shovel sidewalks;

· Turn on inside lights and unlock door.

Library Closing Procedures

· Tell customers the library is closing;

· Lock doors;

· Turn off all equipment that must be turned off;

· Change back-up tape if required;

· Turn on outside lights;

· Turn off inside lights.

Keys

Each employee will be issued a door key for the branch at which he/she works. Employees are to turn in their key upon termination of employment. Extra door keys are in the possession of the director or assistant director.

Anyone who will be using the library after closing hours should pick up a key on the day of the event and return it the following day.

Sample Policy #2
Building Maintenance Policy

In order to avoid the deterioration of library facilities that could result from undetected wear and/or incipient defects, the Library Board of Trustees will secure the services of consulting personnel competent to undertake an annual inspection of the structure and a semi-annual inspection of all mechanical systems.
Sample Policy #3
Library Maintenance
Weekly / Twice Weekly Activities

· Clean and restock restrooms.   (Twice weekly at ______________________________ & _______________________________)      Flush restroom floor drains with minimum 2 gallons of water weekly  (_____________________________________)    Do not place auto-cleaning packets in toilets.

· Gather all trash and place in appropriate location for pick up.  (Twice weekly at __________________________________ & _______________________________)

· Flush kitchen sink with 1/2 gallon of bleach and 2 gallons of water weekly (_____________________________________)

· Vacuum all carpeted areas

· Sweep, wet mop and buff all vinyl floor areas, unless that area has not been used since the previous cleaning or no less than twice a month  (Staff will leave note in mailbox at ____________________________________ every time meeting room has been used;   staff will leave note on “Notes to ________________________________________” cabinet at ________________________________________on every meeting room use)

· Clean water fountains at all locations 

· Clean all desk and tables areas with warm soapy water, rinse and dry

· Dust window sills, shelving (top to bottom), chair wooden or plastic surface

· Clean and dust around and under all computer surfaces with specified equipment, then clean tables surfaces with warm soapy water, rinse and dry

· Clean elevator at selected location with special attention to grooves in doorways

· Clean doors and windows, inside and out with exception of the outside of the upstairs rear window at __________________________________ and the windows in the Records Retention Room at _______________________________ (Records retention room should be done every six months)

· Sweep outside entries to libraries (entryways, sidewalk, porches), removing all debris including items such as gum and other adhering materials

· Clean drains in breezeway sidewalk at _______________________________

· Clean baseboards throughout any buildings with baseboard areas

· Clean ledges around columns at ________________________________
· Clean meeting room tables with warm soapy water, rinse & dry, using Mr. Clean eraser when needed

· Remove cobwebs from any surfaces, especially corners and signage throughout the buildings

As needed
· Change light tubes and bulbs and ballasts

· Clean inside light fixtures / covers (at least quarterly)

· Notify supervisor of any facilities problems noted, including possible acts of vandalism, in a timely manner

· Clean chairs with fabric areas as needed with appropriate solutions

· Wash down outside sidewalk and parking area at _________________________ with hose

· Keep cleaning supplies storage areas neat and orderly

· Be vigilant in not leaving cleaning materials out in public areas, especially chemical based items which may harm children

· Notify appropriate supervisors when supplies are needed

· Clean heavily soiled areas in the building, i.e., light switches, frequently used wall surfaces, etc.

· Carry out other duties and responsibilities as instructed for special occasions, including but not limited to assembly and disassembly of meeting room tables and chairs

