OKLAHOMA COUNTY JUVENILE DETENTION FACILITY

POLICY AND PROCEDURE MANUAL

________________________________________________________

CHAPTER EIGHT: DETENTION                                                 __________

POLICY 8.3-14 – SAFETY & SECURITY – EMERGENCY POWER AND PREVENTIVE MAINTENANCE PLAN      

PAGE 1 OF 6

Policy: 

1) There is a written plan for preventative maintenance of the physical plant with provisions for emergency repairs of equipment. This plan is reviewed annually and updated as needed. (3-JDF-3B-08)

Procedures:

1) Inspections: 

a) There are a number of inspections conducted within the Facility which, when combined with the routine housekeeping plan, serve as the basis for a preventive maintenance program. Provisions relating to the on-going housekeeping plan are noted under the Sanitation Inspections Section of this manual. (3-JDF-4B-06)

b) The Facility Administrator is responsible for the Oklahoma County Juvenile Facility which houses the Detention Center and the primary mechanical, electrical, and structural components. 

c) The Building Maintenance Supervisor is tasked with the overall monitoring, operation, and day-to-day maintenance of the Facility.

d) The Detention Facility provides staff for the day-to-day supervision of residents, as well as, assistance with the on-going inspection of equipment, furnishing, and physical structure needs.

e) The Facility Administrator, in cooperation with the Maintenance Department, ensures that an accurate account of all problems, requests, and maintenance are kept.

f) The Maintenance Department receives a work order (see attachment A) for any needed repairs.  Once the work is completed, the completed work order is returned to detention.

i) Each time a maintenance staff member brings tools to detention, he must also bring the Tool Inventory List, Form M-4 (see attachment B). 

ii) Tools, which may be carried in a bucket or individually, must be inventoried before entering and after leaving detention to ensure nothing is left behind.

g) Maintenance personnel, on a regular basis, conducts preventive maintenance, checks on all systems equipment, and parts of the Facility to avoid potential maintenance problems. Facility staff need to be alert and aware to prevent minor problems from becoming major repair items and report problems as discovered.

2)  Detention Facility Staff Responsibilities (3-JDF-3A-11):

a) Detention staff conduct scheduled inspections as follows to aid in maintaining the integrity of the Facility:

i) Daily:

(1)  The Shift Supervisor inspects all areas of the Facility for security, cleanliness, and other problem areas related to maintenance or safety. The Shift Report notes all problem areas for the Assistant Facility Administrator. (3-JDF-3A-10)

(2) The Assigned Control Center operator, on each shift, inspects his/her panels to include the Fire Alarm System for any malfunction or improperly operation doors, sally port, etc. and reports any malfunction to the Shift Supervisor to be included in the Shift Supervisor Report.

(3) The Food Service staff inspect all kitchen appliances daily for malfunctions, damage, and overall appearance, noting the condition of floors, walls, etc., and report any concerns on the Daily Kitchen Checklist (Form D-62) (see attachment C). (3-JDF-4A-09)

(4) Shift Supervisors may bring problems requiring an immediate response to the attention of the Building Maintenance staff who are on duty or on-call 24 hours a day, 7 days a week.

(5) Non-emergency problems are brought to the attention of the Facility Administrator through the Shift Report. The Facility Administrator takes the appropriate action necessary for correction. This may include preparing a Maintenance Work Order (B-1) for the Maintenance Department, contacting vendors with whom the Facility has a service agreement, or conducting any other action which is necessary to address the deficiency. 

(6) The electronic security intercom, surveillance, and fire prevention system is maintained by contract with private vendors.  In case of problems, they are contacted by the Facility Administrator who is notified (if non-emergency) through the Shift reports. 
(7) Service for any component of any system not covered by contract is obtained through the use of a purchase requisition. (3-JDF-1B-15)

(8) The Facility Administrator or the Bureau Director, who assumes the necessary approval from the County Purchasing Department, requests such requisitions. The Bureau Director may obtain an emergency requisition when necessary to maintain the security or integrity of the Facility. (3-JDF-1B-15)

(9) Daily checks of refrigerator and water are conducted by administrative, medical, or dietary personnel.  (3-JDF-4A-09); (3-JDF-4A-10)

b) Weekly:

i) The Assistant Facility Administrator-Administrative Services walks through the Facility and brings problem areas to the attention of the Facility Administrator, or other appropriate persons. (3-JDF-3A-11)

ii) Each week, the Assistant Facility Administrator-Administrative Services conducts inspections of fire safety and sanitation areas and completes a written report which brings deficiencies to the attention of the Facility Administrator for corrective action. (3-JDF-3B-10); (3-JDF-4B-01)

iii) Each week, the Assistant Facility Administrator-Administrative Services completes an inspection of the Kitchen and other food service areas, including dining and food preparation areas and equipment, sanitary, temperature-controlled storage facilities for all foods, and completes a written report (see attachment D) which brings deficiencies to the attention of the Facility Administrator for corrective action. (3-JDF-4A-09); (3-JDF-4A-10); (3-JDF-4B-01)

c) Monthly:

i) The Assistant Facility Administrator-Administrative Services conducts monthly inspections of the facility for fire and safety deficiencies, food service deficiencies, and tests and inspects the (3-JDF-3B-10):

(1) Smoke Alarm;

(2) FEAR System;

(3) Emergency doors;

(4) Emergency communication; and

(5) Emergency lights.

ii) The Assistant Facility Administrator-Administrative Services also reviews the Maintenance Department’s Emergency Test Log and records findings on the Monthly Test of Equipment Form.

3) Building Maintenance Staff Requirements:

a) Respond to and provide initial trouble shooting for all problems and requests initiated by Facility staff.

b) Provide scheduled inspection/preventive maintenance to aid in the continuous physical operation and integrity of the Facility.

c) Provide labor, materials, equipment, and operating budget necessary to perform the following:

i) Daily Inspections Required:

(1) Visually inspect the fire panel of the sprinkler and stand pipe system for malfunctions and report any concern/needed maintenance in the Maintenance Log.

(2)  Monitor and record the temperature and pressure readings of the HVAC Heating and Cooling Units, and report any concerns/needed maintenance in the Engineer Check and Record (see attachment E).

(3) Visually inspect chilled water pumps and check seals for leakage and report concerns/needed maintenance in the Maintenance Log.

(4) Check oil level and pressure on the air compressor serving heating and cooling controls and report concerns/needed maintenance in the Maintenance Log.

ii) Every Two Weeks: 

(1) In the event of a power loss, the Facility has an emergency generator to assure the continued operation of the Facility. Every other week, a complete test of the emergency generator is conducted. The results are recorded on the Emergency Generator Test form (see attachment F). The test includes running the generator and checking the (3-JDF-3B-06); (3-JDF-3B-09): 

(a) Temperature readings;

(b) Voltage and amperage; and

(c) Batteries and charger.

iii) Monthly:

(1) Maintain plumbing drains (i.e., pour water down all drains) and record in the Plumbing Drains Maintenance Log (see attachment G). Additionally, Maintenance staff are responsible for clearing any drain stoppages.

(2) If Maintenance cannot remedy the problem, a Blanket Purchase Order is maintained with an outside vendor for such instances.

iv) Bi-Annually: 

(1) Inspect the supply of air fans, bearings, motor, and filters of the HVAC. Equipment is lubricated, filters changed, etc. as needed per reported problems or as indicated by inspection and recorded in Maintenance Log.

v) As-Needed:

(1) Maintenance repairs, replaces, and/or makes minor adjustments to doors, closures, and hardware as needed per reported problems or indicated per periodic inspections. Oklahoma County Maintenance employs an electrician to respond to any problems of this nature.

(2) Minor plumbing fixture repairs adjustments, and replacements are performed by Maintenance staff as needed per reported problems or when indicated by periodic inspections.

(3) Clean Kitchen exhaust hood filter and record in the Maintenance Log.

(4) Maintenance staff repairs to Kitchen equipment as needed per reported problems or indicated by periodic inspections. Kitchen equipment, to include refrigerators, freezers, ice maker, dishwasher, ice water dispenser, steam table, steam cooker, grill stove or burner, and garbage disposal with sink may be repaired through the use of Blanket Purchase Order with outside vendors.

4) Inspection/Service By Outside Vendors:

a) The inspections/service by outside vendors assist with scheduled inspections, preventive maintenance, to aid in the continuous physical operation, planning in operating and budget areas and in maintaining the integrity of the Facility.

b) Provides additional and unbiased evaluations in ensuring Facility meting minimum requirements to operate.

i) Monthly:

(1) The Exterminating Company under contract (3-JDF-4B-05):

(a) Inspects for vermin/pest and administers treatment per reported problems or as indicated by inspection.

(b) Contacting the contracted exterminator may obtain additional extermination when problem areas are noticed. Such contacts are made by the Maintenance Department.

ii) Quarterly:

(1)  The Company under contract inspects the sprinkler system and fire alarm.

iii) Bi-Annually: 

(1) The Company under contract inspects C-02 fire unit over the Kitchen stoves.

iv) Annually: 

(1) The Company under contract inspects fire extinguishers.

v) As-Needed or Specified by Warranty and/or Contract:

(1) Contractual Agency: Each preventive maintenance call is scheduled by a service report detailing:

(a) What tasks to be performed;

(b) What skill levels are required; and

(c) What special tools and instrumentation are needed to maintain the system at optimum comfort and efficiency levels.

(2) Maintenance intervals are determined by equipment application location, and the Contractual Agency of maintenance experience and manufacturers specifications, according to the Contractual Agency’s best judgment.

(3) The State Fire Marshall’s Office inspects the Facility annually. The City/County Health Department, Department of Public Integrity of the Office of Juvenile Affairs, and the Oklahoma Commission on Children and Youth Services insure compliance with all health and safety fire and sanitation requirements. Any deficiencies are noted in writing with written documentation of correction being obtained or provided by the Facility Administrator. (3-JDF-3B-01); (3-JDF-4B-03)

5) Maintenance Needs and Requests: 

a) The Facility Administrator, Assistant Facility Administrator, and/or designated staff make a written request on the Maintenance Work Order (B-1). In emergencies, the building Maintenance Supervisor is contacted immediately. (3-JDF-3B-08)
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