RFP No. RFP-FS-SP-2019-02-JP
Statewide O&M Facility Maintenance Services

ATTACHMENT 10SAMPLE WORK SHEET[bookmark: _GoBack]The following is a sample table of contents and maintenance procedure checklist indicating the standard that will be required to be performed by an SPF during the term of a Contract award for a Region.  It is being provided for informational purposes only.    This sample concerns the anticipated JCC requirements for Air Cooled DX (Heat Pump) Quarterly PM Procedures and is provided as a sample of the level of detail that will be provided by system and sub-system.  However, all SPF’s are advised that the JCC reserves the right to revise this sample at anytime. The then-applicable mainteneance procedure checklist will be included in the step two RFP process.  

[image: ][image: ]

[image: ]

[image: ]

[image: ]

[image: ]

[image: ]

[image: ][image: ]
Page 1 of 10

image4.jpeg
Air Cooled DX (Heat Pump) Quarterly PM Procedures

Maintenance Tech'’s: Follow the safety guidelines and operational steps of this procedure as written. Stop
performance of procedure if safety cannot be maintained and inform facility manag-
er of problem and progress. Complete all required documentation.

Section 5:
Facility Impacts

Facility Equipment or System | Yes No N/A | Details: Define specific impact to affected equip-
ment or systems; lockout/tag out requirements.

Electrical Utility Equipment| Q Q

Emergency Generator System| Q [m]

Heating/Cooling System ] O |Heating and coocling will be unavailable in
affected space during PM procedure.

Ventilation System| Q [m]

Uninterruptible Power Supply System | QO ]

Power Distribution System| Q ]

Emergency Power Off (EPO) System| Q Q

Fire Detection Systems| Q [m]

Fire Suppression System| Q Q

Monitoring System | Q [m]

Control System| Q ]

Security System| Q ]

General Power and Lighting System| Q ]

Lockout/Tag Out Required? Q QO | LOTO will be used after initial operating
inspection is complete.

Provide any additional relevant detail not covered above:
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Section 6: Identify all documents required to support successfuf completion of this work. Example: OEM manu-
Supporting Documen- al, site safety plan, communication informing key stakeholder of work to be performed, etc. Provide
Fation hyperlinks to documents when available.

Supporting Documents: | 1. O&M Manual may be found at [Insert web address].

Section 7:
Safety Requirements

1. | All personnel involved in the procedure have read and agree to adhere to Yes O No
the Site Safety Policies and OSHA/CalOSHA regulations.

2. | Are there Potential Hazards? If Yes, check all that apply below. Yes O No
Electrical O Hazardous Chemi- | Q Airborne Particulates | Q Impalement
cals
Q High Pressure (water/ High Temps Low Temps Sharp Edges/ Pinch
pneumatic) Points
Q Fall Hazards Q Ergonomics Q Other (List in spaces
provided)

3. | Personnel Protective Equipment (PPE) required. Check all that apply

Q Hard Hat Safety Glasses Q Flash Proof Safety Q Face Shield
Glasses

Q Steel Toe Boots Q Refective Vest / Hearing Protection Arc Flash PPE
Clothing

Q Cut Resistant Gloves | @ Chemical Resistant | Q Chemical Apron Q Dust Mask
Gloves

Q Self-Retracting Life | Q Harness and Lan- Q Respirator Q Radio

Line vard

Other (describe): Nitrile gloves (disposable).
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4. | Safe Work Practices (precautions/controlling measures) to be followed.

Provide a detailed discussion of the hazards associated with the work activities/location, including the safety measures/per-
sonal protective equipment (PPE) to be ulilized to alleviate the hazard.

HAZCOM Yes O No Review SDS for all chemical cleaning agents.

Electrical Yes O No Use arc flash PPE when taking voltage and amp mea-
surements.
Hand & Power Tools Yes O No PM tasks require use of a magnahelic, multimeter and

thermocouple.

Fall Protection | Q Yes B No

Hot Work | Q Yes B No

UPS / Battery Safety | Q Yes B No

Other Yes O No Describe additional safety work practices, not described
above, that will be used while performing the work. (Examples: confined
space entry, scaffolding, aerial work platforms, etc.)

Use nitrile gloves when cleaning condensate pan.

Housekeeping | Clean up area upon completion of PM procedure.

Pre-Work Safety Briefing Yes O No

5. | Required Permits (Check all that apply)

Q Energized Work Q Hot Work Q Confined Space Q Other (specify)
Section 8: Complete an Activity Hazard Analysis (AHA) and document all risks and controls. Determine the
Procedure Risks, Con- appropriate level of risk based on control measures inacted as part of this procedure.

L
tingency Plans, &
Assumptions
Risks Risk 1: There is a risk of electrical shock when taking multimeter readings.

Risk 2: There is a risk of chemical exposure when cleaning the condensate pan.

Risk 3: Failure or removal from service of the unit due to malfunction or degradation
of components or systems.
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Contingency Plans

Specific to the risk noted above, what is the plan to deal with the risk should it come to be realized
during the course of the work?

Contingency Plan 1. Use arc flash PPE when taking voltage and amperage read-
ings.

Contingency Plan 2: Use nitrile gloves to provide protection from chemical expo-
sure while cleaning the condensate pan. Review SDS of chemical cleaning agents.

Contingency Plan 3: Most maintenance parts may be obtained within 24-48 hours.
Facility manager will provide interim measures while unit is down.

Assumptions Assumptions 1: Any deviation from this approved procedure must be reviewed,
approved and accepted by both site and department management.
Assumptions 2: All personnel involved in the procedure have read and agree to
adhere to the Site Safety Policies and to OSHA/CalOSHA regulations.

Section 9: The folfowing notifications are to be made during the conduct of this procedure.

Notifications Page

Facility Management

Notify Facility Manager when PM procedure:

Begins via 0 email @ phone TME:

Is completed via 0 email ® phone TME:
CMMS Administrator Notify CMMS Administrator when PM procedure:

Is completed via B email Q phone Time/Date: ________
Section 10: List the very specific steps that will be taken to complete this work This should include every action

Procedure Details

taken from arrival on site to leaving the site and posting notification to key stakeholders.

NOTES: o Verify that Change Management approval has been received prior 1o performing work.
o Log Time for major steps
*  Notify facility management of unanticipated impacts to timeline

Step

Procedure Time Date | Initials

1 Communicate with affected occupants. Disclose purpose of work, ex-
pected time frame, and expected impact to environment. If necessary,
reschedule to a more appropriate time.

2. | Review the operation of the unit on the BMS and make sure that all points
are active and working. Document findings to be verified when at unit.

3. | Check for safe equipment access.

4. | Communicate start time to facility manager.

The following tasks detail specific inspections to be conducted while unit is in operation. Exer-
cise caution when accessing an energized unit.
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9. Condenser Fan Section

Inspect bearings for discoloration, excessive wear and end play. Apply
grease, as needed.

Adjust pulleys and belts. If belt wear indicates a need for replacement,
replace belt.

Belt replaced: Q Yes O No

Inspect fan blades, looking for cracks or deformation.

Lubricate fan and motor.

10. | Create a follow-up work order for any additional work that needs to be
accomplished on the unit.

11. | Communicate completion time to facility manager and CMMS administra-
tor.

12. | Communicate completion of tasks to affected occupants.

Section 11: A Dry Run of the procedure should be conducted with those that will be performing the work to
Procedure Approval ensure nothing s missed.

Dry Run Performed (Physical Walkthrough) DATE TIME

Facility Manager Approval | M4ME TITLE DATE

Craft Manager Approval | MME TITLE DATE

Safety Coordinator Ap- NAME TITLE DATE

proval
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5. Operational Overview

Note current outside air temperature and weather conditions.

Temp: __ Weather:

Listen and feel for any abnormal vibration or noise. If noted, record in the
space below:

Safely open the control access panel. Be very careful as this area is
energized.

Verify all service lamps are working. Replace, as needed.

Using a multimeter, check and record the voltage and amperage for the
compressor while unit is in operation.

Check and record the following parameters:

SATemp: __ RATemp: __
6. [Lormo

Turn the unit off, shut off breaker [panel and breaker number], and follow
proper lockout/tag out procedures to deenergize the unit.

7 |cCoils

Inspect coils for cleanliness. Note any oily spots as potential refrigerant
leaks.

Inspect and blow out condensate drain with compressed air.

8. Controls

Inspect wiring and all connectors, looking for discoloration or loose fit-
tings connections.

Inspect and clean VFD.

Check all terminations in control panel.
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Section 1: Procedure Title:
ﬁ,’;ﬁ;i‘:;jnsc”edu’e Air Cooled DX (Heat Pump) Quarterly PM Procedures
Procedure Author: Creation Date: Revision Number: Revision Date:

K. Avey 12/10/2018 Original N/A
Procedure Time Frame: Expected Start Date: Start Time: Completed Time:

TBD
Procedure Frequency: Quarterly Level of Risk: Per Service Provider Assessment
Section 2: Facility Name: Work Order Number:
Site Information
Street Address: City: State: Zip:
Section 3: Work Area: Affected Systems:
Procedure Overview | o ¢ (b1 Exterion) HVAC
System: Subsystem: Equipment Category: OmniClass Egquipment Code:
HVAC Heat Pumps Packaged Heat Pumps [ 23-33 17 11
Equipment Manufacturer: Model Number: Serial Number: JCC Equipment 1D:
H1-Q

Personnel Required/Affected:

Name, position and contact informal

representative of occupants affected by work.

tion for each person assigned to complete work and manager or

JCC MX Personnel:

Contractor #1:

Contractor #2:

Affected Occupants:

Section 4:
Purpose, Scope and
Responsibilities

Purpose:

To prevent asset degradation and failures of affected systems, and to maintain war-
ranty effectivity when applicable.

Scope:

Performance of manufacturer recommended preventative maintenance procedures
for the Heat Pump Unit. This includes inspection, measurement and recording of
unit operating parameters for proper trend analysis.

Responsibilities:

Facility Manager:

The facility manager or designee will oversee implementation of this procedure,
providing an appropriate briefing on safety and execution of procedural steps.
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