Resource Management Department

Building work

objective
To provide guidelines for the systematic, organized, and efficient submission of

building and facility projects for educational institutiqns.

Scope

It covers the procedures related to proposing projects for school buildings and facilities.

Responsibilities
& The Deputy Director DI‘F Resource Management and the Head of Building and Grounds Maintéqance are responsible for

preparing invitations to relevant c:nr_nmii_.:'tees to attend meetings to analyze problems, gather information, and plan

project implementation. The secretary takes meeting minutes for submission to the Director.

2. The Head of Fa;ilitiesland Facilities Staff prepare work plans/projects for submission

to the Director.
.. Facilities Manager will submit the work plan/project to the Deputy Director of Human Resources for

consideration.

4. The director reviews and appmyeéﬁdisappmuesﬁtha project/plan and signs off.

5. The Head of Building and Grounds will prepare a memorandum reguesting permission to proceed with the project and requesting approval for

procurement and hiring as per the project's appraval
i

6. The Head of Facilities Management will submit the project permit application and procurement approval

request, as per the approved project, to the Deputy Director of Human Resources for consideration.

1. The Head of Building and Grpun:ds’will submit the project permit application and procurement/contracting

request, as per the project approval, to the Director for authorization. |

8. The Head of Building and Grounds and the committee will inspect the procurement process to ensure it complies with procurement
i | i

regulations.

Head of Building and Grounds Management will carry out the procurement process in accordance with the established procedures and regulations.

& The
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Resource Management Department

Building work

responsible person evidence
start
1. Hold a meeting of the Building and Grounds Committes Deputy Director of Human Resources, Head of 1. Meeting invitation record
to analyze problems, gather information, and plan. Building and Grounds Operations 2. Agenda

3. Record the meeting

2. Prepare work plans/projects. Building and Grounds Supervisor, PI‘DIE.‘Et proposal
|

Building and Grounds Officer

4. Deputy Head of Human Resources Management

BUHding SupEFFiSDF 1L Record reguest for appeoval

Mot approved

2. Project proposal

4. The director reviews

the plans/projects.

d i re Ctﬂ r 1. Record request for approwval
2. Project proposal

5. Regquest permisson fo proceed with the prosect; request < = -
BLHidlﬂg SUPETUISGT 1. Record requesting permission to proceed

approval for pr DtU|-E':!"|E|'|‘t.'-E:lI'|‘t!'at'.il'|g.

Building Supervisor 2. Quotation
6. Submit to the Human Resources Department.
Mot spproved
= 3. Purchasa/Procurement Permit Applcation
7. The Director reviews the director
PO LE I I|:.I':.'I|I| ‘-ﬂ eF L HES T
i
H'E El'd ﬂf EU | h:ﬁn g an d; G rFoun dE p Frocurements Furchasing Proposal Formiin a::m'-:l.:'u o

sl P e v Bl e

Procurement Committee

B Procisd vl 1h B oc il manLipunc e [rocass

BLI ild iﬂg SUPETViSD r PrecirpmantPurchasng Sroposal Form in accord ance

9. Parcel processing

end
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Operating procedures

1. Convene a meeting of the Building and Grounds Committee to analyze problems, gather information, and plan

the mplementation.

2. Prepare work plans/project proposals and submit them for approval to the director.
4
3. The Deputy Head of Human Resou rces, Management reviews the details of the plan.fp{?ject before s'ubrnil'ting it to the Director.
4. The director reviews the plan/project,and signs off on the project.
5. Reguesting permission to proceed with the project and approval for procurament/hiring: The Head of Building and Grounds Managamanlt preparas a
memorandum regquesting permission to proceed with the project and approval for procurement/hiring to be submitted to the Director.

6. The Head of Building and Grounds Management submits the project permission request and procurement/contracting

approval request to the Director, through the Deputy Director of Human Resources.

T. Procurement/Contracting Procedures: The Head of Building and Grounds and the Procurement/Contracting Committee shall ensure that the procurement/contracting

process complies with procurement regula tions.
8. The procurement process is carried out in accordance with the established procedures and regulations.

Resource Managemeant Department

Maintenance and repair of buildings, electrical systems, plumbing, etc.

objective
To provide guidelines for systematic and efficient maintenance, repair, and

maintenance of buildings, electrical systems, and plumbing.

Scope

encompass building operations related to maintenance, repair of buildings, and electrical and plumbing systems. |

Bducational institutions

Responsibilities

1. Teachers| staff, and building maintenance personnel shall report any damage to the head of building maintenance. |

2. The Head of Building and Grounds Maintenance is responsible for receiving reports of damage from teachers, staff, and building

users, and for registering and receiving the documents.
1

i Tha

building and grounds manager is responsible for inspecting any damage that occurs.

4. The Head of Building and Grounds Management is responsibie for preparing memor anda requesting permission to proceed with procurement and contracting, and submitting

them to the Director.

5. The Head of Building and Grnulnds I'.I'Iaimalnanca is responsible for procurement and contracting in accordance with procurement regulations. I

6. The facilities staff are responsible for repairing any damage that occurs.

37. The Head of EII._.Iilding and l'iimunds. Maintenance is responsible for inspecting the work performance and reporting the results

to the Director.



Resourse Management Departmeant

&

Building and facilities maintenance (building repair, electrical systems, plumbing, etc.)

start )
¢ -
1. Report damage

Y

2. Receive notification of damage

\

3. Assess the damage,

Vi

plan the action, and

coordinate.

4. Coordinate, inspect, plan,

estimate, obtain permits, and

request procuremant/icontracting,

5. Deputy Director of Administration

7. Conduct prqcur&r'nant.

Y

responsible person

Teachers, staff, building caretakers

Deputy Director of Human Resources, Head of

Building and Grounds Operations,

Building Maintenance Officer, Building Staff.

Building and Grounds Supervisor,

Building Maintenance IDfﬁCEI‘, Building Staff.

Building Supervisor

Daputy, Resource Managemeant Department

director

Building Supervisor

Janitors,

cleaners, security guards.

8. Implement the corrective actions.

Depu by Drecior of Human Resourzes, Head of

3

—— i

_‘_F_,d_f""_--‘i. Check the ﬂperatinr: P
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; pass

10. Operational Report.

correct

'

Building and Grounds Operations,

Building Supervisor

evidence

Record a message informing of damage

1. Record a report of the damage.

2. Docurment incoming Register, Parcel Departrmeant

Record a message informing of damage

Record request for approval

Record request for approval,

Record request for approval

secording to parcel regulations

Record of work performance

of staff and janitors.

Building Maintenance Officer, Building Staff.

Performance report form
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Operating procedures

1. Reporting Damage: Teachers, staff, and building maintenance personnel must report any damage by subrﬁitting a written report

to the Head of Building and Grnund:.s Management.

2. Receiving Damage Reports: The Head of Building and Grounds and the Building and Grounds staff on duty will receive damage

reports from teachers, staff, and building users, and submit them to the Deputy Director for '

Resource Management.

. Inspect the damage and plan the course of action. Coordinate with the Building Supervisor and

Building Maintenance staff to inspect the damage and plan the course of action. If no materials

are needed, repairs can be carried out as per point 8. Implement the corrective actions.
4. Coordinate, inspect, plan, estimate, and obtain permission to procure materials when damage
necessitates their use. The Head of Building and Grounds Management will coordinate, inspect,
plan, estimate, and obtain permission to record a procurement request.
5. The Deputy Director of Human Resource Management reviews and verifies the accuracy of procurement procedures in accordance with procurement

regulations and submits them to the Director for approval.

1 1

&. Procurement Procedures: The Head of Building and Grounds Management shall conduct procurement in accordance with the regulations for procurement,

7.Carry out the corrective actions as proposed in the procurement request. This may include tasks such

as janitorial work, cleaning staff, or security guard duties, etc.

8. Inspecting Operations: The Deputy Director of Human Resources, the Head of Building and Grounds, and the Building
and Grounds staff conduct inspections of operations and take corrective action for any damages as proposed.

9. Operational Report: The Head of Building and Grounds Operations reports the operational results to the Deputy Director

of Resource Management and the Director, respectively.

| The rescurce m anagement department assigns security guards to look after tha building and grounds.
i

objective

To provide guidelines for systematic, organized, and efficient
security guard operations for school buildings and premises.
Scope

It covers operations related to organizing security guar::l shifts to look after the buildings and premises of &du::aticmmlimtitutiunﬁ.

Responsibilities

e Resources and the Head of Building and Grounds Management held a meeting of the Building and

Grounds Committee to assign tasks.

2. The security guard records their daily shift activities.
3. The janitor records their daily shift duties.
4. The teacher on duty records the daily work performed during their shift.

5. The duty officer records the inspection of the work perfarmance.

6. The Head of Building and Grounds Management submits a performance report to the Director through t_r_'p:er

Deputy Director of Resource Management.



Building and grounds maintenance (arranging security guard shifts)

responsible person evidence
start

1. Hold a meeting of the Building and Grounds I

Deputy, Resource Menagement Departrent
|

meeting minutes
Commithes and aaspn tasks

duty log.

2. Record of work performance
Didn't pass

of the janitorial staff.
3. Check operations

guard duty inspectar

3. Record of teacher on duty.

4. Record of Inspection of security

guard employment.

& Record of inspection of cleaning

4. Performance report services provided.

Building Supervisor Performance report form

Operating procedures

1. Hold a meeting of the Building and Grounds Committee to assign responsibilities. |

2. Perform assigned tasks. The various committees perform their
assigned tasks.

3. Monitoring Performance: The Head of Building and Grounds maintains work |
logbooks for security guards, janitors, and teachers on duty. The supervisor

conducts inspections of work performance and records the results.

4. Performance Report: The Head of Building and Grounds Maintenance prepares a

work inspection logbook for security guards and cleaning staff, verifies work performance,

| a
and reports performance results to superiors.



)

Organizational Chart of the Human Resources and

Facilities Management Department.

director

Deputy Director of Resource Management

Building Supervisor

Maintenance and repair of buildings, electrical systems, plumbing, etc.

Arranging security guards to look after the building and premises.
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