SPRING MAINTENANCE
	BUILDING:
	DATE/COMMENTS



	Site Maintenance
Remove and dispose of all fallen tree limbs, dead shrubs, etc.

Remove brush and weed growth adjacent to building walls

Reseed worn lawn areas

Fertilize lawn

Trim and prune shrubs and trees

Repair property damaged due to winter plowing

Clean all site drains

Obtain contract bids for summer yard care and landscaping (if required)

Repair potholes in parking lots and driveways

Check and service playground equipment

Service lawnmowers


	


2.1

SPRING MAINTENANCE
	BUILDING:
	DATE/COMMENTS


	Building Exterior Maintenance
Install awnings

Remove and store storm windows and install screens as requires

Wash windows

Replace cracked or missing putty

Replace broken window glass

Paint building exterior as required

Building Interior Maintenance
Dispose of all unused books, papers, debris, etc.

Clean window, blinds, draperies, etc. monuments, and fences

Open crawl space and basement windows for summer vacation


	


2.2

SPRING MAINTENANCE
	BUILDING:
	DATE/COMMENTS



	Mechanical Equipment Maintenance
Service all pumps per manual

Clean ashes from fireplaces

Service all air conditioning equipment. Remove exterior covers and store.

Service all ventilating equipment

Electrical Equipment Maintenance

Check and secure roof and gutter heating cables


	


2.3

SUMMER MAINTENANCE

	BUILDING:
	DATE/COMMENTS


	Site Maintenance

Remove any excessive overgrowth

Patch, repair, and seal asphalt road and walkway surfaces

Repair concrete road and walkway

Repair and paint fences


	


2.4

SUMMER MAINTENANCE

	BUILDING:
	DATE/COMMENTS



	Building Interior Maintenance

Remove all rubbish, boxes, debris and combustibles from:

· Paths of exit

· Doorways

· Stairs

· Under stairs

· Furnace and utility rooms

· Around flues and chimneys

· Around any heating equipment and heat-producing equipment

· Around radiators

· Electrical panel areas

Building Exterior Maintenance
Wash all dirt accumulated on building surfaces

Remove all ivy from building walls, monuments, and fences

Paint building exterior as required

Lubricate exterior door hinges and hardware

Replace broken glass

Replace loose and disintegrated mortar


	


2.5

SUMMER MAINTENANCE
	BUILDING:
	DATE/COMMENTS



	Mechanical Equipment Maintenance

Perform test on building fire sprinkler system. Service as required

Service heating system 

Check boiler for any fuel leaks

Clean furnace system

Check openings or motorized dampers which provide combustion air to boiler room

Check boiler cleanout openings, doors etc. For air leakage and corrosion

Check for water leaks in boiler and in piping

Pump out septic tanks at lease every 4 years

Plumbing Maintenance
Service well pump and water storage tank

Inspect and clean out grease trap

Repair or replace broken fixtures

Replace washers or packing on leaking faucets, etc.

Electrical Equipment Maintenance

Replace light bulbs which have burned out
	


2.6

ROOF CHECKLIST
Warning: Winter is approaching. Winterize your roof with these 10 steps to help prevent leaks:

1. A thorough “clean up” of the roof should be done. Debris thrown around on the roof by wind creates many problems. Repair any deteriorated areas of the roof. 
____________
2. Clean all drains, gutters, and downspouts of debris. Check all gutter seams and seal if necessary.






____________
3. All metal cap flashings should be re-caulked where necessary.
____________
4. Each H.V.A.C. unit should be checked for the following:

a. Condensation pans and drains should be cleaned and checked 
____________
b. Unit accessories and panels should be secured and sealed.
____________
c. Examine external duct work. Check seals on joints.

____________

5. Swamp coolers should be drained and covered. Exterior water lines should be turned off and drained entirely.




____________
6. Inspect the domes of skylights for cracks and reseal with non-hazardous sealant, if necessary.







____________

7. Check on vents and pipes to make sure they have storm collars and are sealed properly.







____________

8. Top off pipe penetration pockets (pitch pans).


____________

9. Make certain all exposed fasteners are tight and weather sealant is in good condition. Replace and repair if necessary.



____________

10. Check gaskets at roof access doors and hatches for proper fit.
____________

· Keep ice and snow away from drain areas on roofs by clearing a path from the roof center to the drains.

· Be careful when walking on roofs to avoid surface damage and falls.

· Never attempt to melt ice from drains or roof surfaces with blow torches or similar devices.

· Occasionally, it may be necessary to clear your roof of a major snow accumulation. If heights or climbing are involved, seek professional help for this potentially dangerous task. A professional has the knowledge and the tools to do the job safely.

· Please remember ladder safety and use extreme caution while on the roof.
3.1

PLUMBING AND SPRINKLER SYSTEMS – CHECKLIST
It is important to check the plumbing of your building(s) each year to make certain it is in good working condition and protected against freezing. Leaks and burst pipes can cause extensive damage to floors, walls, and your contents. Please review the tips below:

· Insulate all water or drain pipes that travel through poorly heated areas, such as, cupboards closets, and corner areas. Pipes in attics, crawl spaces, exterior walls and other unheated areas are particularly susceptible to freezing.
______

1. Wrap the pipes with two layers of one-inch, insulation blanket.

2. Secure in place with duct tape. Do not compress the insulation unnecessarily.

· Remove all garden hoses from outside faucets.


____________

· Blow-out and drain lawn sprinkler systems to avoid freeze-up and damage.

____________
· Shut off water services to vacant buildings at the stop box. Open all faucets to drain remaining water.





____________

· Sponge out water in toilet tanks in vacant buildings, and then put a rubber stopper in the toilet bowl.





____________

· Turn off electricity or gas to the water heater in vacant buildings. Drain the water heater and water softener.




____________

· Maintain temperatures of at least 50 degrees Fahrenheit in all areas covered by wet pipe sprinkler systems. Place thermometers in the coldest areas of all buildings and check them often.




____________

· If your wet pipe sprinkler system has a special anti-freeze system, make sure the maintenance company services it.



____________
· If you have a dry sprinkler system, during sub-zero weather you should make daily checks of the auxiliary drains located in cold areas.
____________

· Keep the dry valve enclosure of your dry sprinkler system in good repair and make sure the heating device can maintain a temperature of 50 degrees Fahrenheit.






____________

Often pipes will begin to leak when thawed. Have someone in the building when normal heat is restored to a vacant building.

3.2

FALL MAINTENANCE
	BUILDING:
	DATE/COMMENTS



	Site Maintenance

Clean all site drains

Obtain contract bids for winter snow plowing (if required)

Remove brush and weed growth

Clean and service lawn mowers

Check and service snow blowers


	


3.3

FALL MAINTENANCE

	BUILDING:
	DATE/COMMENTS



	Building Exterior Maintenance

Cut back tree limbs resting on building and roofs

Install storm windows and weatherstripping

Repair and store summer screen windows

Replace cracked or missing caulking at doors and windows

Remove all exterior awnings

Paint building exterior as required

Building Interior Maintenance
Clean radiators and air registers

Close crawl space and basement windows opened for summer ventilation

	


3.4

FALL MAINTENANCE

	BUILDING:
	DATE/COMMENTS



	Mechanical Equipment  Maintenance

Clean chimney flues as required
Cover air conditioners

Clean boiler room of all debris

Check and service propane gas equipment and piping

Clean or replace furnace air filters

Electrical Equipment Maintenance
Test emergency lighting system

Test all exit lights

Test fire alarm system

Test smoke detectors. Replace batteries if necessary

Repair or replace non-functioning switches, receptacles and outlets

Replace frayed wiring
Plumbing Maintenance

See Page 3.2 for checklist

	


3.5

Winterization - Loss Prevention Strategies
Parishes can prevent slip and fall accidents by looking at the exposures and using loss prevention techniques.

· In winter months, parishes can procure and have shovels, ice choppers, ice melt and sand readily available to treat walkways. And, parishes can organize ushers or other volunteer escorts to accompany elderly, handicapped or other parishioners to and from their vehicles.

· Parishes can alert maintenance persons, ushers or other concerned parishioners to recognize and address slip or fall hazards, such as lifts on stairs, water puddles, torn carpets, “bunched-up” rugs, slipper floor mats, and so on. Doing an ongoing self-inspection (especially during high traffic times like between masses) and having a crew of helpers to fix problems can help immensely.
· Many parishes do not allow rice, birdseed, flower petals or confetti to be thrown on church property at weddings. Especially if you do not have a maintenance staff to clean up afterwards, this would be a prudent policy.

· Many parishes have schools and playgrounds. Parishes should make it a priority to inspect playgrounds, including playground equipment such as jungle gyms and climbing fixtures. Supervision of students during play periods is essential to help discourage horseplay or other unsafe actions that could lead to an injury.

· Slips and falls “on stairs” can result from foreign objects on the steps, loose or no handrails, poor lighting, or a faulty step condition (such as torn carpeting, uneven steps, cracks or crevices.) Parishes should inspect stairs for these conditions and make the appropriate remedies. Warning signs can help alert users to be aware of hazards until further action can be taken.
· Encourage all employees, students, volunteers, etc. to stop and pick up “foreign objects” that they come upon. By keeping our buildings and grounds clear of foreign objects, we will be preventing injuries from slips and falls. We cannot expect one person to do this work. The parishes belong to all of us.

· Do not leave building unattended for extended periods of time during the winter months. Make daily checks, if possible, to ensure that the heating system is operating properly.

3.6

WINTER MAINTENANCE
	BUILDING:
	DATE/COMMENTS



	Building Interior Maintenance
Patch and paint damaged and faded walls and ceilings

Refinish damaged or peeling interior wood trim

Paint or refinish handrails, doors, windows, etc.

Clean entry floors of exterior salt and sand

	


3.11

WINTER MAINTENANCE
	BUILDING:
	DATE/COMMENTS



	Mechanical Equipment Maintenance

Clean or replace furnace air filters monthly during December, January and February

Check water levels in boiler and blow down boiler water once weekly

Bleed air from radiators

Electrical Equipment Maintenance
Clean light fixtures and replace light bulbs which have burned out

Test all exit lights

	


3.12

ROOF CHECKLIST
Warning: Winter is approaching. Winterize your roof with these 10 steps to help prevent leaks:

11. A thorough “clean up” of the roof should be done. Debris thrown around on the roof by wind creates many problems. Repair any deteriorated areas of the roof. 

____________

12. Clean all drains, gutters, and downspouts of debris. Check all gutter seams and seal if necessary.






____________

13. All metal cap flashings should be re-caulked where necessary.
____________

14. Each H.V.A.C. unit should be checked for the following:

d. Condensation pans and drains should be cleaned and checked 
____________

e. Unit accessories and panels should be secured and sealed.
____________

f. Examine external duct work. Check seals on joints.

____________

15. Swamp coolers should be drained and covered. Exterior water lines should be turned off and drained entirely.




____________

16. Inspect the domes of skylights for cracks and reseal with non-hazardous sealant, if necessary.







____________

17. Check on vents and pipes to make sure they have storm collars and are sealed properly.







____________

18. Top off pipe penetration pockets (pitch pans).


____________

19. Make certain all exposed fasteners are tight and weather sealant is in good condition. Replace and repair if necessary.



____________

20. Check gaskets at roof access doors and hatches for proper fit.
____________

· Keep ice and snow away from drain areas on roofs by clearing a path from the roof center to the drains.

· Be careful when walking on roofs to avoid surface damage and falls.

· Never attempt to melt ice from drains or roof surfaces with blow torches or similar devices.

· Occasionally, it may be necessary to clear your roof of a major snow accumulation. If heights or climbing are involved, seek professional help for this potentially dangerous task. A professional has the knowledge and the tools to do the job safely.

· Please remember ladder safety and use extreme caution while on the roof.
4.1

ROOF INSPECTION
Building _________________________
Designation _________________________

	Date
	Location
	Inspector



	Is Roof Leaking?
	YES
	NO
	(Circle One

	Location

	What repairs have been made to roof since last inspection?

	

	

	Inspection Notes:


	A = Good, Sound Condition

B = Minor Problem. No Repairs Needed Now

C = Minor Problem. We Can Repair It

D = Outside Assistance Needed

E = Outside Assistance Needed Immediately

	ITEM
	NOTES:
	ITEM
	NOTES:

	1. Roof Condition
	
	6. Wall
	

	  A. General Appearance
	
	    Mortar Joints
	

	       Debris
	
	    Spalling
	

	       Drainage
	
	    Movement Cracks
	

	       Physical Damage
	
	7. Roof Edge/Fascia
	

	  B. Surface Preparation
	
	    Splitting
	

	       Bare Spots
	
	    Securemeant
	

	       Alligatoring
	
	    Rusting
	

	2. Membrane Condition
	
	    Fasteners
	

	     Blistering
	
	    Wind Damage
	

	     Splitting
	
	    Gutter Condition
	

	     Ridging
	
	8. Roof Penetrations
	

	     Vegetation/Foilage
	
	  A. Pitch Pans
	

	     Punctures
	
	       Shrinkage
	

	     Slippage
	
	       Attachment
	

	3. Base Flashing
	
	  B. Equipment/Operation
	

	    Punctures
	
	       Contaminants
	

	    Deterioration
	
	       Traffic Damage
	

	    Blistering
	
	  C. Roof Jacs/Vent
	

	    Open Laps
	
	       Attachments
	

	    Attachment
	
	       Physical Damage
	

	    Ridging or Wrinkling
	
	       Vents Operable
	

	4. Counterflashing
	
	       Rusting
	

	    Open Laps
	
	9. Expansion Joints
	

	    Punctures
	
	       Open Joints
	

	    Attachments
	
	       Punctures
	

	    Rusting
	
	       Fractures
	

	    Fasteners
	
	       Securement
	

	    Caulking
	
	       Rusting
	

	    Wind Damage
	
	       Fasteners
	

	5. Coping
	
	
	

	    Open Fractures
	
	
	

	    Attachment
	
	
	

	    Fasteners
	
	
	

	    Rusting
	
	
	

	    Caulking
	
	
	


4.2

