PROCEDURE:  BUILDINGS & GROUNDS MAINTENANCE

Management Approved 8/14/09
Funding for the maintenance of Library System buildings and grounds is provided by the County General Fund budget, rather than the Library System budget.  All requests for maintenance must be pre-approved.

Requests need to be made in writing (email is acceptable) to the Library Director, who will forward them to the Buildings & Grounds Manager for approval.  In the case of an emergency, staff should handle the situation as well as possible and contact the Library Director and Buildings & Grounds Manager as soon as possible.

The Library Director may ask an employee to speak directly to the Buildings & Grounds Manager at the Director’s discretion, but the Director should be made aware of all building and ground issues.

A record of requests and dates of completed work should be kept by the Library Director.  All bills will be sent to the Library Director who will forward them to the Buildings & Grounds Manager.

Sinclair staff members should continue to work through their Town Hall since that facility is not county property. 

 
 

