CHAPTER 18.02
INTENT & PURPOSE

18.02.02 Intent
18.02.04 Purpose
18.02.06 Background
18.02.08 Definitions

18.02.02 Intent
To establish policies, procedures and authority for an effective Facilities Management Program to be carried out by the
Facilities Management Division.

18.02.04 Purpose

This policy establishes specific requirements and guidelines for the operation of the County's Facilities Management
Program, which all departments shall follow. Such policies are intended to maximize the efficiency and effectiveness of the
Facilities Management Division, and aimed to better manage expenditures while preserving County facility assets.

18.02.06 Background

This policy clarifies the role, responsibility, and authority of the Facilities Management Division to maintain, modify, and,
in some cases, upgrade County-owned buildings, facilities and property. This responsibility includes ensuring that all work is
done in a professional manner pursuant to State, Federal, and local statutes and follows County-wide priorities.

18.02.08 Definitions
“A-87 Cost Allocation Plan” is the State of California Accounting Standards and Procedures for Counties.

“Board” is the Glenn County Board of Supervisors.

“Construction” consists of moving, demolishing, altering, upgrading, renovating, installing, or building a structure, facility,
or system according to a plan or by a definite process. Construction as defined in this section is not maintenance.

“Facility” for the purposes of this Policy includes, but is not limited to, any County-owned and or occupied facility,
building or property.

“Facilities Internal Service Fund” is a direct charge plan for services not included in the A-87 Cost Allocation Plan.

“Maintenance” is the ordinary recurring upkeep of equipment, structural, control systems or other components of a facility,
building or property. Maintenance consists of those activities necessary to keep facilities and systems operational and in good
working order. It also consists of the preservation, but not the improvement, of facilities, buildings or properties.

“Non-maintenance task™ is any change, move or addition to a facility, building or property.

“Special projects” are projects that are requested outside of the County’s budget approval process and exceed $5000 (five
thousand dollars). These special projects require Board of Supervisors approval after review and approval by the Facilities

Management Division.

“Utilities” includes but is not limited to water, garbage, electric, gas, pest control and phone services.
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CHAPTER 18.04
POLICY

18.04.02 Name
18.04.04 County Building, Facilities and Properties
18.04.06 County Facilities Planning Committee (CFPC)

18.04.02 Name
Facilities Management Division (FMD), a Division of the Planning & Public Works Agency, formerly known as the
Buildings and Grounds Department.

18.04.04 County Building, Facilities and Properties

All County-owned facilities are the property of Glenn County. As such, they are subject to the acquisition,
maintenance, and replacement determinations of the Board of Supervisors, or Facilities Management Division, acting as the
division with delegated authority to perform these functions. Departments which occupy County-owned facilities have no
ownership or specific entitlement to those facilities, except for special or preferential use restrictions as may be required by
funding sources or Board policy.

18.04.06 County Facilities Planning Committee (CFPC)

The County Facilities Planning Committee (CFPC) was created pursuant to Glenn County Board of Supervisors’ Minute
Order #28, dated January 31, 1995. The CFPC acts to make recommendations, as appropriate, to the Board of Supervisors
regarding issues or needs for County facilities.

The County Facilities Planning Committee serves at the pleasure of the Board of Supervisors and includes the following
members: the Director of Planning & Public Works Agency (PPWA) or designee; the Director of Finance or designee; the
County Assessor/Recorder or designee; the Chief Building Official or designee; two (2) Board of Supervisor members; the
Sheriff-Coroner or designee; County ADA Compliance Officer or designee; and one (1) alternate Board of Supervisor member.
Any five members, as listed herein, constitute a quorum.
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CHAPTER 18.06
MINIMUM SAFETY STANDARDS

18.06.02 Facilities Management Division Responsibility
18.06.04 Priority for Repairs

18.06.06 Space Needs Assessment

18.06.08 Space Charges

18.06.02 Facilities Management Division Responsibility

Facilities Management Division is responsible for the maintenance of all County facilities, buildings and properties in a
safe condition, and assuring that their structural integrity is not compromised. Examples of this responsibility include, but are
not limited to, the repair of leaky roofs, faulty electrical wiring or plumbing, poor air quality, or other physical defects that
might cause physical injury or illness to the occupants of the building or facility. Additional responsibilities for the Division
include custodial services, grounds maintenance, energy management, security systems, and developing a capital improvements
plan and a deferred maintenance program.

18.06.04 Priority for Repairs
Facilities Management Division will give priority to repairs that constitute safety hazards for people or are necessary to
prevent permanent or long-term damage to a facility, building or property.

18.06.06 Space Needs Assessment
Facilities Management Division is responsible to annually assess County departments for space needs. County
departments are encouraged to notify Facilities Management Division of space needs during the assessment period.

18.06.08 Space Changes

Facilities Management Division will attempt to respond to the changing physical needs and space requirements of County
departments. This includes modifying offices and responding to other needs. Given the inherent and limited space
configurations, HVAC requirements and structural limitations of individual buildings, facilities and properties, not all requests
to modify or reconfigure will be possible.
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CHAPTER 18.08
MODIFICATIONS OR ALTERATIONS OF BUILDINGS, FACILITIES OR PROPERTIES

18.08.02 General

18.08.04 Remodeling of County-Owned Buildings, Facilities or Properties
18.08.06 Reporting Problems

18.08.08  Service Request for Modification or Alteration

18.08.10  Project Service Request for Modification/Alteration

18.08.12  Scheduling Modifications/Alterations

18.08.14  Minor Project/Major Project

18.08.16  Contracts/Agreements

18.08.18 Vendors and Warranties

18.08.02 General

No structural, mechanical, electrical, plumbing, telephone/data system, or grounds/landscape maintenance, modification or
alteration may be made to County-owned buildings, facilities, or properties without the express written authorization of the
Facilities Maintenance Division. No County employee, individual private contractor, County inmate, work release participant,
general assistance worker, or any other individual may modify any County building, facility, grounds or property without the
advance authorization of the Facilities Maintenance Division.

18.08.04 Remodeling of County-Owned Buildings, Facilities or Properties

All requests for modification, alteration, or remodeling of County-owned buildings, facilities or properties, including
offices, shall be reviewed and approved by the Facilities Management Division. Requests submitted outside the County’s
budget approval process and exceeding $5000 (five thousand dollars) are considered a special project and shall be approved by
the Board of Supervisors, after review and approval by the Facilities Management Division.

18.08.06 Reporting Problems

It shall be the responsibility of the occupants of the building, facility or property to report suspected problems with the
building, mechanical, electrical, plumbing, telephone/data system, or grounds/landscape systems, or other malfunctioning
equipment to the Facilities Management Division. Each department shall appoint a contact person authorized by the head of
the affected department, to report suspected problems.

18.08.08 Service Request for Modification or Alteration
All requests for modification or alteration of buildings or reporting of suspected problems of facilities or properties shall be
submitted to the Facilities Management Division either by phone, fax, or email using a Service Request (SR) Form (Exhibit A).

18.08.10 Project Service Request for Modification/Alteration

Facilities Management Division shall consult with the requesting department to determine the scope of work to be
completed. A project service request shall then be prepared by Facilities Management Division for approval by the department.
The project service request shall include cost estimates, mechanical and design assistance, and other technical support as
needed in order to assist in the modification or alteration of the department’s building, facility or property. Facilities
Management Division shall be authorized to proceed with the project upon the department’s approval of the estimate and
project service request, including processing the project through the Facilities (CFPC) Committee or Board of Supervisor’s as
appropriate. All costs for modifications or alterations of buildings shall be according to the COST RECOVERY section of this
POLICY.

18.08.12 Scheduling Modifications/Alterations

Providing adequate time to complete a project is essential. Departments that anticipate modifications or alterations should
contact Facilities Management Division at least 60-90 days in advance. To ensure timely completion of projects, it is
preferable that departments place anticipated projects on the annual list of “request for projects” circulated by the Facilities
Management Division.

18.08.14 Minor Project/Major Project

Modifications and alterations up to, but not including $20,000 are considered a minor project, and are subject to County
contract policy/code. Modifications and alterations exceeding $20,000 are considered a major project, and are subject to the
requirements of the Public Contract Code as well as County contract policy/code. Either minor or major projects may be
administered by County staff or by the contractor, depending on available County staffing resources.
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18.08.16 Contracts/Agreements

Any contract for modifications or alterations of County-owned buildings, facilities or properties shall be initiated by the
Facilities Management Division. Either minor or major project contracts may be administered by County staff or by the
contractor, depending on available County staffing resources.

18.08.18 Vendors and Warranties
Facilities Management Division shall be responsible for selecting vendors and maintaining all warranties.
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CHAPTER 18.10
MAINTENANCE

18.10.02  Service Request for Maintenance
18.10.04 Maintenance Types

18.10.06 Planned Maintenance

18.10.08 Preventive Maintenance
18.10.10 Reactive Maintenance

18.10.12 Emergency Maintenance
18.10.14 Building Maintenance

18.10.16 Custodial Services

18.10.18 Grounds Maintenance

18.10.20 Refuse Disposal

18.10.02 Service Request for Maintenance
All requests for maintenance of buildings, facilities or properties shall be submitted to the Facilities Management Division
either by phone, fax, or email using a Service Request (SR) Form.

18.10.04 Maintenance Types

In order to provide a safe, healthful, and secure environment, Facilities Management Division utilizes these four types of
maintenance: planned, preventive, reactive (unplanned), and emergency. Each task of maintenance is categorized by Facilities
Management Division in order to organize, track and complete these tasks in a timely, efficient and cost effective manner.

18.10.06 Planned Maintenance

Planned maintenance, also referred to as "programmed" or "scheduled" maintenance, is the upkeep of property, equipment,
and facilities, including buildings, utility systems, and grounds. Planned maintenance is often characterized by its routine or
recurring nature. Substantial efficiencies result from using planned and scheduled maintenance rather than unplanned/reactive
or emergency maintenance. Planned maintenance is a committed expenditure.

18.10.08 Preventive Maintenance
Preventive maintenance is that portion of the overall routine maintenance program that provides the periodic inspection,
adjustment, minor repair, lubrication, reporting, and data recording necessary to minimize building equipment and utility
system breakdown and maximize system and equipment efficiency. Preventive maintenance:
e Utilizes planned services, inspections, adjustments, and replacements designed to ensure maximum utilization of
equipment at minimum cost;
e Isaprogram in which wear, tear, and change are anticipated, and continuous corrective action is taken to ensure peak
efficiency and minimize deterioration;
e Includes cleaning (non-custodial), adjustment, lubrication, minor repair, and parts replacement.

Preventative maintenance tasks are performed on scheduled frequencies in accordance with written maintenance or
manufacturer’s instructions. Preventive maintenance procedures are designed to fulfill the needs of all County-owned
buildings, facilities, or properties, and are a variable expenditure. The purpose is to produce cost savings by:

Reducing the downtime of critical systems and equipment;
Extending the life of facilities and equipment;

Maintaining equipment reliability;

Ensuring proper equipment operation; and

Maintaining the overall appearance of facilities.

18.10.10 Reactive Maintenance

Reactive maintenance is the unplanned response to maintenance requests which do not have emergency status. Work that is
unplanned and reactive is done much less efficiently and with more overall costs than planned and preventative maintenance.
Reactive maintenance is a managed expenditure dependent on the quantity and consistency of planned and preventative
maintenance.
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18.10.12 Emergency Maintenance

Emergency maintenance is the repair or replacement of facility components and equipment requiring immediate attention
because the functioning of a critical system is impaired or because health, safety, or security of life is endangered. Emergency
maintenance is unplanned work that is done much less efficiently and with more overall costs than planned and preventative
maintenance. Emergency maintenance is a managed expenditure dependent on the quantity and consistency of planned and
preventative maintenance.

18.10.14 Building Maintenance

Building maintenance includes but is not limited to the operation of building equipment and control systems. Building
Maintenance also may include: (1) ordinary recurring maintenance and repair of buildings and equipment, and (2) maintenance,
repair, and replacement of building components and equipment. "Equipment” includes building operating equipment and built-
in equipment including, but not limited to heating and ventilation systems, electrical and plumbing systems, and security
systems.

18.10.16 Custodial Services
Custodial Services (sometimes referred to as Janitorial Services), includes but is not limited to general cleaning, restroom
sanitizing, indoor rodent and insect control, sweeping, mopping, and trash removal.

18.10.18 Grounds Maintenance
Grounds Maintenance includes, but is not limited to maintenance of grounds and outdoor facilities such as lawns, trees,
shrubs, sidewalks, fences, signs, exterior lighting, irrigation systems, outdoor parking, and other outdoor facilities.

18.10.20 Refuse Disposal

Refuse disposal includes the disposal of trash, waste, plant trimmings, and turf clippings, whether hauled by Facility
employees or by contractors. Refuse disposal tasks are usually performed on a scheduled basis by Grounds Maintenance or
Custodial Services. Refuse Disposal does not include the task of hazardous or special waste disposal.
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CHAPTER 18.12
COST RECOVERY

18.12.02  Cost of Operation and Maintenance

18.12.04 Cost of Modifications, Alterations or Remodels
18.12.06  Cost Allocation for Services Provided
18.12.08 Cost of Utilities

18.12.10 Reports and Surveys

18.12.02 Cost of Operation and Maintenance

The cost of operation and maintenance of all County-owned buildings, facilities or properties will be reviewed annually by
Facilities Management Division. Cost recovery rates shall be calculated in accordance with the State of California Accounting
Standards and Procedures for Counties (A-87 Cost Allocation Plan).

18.12.04 Cost of Modifications, Alterations, or Remodels

The cost of projects to make additions to, modify, alter or remodel County
buildings, facilities or properties, including design and preparation, shall be a direct charge to and paid for by the requesting
department(s).

Any department that makes modifications, alterations or maintenance to County buildings, facilities or properties without
prior approval will be billed for the cost of the inspection of, removal or modification of such work by Facilities Management
Division as the Division deems appropriate to ensure that the modification, alteration or maintenance was completed according
to proper standards and code requirements.

18.12.06 Cost Allocation for Services Provided

Facilities Management Division utilizes cost accounting management software to track, collect and report costs and
services rendered by Facilities Management Division. Costs shall be recovered through the County’s A-87 Cost Allocation
Plan for all costs budgeted and expensed through the Facilities Maintenance Division general fund. Non-general fund costs
shall be recovered by direct billing through the County Facilities Internal Service Fund.

18.12.08 Cost of Utilities

The cost of utilities shall be passed through to the occupants of the building, facility or property. If no unique or separate
utility meter exists for the facility, the cost of utilities shall be calculated according to a cost allocation by occupancy square
footage.

18.12.10 Reports and Surveys

Facilities Management Division shall provide those County departments participating in the direct bill for service program
with a monthly report detailing the work completed on the building, facility or property they occupy. In addition, Facilities
Management Division will solicit an annual survey of departments to obtain input on how to improve the services provided by
the Division, and to obtain requests for projects that departments propose for the following fiscal year. A funding source must
accompany all requests for projects.
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CHAPTER 18.20
RESERVED FOR FACILITIES MAINTENANCE CAPITAL IMPROVEMENT PLAN/FUND

CHAPTER 18.30
RESERVED FOR FACILITIES MAINTENANCE DEFERRED MAINTENANCE PROGRAM
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