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Mission Statement



The primary mission of the Maintenance & Operations Department is to serve the needs of students, faculty, and staff by maintaining and improving the physical environment and facilities of the San Benito Consolidated Independent School District.  In this role, the Maintenance & Operations Department carries out its mission by providing professional support in the areas of Construction, Custodial Services, Grounds, Locksmith, Electrical, Integrated Pest Management, Painting, Plumbing, and Welding.

Maintenance & Operations employees are dedicated to the concept of improving productivity and effectiveness through more efficient use of time and materials, implementation of new technology and equipment, and improving skills through training and seminars.  It is recognized that the major strengths of the Maintenance & Operations Department are the employees and available resources used in the performance of its work.  This is strengthened by the support and commitment of the Administration and Board of Trustees to providing a well- maintained and developed District.  By this commitment, we are able to provide support to the academic excellence and educational programs of the San Benito Consolidated Independent School District.

The Maintenance & Operations management team is committed to treating employees with dignity and respect, fostering positive attitudes and acceptable behavior; recognizing satisfactory employee performance, administering policies fairly, and communicating the plans and directions of the department to all employees.

The Maintenance & Operations Department is located at 2001 Utex Drive, You may reach us by telephone at (956) 361-6380.
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	Employment



Equal Employment Opportunity

The San Benito Consolidated Independent School District (SBCISD) does not discriminate against any employee or applicant for employment because of race, religion, sex, marital status, age, national origin, disability, military status, or any other basis prohibited by law.  Employment decisions will be made on the basis of each applicant’s job qualifications, experience, and abilities.


Applications for Employment

Anyone seeking employment in the Maintenance & Operations Department with the San Benito Consolidated Independent School District shall submit an online application.   The applicant shall reference all vacancy posting numbers for which he or she would like to be considered. Incomplete applications will not be considered.



Background Checks

As per Senate Bill 9, the District shall obtain criminal history record information that relates to all certified and non-certified employees.   The Bill, which became effective January 1, 2008, is a comprehensive statue requiring various levels of criminal history review for different types of public school employees including:

	All certified  educators  working  in  public  schools  who  have  not  been  previously fingerprinted

	All non-certified public school employees

	All substitute teachers

	School contractor employees who have direct contact with students

	Student teachers and volunteers, with certain exceptions

Senate Bill 9 requires all certified employees through the State Board of Educator Certification (SBEC) to be fingerprinted and subject to a national and state criminal background check before September 1, 2011. The Texas Education Agency (TEA) will notify the District and employee as to when they will be required to be fingerprinted and will be given a deadline.  At that time, the certified employee will be given information as to their responsibility in scheduling a fingerprinting appointment with the appropriate entity designated by the Department of Public Safety (DPS).  Also, all non-certified employees will be subject to this same requirement prior to the District approving their employment.
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All employees hired prior to January 1, 2008, are subject to a name-based criminal background through DPS at the discretion of the District.  Criminal history record information obtained by the District shall not be released or disclosed to any person other than the individual who is the subject of the information and/or the Texas Education Agency.


Employee ID Badges

All SBCISD employees are to wear their District issued identification badge while on duty. These badges are the property of the District and must be relinquished if the employee leaves the District. Replacement badges are available at the SBCISD Human Resources Department.


Terms of Employment

Para-Professional and Auxiliary Employees:  All para-professional and auxiliary employees, regardless of certification, are employed at-will.  Employment is not for any specified term and may be ended at any time by either the employee or the District with or without good cause.

Non-Certified Professional and Administrative Employees:  Employees in professional and administrative positions that do not require certification such as accountants, directors of operations, systems analysts, etc., are employed at-will. Employment is not for any specified term and may be ended at any time by either the employee or the District with or without good cause.


Reassignments

All employees are subject to assignment or reassignment by the Superintendent or designee.


Schedules

Employee start and end times are determined by the Director of Maintenance & Operations. Employees may be required to work different shifts, including weekends and holidays, to meet the needs of the District and the department. No schedule should be considered permanent or fixed.

The Fair Labor Standards Act (FLSA) has no provisions regarding the scheduling of employees, with the exception of certain child labor provisions.  Therefore, San Benito CISD may change an employee’s work hours without giving prior notice or obtaining the employee’s consent.


Night Work & Shift Work

The Fair Labor Standards Act (FLSA) does not require extra pay for night work.  However, the
FLSA does require that covered, non-exempt workers be paid not less than time and one-half the
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employee’s regular rate for time worked over 40 hours in a workweek.  For more information, please see the section under “overtime”.


Weekend Work

The Fair Labor Standards Act (FLSA) does not require extra pay for weekend work.  However, the FLSA does require that covered, non-exempt workers be paid not less than time and one-half the employee’s regular rate for time worked over 40 hours in a workweek. For more information, please see the section under “overtime”.


Breaks

 Two 15-minute breaks may be provided during an 8-hour workday. There may be one 15-minute break mid-morning and one 15-minute break mid-afternoon. The breaks are a courtesy and are taken at the discretion of the Director of Maintenance/Supervisor based on need and workload. 

District-Issued Uniforms & Safety Equipment

Certain staff is provided district-issued uniforms.  These employees shall be required to wear the uniform while on duty. Personal use of district-issued uniforms may result a tax liability accruing to the employee; therefore, employees are prohibited from wearing district-issued uniforms when off duty except for commuting to and from work.  Uniforms shall include work shirts, pants, shoes, glasses, and/or any other item/protective item of clothing, or logoed clothing sponsored by the District.  If employee fails to return District-issued uniforms and safety equipment within
14 calendar days after termination of employment with San Benito CISD, employee may be subject to pay for the items at a cost equal to the fair market value.


Cellular Telephones

The following sets forth the Maintenance & Operations' policy about cell phone usage and applies to all employees. For purposes of this policy, the term "cell phone" is defined as any handheld electronic device with the ability to receive and/or transmit voice, text, or data messages without a cable connection (including, but not limited to, cellular telephones, digital wireless phones, walkie-talkies, telephone pagers, PDAs (personal digital assistants with wireless communications capabilities, or RIM ("research in motion") wireless devices). The M & O Department reserves the right to modify or update this policy at any time.

Use of Cell Phone or Similar Devices

General Use at Work.  While at work, employees are expected to exercise the same discretion in using personal cell phones as the use with office phones. Employees should restrict personal calls during work time and should use personal cell phones only during scheduled lunch periods in non-working areas.  
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To ensure the effectiveness of meetings, employees are asked to place the cell phone on vibrate mode before entering meetings.

Unsafe Work Situations. The Maintenance & Operations Department prohibits the use of cell phones or similar devices at any work site at which the operation of such device would be a distraction to the user and/or could create an unsafe work environment. Such work sites must be secured or the device used only by an employee who is out of harm's way at such work environments.

Use While Driving.  The Maintenance & Operations Department  prohibits employee use of cell phones or similar devices while driving a District vehicle.  This prohibition includes receiving or placing calls, text messaging, surfing the Internet, receiving or responding to email, checking for phone messages, or any other purpose.  Employees may not use cell phones or similar devices to receive or place calls, text message, surf the Internet, check phone messages, or receive or respond to email while driving if they are in any way performing activities related to their employment.  Employees must stop their vehicles in safe locations in order to use cell phones or similar devices.

Personal Use of District-Owned Cell Phones

The District may issue business cell phones to employees for work-related communications. To protect the employee from incurring tax liabilities for the personal use of such equipment, these District-issued phones are to be used for business purposes only.  Employees in possession of District equipment (including cell phones) are expected to protect the equipment from loss, damage, or theft.  On resignation or termination of employment, or at any time on request, the employee may be asked to produce the phone for return or inspection. Any employee unable to produce the phone for return or inspection may be subject to pay for the items at a cost equal to the fair market value.  Subsequent occurrences may lead to a written reprimand and/or termination of employment.


Absenteeism and Tardiness

The following sets forth the Maintenance & Operations' procedure for reporting absences, guidelines for handling excessive and/or unscheduled absences, and to outline the employees’ responsibilities to adhere to established work schedules to maintain efficient, effective operations within the San Benito Consolidated Independent School District, in order to minimize absenteeism and tardiness.

Rules and procedures contained herein are subject to change, and all personnel are encouraged to consult their supervisor if they have any questions that do not appear to be covered herein.

All employees are expected to abide by these rules.  Any violation of the rules set out in this procedure will result in disciplinary action, which may include termination of your employment.
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General

All employees of the Maintenance & Operations Department are required to work as scheduled and on time, and to leave work when their scheduled workday is complete.  In addition, employees are responsible for notifying supervisors of absences, late arrivals, or early departures in accordance with the department’s call-in and notification procedure.

Notification

Each employee shall be at his/her work station and ready to start the work day at the scheduled starting time unless (1) the supervisor has given prior approval for the employee’s late arrival, or (2) for reasons beyond his/her control, the employee is unable to be at work on time.

If for any reason you think you may be late for work, contact your supervisor, in advance whenever possible, but no later than your regular starting time, so that arrangements can be made to cover your workload, area, or station until you arrive. If contacting your supervisor before your start time is beyond your control, absences and late arrivals must be reported by 7:30 a.m. If you must leave early for an unavoidable reason, notify your supervisor as far in advance as possible.

Failure to follow the established procedure for notification before 7:30 a.m. is grounds for disciplinary action.

Employees should remember that even if you properly notify your supervisor, this action alone will not automatically excuse tardiness.  Being habitually tardy for work or leaving early will be considered cause for disciplinary action in addition to chronic or repeated absenteeism.

An employee who has been absent for more than 5 or more consecutive working days due to illness is required, upon returning to work, to present an excuse from a licensed physician indicating the nature of the illness.  Employees absent due to a work-related injury must present an excuse from the treating physician and be approved by the Director of M & O to resume his/her regular duties.
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Electronic Communications System

Access to the District’s electronic communications system is a privilege and not a right. With this opportunity comes responsibility.   Therefore, it is your responsibility to follow the rules for appropriate use.

Rules for Appropriate Use

	The account is to be used mainly for educational purposes, but some limited personal use is permitted.

	You will be held responsible at all times for the proper use of your account, and the
District may suspend or revoke your access if you violate the rules.

	Remember that people who receive email from you with a district address might think your message represents the district’s point of view.

Inappropriate Uses

	Any use of the computer system for illegal purposes, or in support of illegal activities, is prohibited.

	Disabling or attempting to disable any Internet filtering device.

	Encrypting communications to avoid security review.

	Borrowing someone’s account without permission.

	Downloading or using copyrighted information without permission from the copyright holder.

	Intentionally introducing a virus to the computer system.

	Posting messages or accessing materials that are abusive, obscene, sexually oriented, threatening, harassing, damaging to another’s reputation, or illegal.

	Wasting school resources through improper use of the computer system.

	Gaining unauthorized access to restricted information or resources. Consequences for Inappropriate Use
	Suspension of access to the system; revocation of  the computer system; or  other disciplinary or legal action, in accordance with the District policies and applicable laws.

Please note that your use of a District computer is not private and that the District will monitor your activity on the computer system.
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Overview of 
Maintenance & Operations



Organization

The Maintenance & Operations Department employs a force of professional, Para- professional, and manual trade employees. Department employees include: custodians, carpenters, general maintenance, electricians, plumbers, pesticide applicators, painting, locksmith & welder.  Our employees can respond to urgent and specialized needs and provide continuity of basic maintenance and repair programs.  Also, they can offer a timely and efficient response to minor renovation projects.


Project Scope of Work

At times, the Maintenance & Operations Department is called upon to render services for many alteration and renovation projects by various departments.   While the Maintenance & Operations Department is a repair and maintenance organization, at times it is effective to take on projects of a limited scope. Projects that require specialized equipment or are scientific or technological in scope are usually contracted out to local contractors.  The Maintenance & Operations Department works with the Purchasing Department in the administering of all contracts and services for these projects.   They determine the best means to complete each project.   To submit projects for consideration, use the Project Request Form found in the Forms Section of this handbook.


Department Charge Back for Services

At times, Maintenance & Operations receives from campuses and departments requests for services which the Maintenance & Operations Department does not receive a budget allocation. When this occurs, the requesting school or department must seek approval of the project and obtain the budget source for funding. Maintenance & Operations charges to the department or school the actual cost of materials only. No profit, labor, or overhead charges are billed to departments.
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Examples of department charge back for services include:

1.   Request for materials

2.   Painting of offices and departmental spaces, or of public spaces to change colors, or painting not warranted by the condition (fading or flaking) of existing paint.

3.   Alteration, repair, or refinishing of offices, library, lounge, and kitchen furniture and equipment. Infrastructure of any additional of these will be charged also.

4.   Building wood cabinets and computer workstations, including metal file frames

5.   Requests for additional keys

6.   Replacing, re-keying, or additions to the present locking hardware on doors or desk because of lost keys, illegal entry, and the like

7.   Special events that cannot be covered by assigned custodians or maintenance personnel during normal working hours (7:30 a.m. – 4:30 p.m.)

8.   Requests for manpower beyond normal working hours (i.e., graduation ceremony, football games, etc.)

9.   Bulletin boards, white or chalk boards, tack boards, and hanging strips for offices.

10. Installation of carpet on offices, labs, meeting rooms and library.

The total amount of time that will be charged for services performed by personnel will be all time spent working on-site and in the shop, including travel to and from the shop.  The employee’s regular and/or overtime rates will be used to calculate the cost of labor.


Funding

The Maintenance & Operations Department allocates a certain amount of funding to make corrective repairs to facilities.  In some cases, the requesting school or department may be asked to provide funding if requests do not follow the criteria for normal repairs and maintenance.  Please contact the Director for Maintenance & Operations or the Maintenance & Operations Specialist to verify funding.
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Emergencies

In the event of an emergency between the hours of 7:30 a.m. through 4:30 p.m., all calls for service should be made to Maintenance & Operations at 361-6380. A crew consisting of one employee from the Plumbing, Electrical, & Carpenter Departments will be available until 4:30 p.m. each day respond to emergency calls.

In the event of an emergency between the hours of 4:30 p.m. through 7:00 a.m., all calls for service should be made to the San Benito CISD Police Department at 956-241-2033.


Preventive Maintenance

Preventive maintenance is the scheduled attention to the physical needs of a system that results in the reduction of the possibility of breakdown and the lengthening of the life of a system. Maintenance & Operations schedules routine preventive maintenance checks on building, roof, electrical, plumbing & mechanical systems.


Bulletin Boards and Sign Holders

Bulletin boards, white boards, tack boards, and hanging strips for offices and classrooms are the responsibility of the requesting school or department.   These items will be installed when requested on a work order request.


Grounds

The District takes a great deal of pride in the appearance of its buildings, grounds, and landscaping. The Facilities Maintenance & Operations Department employs a grounds crew that is responsible for turf maintenance and care of shrubs.  Hundreds of students utilize the facilities daily.  It takes conscious efforts on everyone’s part to help keep the campus grounds and buildings as free of litter, graffiti, and abuse as possible. Please help keep your campus clean.


Pest Control Management

On September 11, 1995, the Board of Trustees adopted an Integrated Pest Control Program for the use of pesticides, herbicides, and other chemical agents to control pests, rodents, insects, and weeds at school buildings and other school facilities.

When necessary, the District shall obtain pest control services for school buildings either by contracting with a business that has a structural pest control business license or requiring the District employee who is licensed as a certified non-commercial applicator or technician to perform the services.   Currently, the District employs a licensed certified non-commercial applicator to perform this service.
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Before treating a school building for pest control, the District shall ensure that the necessary signs and information for employees and parents of students are posted or made available.

For further information regarding the District’s integrated pest control program, please visit the following website at http://www.tasb.org/policy/pol/private/108906/ and search for Policy CLB.



On-Call Time

An employee who is not required to remain on his or her work premises but is merely required to leave word where he or she may be reached is NOT working while on-call.  Although we may require you to be accessible by telephone or paging device, you may still be able to use the on-call time to engage in personal activities in your choosing.  Therefore, your on-call time is not hours worked and not compensable.  However, all time spent responding to calls is hours worked and will be compensated at a minimum of 2 hours, even if the time spent responding to the call was less. If time spent was more than 2 hours, the actual time spent on the job will be compensated.




Overtime

A non-exempt employee shall have the approval the Director of M & O before working overtime.  An employee who works overtime without prior approval is subject to discipline but shall be compensated in accordance with the Fair Labor Standards Act. Overtime shall be paid at a rate of no less than one and one-half hours for each hour of overtime worked. Employees must physically work over 40 hours in one workweek to receive overtime compensation.  Every workweek stands alone in determining overtime hours worked.   The workweek for Maintenance & Operations employees begins on Sunday 12:00 a.m. and ends on Saturday 11:59 p.m. In order to be compensated, an employee must fill out an “Authorization for Overtime for Non-Exempt Employees” found in the Forms Section of this handbook.   For further information regarding the District’s compensation and benefits policy, please visit the following website at http://www.tasb.org/policy/pol/private/108906/ and search for Policy DEA.
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Flextime

On occasion, employees are given the opportunity to schedule their own working hours within the limitations set by the Maintenance & Operations Department to meet its goals and objectives.  This will occur when an employee has worked more than 8 hours on a day, on a regular workweek.  The only requirement is that employees must not physically work over 40 hours per workweek and that all flexible scheduling arrangements be cost neutral and mutually agreed upon by both San Benito CISD and the employee.   
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Keys and Locks

This procedure will apply to all District keys, to include door keys, file cabinet keys, and storage keys. (The following items need to be approved by the Superintendent, any lost keys, rekeying, and request for extra keys.)

1.   The employee will obtain a Requisition for Key Form from the Building Principal or
Building Administrator and will list all keys needed.

2.   The Building Principal or Building Administrator will approve the Requisition for Key
Form and if necessary;

3.   Route ONLY the requests for master and building keys to the respective Director for Maintenance & Operations of San Benito Consolidated Independent School District.

4.   Once all the approving officials have signed the Requisition for Key Form, the Building
Principal or Building Administrator will generate a work order.

5.   The Requisition for Key Form is then submitted to Maintenance & Operations and should reference the work order number.

6.   Maintenance & Operations will deliver or notify the employee that keys are available for pick up.

7.   The employee will sign the Key Control Log acknowledging receipt of keys.

8.  All keys must be returned to the Building Principal or Building Administrator upon termination of employment or change of position or movement into a different building, which requires a different key or no keys.

9.   Keys are issued by the Maintenance & Operations Department to authorized employees and should not be duplicated by users.  The Maintenance & Operations Department, upon request, will duplicate keys once permission is granted.

10. The Maintenance & Operations Department is the only department allowed to cut and issue keys for buildings.  Duplication of keys by an outside locksmith is strictly prohibited.

11. Service requests for a lock and key changes or repair should be directed to the Maintenance & Operations Department through a work order. Maintenance & Operations will determine if any associated costs will be charged to the department, school, or office making the request.
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12. Loss of keys  must  be  reported  immediately  to  the Superintendent,  Building  Principal,  Building Administrator, and San Benito CISD Police Department. In the event re-keying is necessary, the requesting department, school, or office will be charged for all new keys and locks.

13. Campuses shall keep a log of all master keys issued for their site.


Accumulations of Inventory

The Maintenance & Operations Department requires an adequate and accessible reserve of supplies and materials in order to function properly. These supplies and materials are stored at the Maintenance Warehouse and are used throughout the District. The more typical supplies that should be part of the inventory or warehouse operation are those that are expended by Maintenance & Operations staff on a more frequent basis. Any unused supplies and materials by personnel must be returned to the Maintenance Warehouse for credit.   This will prevent unnecessary accumulations of inventory at unauthorized sites as well as ensure that all inventory items, spare parts, and otherwise hazardous materials are accounted for and kept in a safe and secure location.   For any concerns regarding the Maintenance Warehouse, please contact the Maintenance Department.


Material Control Procedure

This procedure seeks to account for all material purchased and/or disposed.  Any department that has a need for adding or disposing material and/or equipment must complete an “Add/Transfer/Disposal Form”. The Fixed Assets Department will remove disposable property once the proper approvals have taken place.  No district-owned property may be disposed of in any manner without the written approval from the Chief Financial Officer.  No district-owned property may be donated to any entity, organization, or individual.  For larger disposals of property, Internal Audit MUST visually verify the material’s existence. The Director for Facilities Maintenance & Operations has the final assignment of authority and responsibility for the disposition of any property at Maintenance & Operations, which has been deemed obsolete, useless, or excessive.  After approval has been granted to dispose of the material or equipment, the department must enter a “Moving Crew Work Request” to obtain a work order number.  The “Add/Transfer/Disposal Form” should reference the work order number on the form.  All items being disposed require an explanation on this form before it is accepted by the Fixed Assets Department.   The disposal of technology equipment must be inspected by the Information Systems Department prior to being picked up by the Fixed Assets Department that will be responsible transporting items to auction or disposal sites.
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Work Orders

Work orders should be submitted at least one week prior to the work request date. Work orders are received, reviewed, and scheduled by each trade supervisor. Work is assigned to manual trade staff and is generally performed by the due date unless material is not in stock.  All work orders will be acknowledged within three work days and subsequently scheduled as time permits. Work orders should be submitted via Eduphoria Help Desk


Purchase Requisitions

Before initiating a purchase request for supplies for maintenance & operations, staff needs to consult with the Maintenance Warehouse to ascertain that it is not a stocked item.  If the item is not stocked or if the inventory is not going to be replenished with ample time to complete a job, then staff may contact an outside vendor to initiate a purchase request to procure the item.  All purchase requisitions shall be filled out completely and accompanied by a work order before being approved by the Director of Maintenance & Operations. 


Vehicle Regulations / Time on Task

Auxiliary staff shall abide by the following list of regulations while driving a school-district vehicle. Any violations of the rules listed below will result in documentation. Second violations will result in recommendation to terminate employment with San Benito CISD. These regulations are:

1.   Do not arrive at the complex before 11:50AM and 4:20 PM.

2.   Do not line up or wait around to punch out before 11:50 AM and 4:20 PM.  If you do, you will be asked to punch out and go home and you will not receive pay for lost time.

3.   Do not leave your job site until 11:40AM and 4:10 PM.

4.   Do not close down the job prior to 4:15 PM.

5.   Driving around town to waste time will not be tolerated.

6.   Drive the speed limit.  You will be allowed to drive slower if you are pulling a trailer or any heavy equipment or large quantity of materials.

7.   Use a direct route from the complex to the job site and vice-versa.

8.   While driving in vehicles, all employees should be alert at all times.
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9.   Unauthorized stops will not be tolerated (restaurants, convenience stores, etc.)

10. Lunch(s) will be from 11:30 a.m. to 12:30 p.m.- 12:00 p.m. to 1:00 p.m. and 12:30 p.m. – 1:30 p.m.  

11. Vehicles will be maintained, to include washing, as per the department schedule.

12. Employees should not congregate in unauthorized areas.

13. All occupants of vehicles will be responsible for violation of rules.

14. All occupants are responsible for contents of vehicle and trailers.

15. You must punch in and out every day, regardless of time.

16. Absences or late arrivals will be reported no later than 7:30 AM.

17. The use of cell phones or similar devices for district-related purposes while driving is prohibited; employees must stop their vehicles in safe locations in order to use cell phones or similar devices.
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