








I.
GENERAL

The Facilities Services Standard Practice (FSSP) is Facilities Services policy and procedure system.  The system is designed to achieve consistency, ease of reference, and minimal duplication of information.  The material contained in a particular document originates with the organizational unit or department having functional responsibility for the activity covered in the FSSP.  The information is then made available to all employees who require it in the course of their work.

II.

CATEGORIES OF INFORMATION

FSSP Instructions are divided into the following major categories.

FSSP MASTER INDEX OF POLICY AND PROCEDURE (IN)

FSSP POLICY MANUAL (PO)

FSSP Operational Procedures Manual (OP)

FSSP Administrative and Logistical Procedures Manual (AD)

FSSP Work Management Center Operations Manual (WO)

FSSP Safety Procedures Manual (SA)

FSSP Training Procedures Manual (TR)

FSSP Equipment Manual (EQ)

FSSP Facilities Standards Manual (FA)

FSSP Preventive Maintenance Manual (PM)

Each FSSP Manual is assigned a set of FSSP numbers.  The instructions that relate to a particular subject are arranged numerically within that area.  Most instructions are listed only once; some instructions may have a duplicate copy in more than one manual.  Each FSSP instruction encompasses one logical grouping of information.

III.

DISTRIBUTION

Distribution of FSSP is related to job function, not departmental organization.  A FSSP instruction has a primary Manual to which it is assigned.  Each Manual has a "Manual Holder" distribution list.  Periodically, the Manual Index, a table of contents for each individual Manual, is issued to "Holders" of each FSSP Manual. The Manual Index lists, in numerical order, all FSSP instructions that comprise that Manual.

IV.
MASTER INDEX

THE FSSP MASTER INDEX MANUAL (IN), contains cross references to all policies and procedures in the FSSP.

An identification label containing the appropriate FSSP name and corresponding two-letter code is inserted on the spine of each FSSP Manual binder.  These labels enable an employee to quickly locate the information she/he is seeking.

Also, to aid in filing FSSP Instructions correctly, each FSSP transmittal letter includes the two-letter code and the name of the FSSP Manual to which it belongs.

A FSSP number is composed of two sets of digits ##-####. The first digit of the two digit number preceding the dash, ##-####, represents the functional classification to which the instruction has been assigned.  The second number, ##-####, represents the sub-division of that function within the Manual.  The first number after the dash, ##-####, can represent a sub-set of a sub-division as in the accounting area (see next page).  The last three digits, ##-####, indicate the numerical sequence of the FSSP instruction within the subject.

The outline on the following pages lists the FSSP Classifications, sub-divisions, and sub-sets currently established.

1.
FSSP MASTER INDEX OF POLICY & PROCEDURE (IN)

0.
FSSP Guideline and Procedures

1.
Index

2.
FSSP POLICY MANUAL (PO)

0.
General Policies

1.
Personnel Policies

2.
Vehicle Policies

3.
Accident/Insurance Policies

3.
OPERATIONAL PROCEDURES (OP)

0.
General Procedures

1.
Equipment

0.
General

1.
Rolling Stock

2.
Shop

3.
Emergency

2.
Facilities

0.
General

1.
Facilities Services

2.
Education and General

3.
Auxiliary

3.
Utilities

4.
Grounds

5.
Building Services

6.
Maintenance

7.
Telecommunications

8.
Engineering

4.
ADMINISTRATIVE AND LOGISTICAL PROCEDURES (AD)

0.
General

1.
Payroll

2.
Personnel

3.
Employment

4.
Labor Relations

5.
Accounting

0.
General

1.
Accounts, Charts, and Definitions

2.
General Ledger

3.
Accounts Receivable

4.
Accounting Reports

5.
Budgeting

6.
Billing

6.
Central Stores

5.
WORK MANAGEMENT CENTER OPERATIONS (WO)

0.
General.

1.
Procedures.

2.
Estimating.

3.
Project Management.

6.
SAFETY PROCEDURES (SA)

0.
General

1.
Committee

7.
TRAINING PROCEDURES (TR)

0.
General Procedures

1.
Administrative Procedures

2.
Technical/Skill Training Procedures

3.
Professional Training Procedures

4.
Special/Interpersonal Procedures

5.
Publications

8.
FACILITIES STANDARDS (FA)

9.
PREVENTIVE MAINTENANCE (PM)

0.
General

1.
Task Descriptions

2.
Program Components

V.
AUTHORITY

The authority for the approval of the FSSP resides with the Assistant Vice Chancellor.  All FSSP Policy statements are signed by the Assistant Vice Chancellor.

VI. RESPONSIBILITY

The Facilities Services Administrative Assistant is responsible for the operation of the Facilities Services Standard Practice (FSSP).  Suggestions for a needed policy can be initiated by any Facilities Services Division administrator, manager, or supervisor.  Drafts of policy statements may be submitted for editing and formatting into the Facilities Services Standard Practice receiving the necessary approvals.  No policy statements will be approved without staff review by appropriate Directors and Managers.
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