








I. PURPOSE
The Housekeeper’s Building Report (HKP009319) is an excellent reporting source designed to assist Housekeeping Services in the timely reporting of building discrepancies found while performing routine housekeeping duties and tasks.
II. GENERAL
East Carolina University has two primary shifts of Housekeepers that have the responsibility to properly clean all campus buildings, both on and off campus sites.  In the course of their daily work, Housekeepers routinely view all campus facilities.  And in doing so, Housekeepers will discover building discrepancies, including, but not limited to, lights burned out or flickering, drains stopped-up, toilets stopped-up, toilets running water, faucets leaking, soap/paper dispenser broken, soap dispenser leaking, carpet needing to be replaced, floor tile broken/missing, ceiling tile broken/missing, painting needed, water fountain not working/not working properly, etc. while performing these routine housekeeping duties and tasks.  Any and all building discrepancies or problems shall be properly reported through the ECU work order system.  All Housekeepers shall report these discrepancies/problems as they are found, and making these entries onto the Housekeeper’s Building Report will facilitate this requirement.   

III. PROCEDURES
The Housekeeper’s Building Report is a very simple, easy to use form, specifically intended for Housekeepers’ use.  Each Housekeeper is expected to record any and all building discrepancies as they find them on the Housekeeper’s Building report.  At the end of each workday, their immediate supervisor will collect the Housekeeper’s Building Report and place work orders based on the information contained in the collected report.  This procedure is for routine, non-emergency work orders only.  Any emergency work order MUST be placed or called-in immediately!   In placing an emergency work order, it may be done on-line, by calling the Facilities Service Center (328-6776), by contacting her/his immediate supervisor, or by contacting the Housekeeping Services Office (328-6169).  Should an emergency work order situation be realized before or after normal working hours, the person finding the emergency situation should contact the ECU Police immediately  (328-6787).

Additional items on the Housekeeper’s Building Report are the Requestor’s Name (Housekeeper); Supervisor’s Name  (Housekeeper’s supervisor); Today’s Date (self explanatory); Location of Problem or Room Number (where the problem exists); Work Order #  (to be completed by supervisor); and Building (the building where problem was found).  Again, the immediate supervisor will collect this form daily, unless it is an emergency.  Items considered to be an emergency are to be reported by the most expeditious means.  Please reference the above paragraph in dealing with emergency type work orders.  

IV. FORMAL TRAINING
Formal Training will be conducted on the proper use of the Housekeeper’s Building Report on a quarterly basis, as a minimum.   This formalized training shall be conducted during the months of January, May or June, and September of each year.  And each Housekeeper receiving this training will be provided a copy of this FSSP at each of the training sessions.  Each Housekeeper is expected to have a thorough knowledge of the Housekeeper’s Building Report, and its proper usage.  As new Housekeepers’ are hired, this training will be incorporated in their orientation to the Housekeeping Services Department.  Annotation will also be made in the Housekeeper’s training file. 

Housekeeper’s Building Report



(HKP009319)
	Requestor's Name:
	
	 
	 Work Requested:
	 
	 
	Building:
	 
	 
	 

	 
	
	
	       Check here if Emergency
	 
	
	 
	 
	 
	 

	 
	
	 
	Light(s) burned out/flickering
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	
	 

	Supervisor's Name:
	
	 
	Drain stopped up
	
	 
	Other
	
	
	 

	 
	
	
	
	
	
	
	
	
	 

	 
	
	 
	Toilet stopped up
	
	
	Comments:
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	 
	
	 
	Toilet running
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	Today's Date:
	
	 
	Faucet leaking
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	 
	
	 
	Soap/Paper dispenser broken
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	Location of problem
	
	 
	Soap Dispenser Leaking
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	    or room number:
	
	 
	Carpet needs Replacing
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	 
	
	 
	Floor tile broken/missing
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	 
	
	 
	Ceiling tile broken/missing
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	Work Order #
	
	 
	Needs painting
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	 
	
	 
	Water Fountain
	
	 
	 
	 
	 
	 

	(WO completed by Supervisor)
	
	
	
	
	To be collected by Supervisor daily.
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