








I. PURPOSE

Facilities Services recognizes the need for maintenance personnel, including Facilities Services, ITCS, and EH&S, to visit construction sites of major capital construction projects.  Facilities Services realizes it is imperative to the University’s maintenance operation for maintenance personnel to visit construction sites to determine how buildings will be maintained after construction is complete.   In addition to outlining the reasons for this FSSP, this FSSP describes access procedures and the means for reporting concerns. 

II. GENERAL

A. Facilities Services identified the following reasons in support of developing this FSSP:
1. Maintenance personnel must have adequate access to view project construction at various stages to assist in their understanding of building operations and future maintenance needs.  
2. The State of North Carolina’s General Conditions for Construction stipulate that Contractors are solely responsible and liable for a construction site on University property until final acceptance by the State.  Therefore, University employees are in fact visitors to a construction site on University property and must act accordingly.  
3. Maintenance personnel must observe appropriate safety measures when visiting a construction site.  
4. The State of North Carolina’s General Conditions for Construction specify appropriate channels of communication between the University and Contractor.  Specifically, General Conditions for Construction indicates only the Designer is allowed to give direction to the Contractor.  Therefore, University employees must observe appropriate channels of communication to avoid affecting the project with delays, additional costs, or incorrect construction.  
5. Comments from a University employee to a Contractor, sub-contractor, vendor, etc. on a construction site could result in a change order request and subsequent cost to the project. Therefore, University employees must observe appropriate procedures to comment on Contractor work and to initiate change orders via Project Manager.  

6. Although the State of North Carolina’s General Conditions for Construction stipulate that Contractors are solely responsible and liable for a construction site on University property until final acceptance by the State, the University has an interest in assuring the safety of students, faculty, staff and construction personnel.  However, this level of responsibility does not authorize any University employee to recommend action to a Contractor, sub-contractor, or vendor without following appropriate procedures.  

B. RULES OF CONDUCT

In order to maintain a professional and safe working relationship with Contractors during visits to construction sites, maintenance personnel shall abide by the following rules of conduct:

1. Maintenance personnel shall only visit a construction site during the normal working hours observed by the Contractor, unless for emergency reasons.  

2. While visiting a construction site, maintenance personnel shall adhere to all OSHA as well as Contractor designated safety requirements (hard hats, safety boots, safety harnesses, etc.)  The designated safety practices on-site shall be practiced even if maintenance personnel are performing maintenance work.  Reference Facilities Services Standard Practice 60-0003 titled Personal Protective Equipment.
3. All maintenance personnel visiting a construction site shall sign in at the construction trailer, if required by the contractor.   
4. Pursuant to the State of North Carolina’s General Conditions for Construction, only the Designer shall give direction to the Contractor. Therefore, while visiting a construction site, maintenance personnel should 

· not  make comments regarding workmanship, 

· not  instruct Contractors to stop work, 

· not  give the Contractors directions.  

This will ensure that a Contractor, sub-contractor, vendor, etc. does not misconstrue a comment by maintenance personnel as an owner requested change order. 

5. If maintenance personnel have a question or concern regarding something seen on the construction site, they shall submit an Observation Report to the Project Manager describing their concern as outlined below.  Maintenance personnel shall use the Observation Report to report a perceived problem or concern.  If maintenance personnel observe an emergency situation requiring immediate attention by the Project Manager, the maintenance personnel shall contact the Engineering & Architectural Services office to locate the Project Manager to address the problem.  
6. A Contractor has the right to ask maintenance personnel to leave the construction site if the Contractor feels it is unsafe for visitors or if the Contractor feels visitors are interfering with the construction work.  Maintenance personnel shall comply with any request immediately and civilly.  If maintenance personnel question the Contractor’s reasoning behind the request, they should inform their Supervisor who shall notify the Project Manager of the request and the situation for appropriate action as required.  

7. All contact with the project Contractor, Architect, Engineer, Designer, etc. shall go through the Project Manager.  No ECU employees shall contact the project Contractor, Architect, Engineer, Designer, etc. unless facilitated through and authorized by the Project Manager.  

8. Any ECU personnel who are unable to abide by the rules of conduct may have their right to visit the construction site revoked by the Associate Vice Chancellor for Administration and Finance - Facilities.

9. It is the responsibility of all ECU managers, supervisors, and employees to ensure compliance with this FSSP.  

III. PROCEDURE

There are three types of visits that are anticipated during the course of a construction project: Informal Site Visits, Formal Site Visits, and Emergency Site Visits.  As an aid to determining when site visits are most appropriate, after the monthly project meetings the Project Manager will inform the Facilities Maintenance Engineer or Director of Facilities Maintenance-HSC of the status of the project.  The Project Manager will help identify the maintenance areas including Facilities Services shops, ITCS, and EH&S that should perform informal site visits at this stage of construction.  The procedure for each visit is as stated below:

A. INFORMAL SITE VISIT

Supervisors will arrange informal site visits as they are warranted.  Individual employees of those maintenance areas who need to visit the construction project shall obtain approval from their Supervisor prior to each visit.  Supervisors are responsible for approving their employees’ requests for site visits and coordinating visits by employees from their area as appropriate.  The Supervisor shall inform the Project Manager by email or phone about each site visit the day prior to the visit.  The Project Manager shall only reply to a notification if there is some reason that the site visit should not occur as scheduled due to the project site conditions.  If the Supervisor does not receive a reply from the Project Manager to reschedule the visit, the employees may proceed with the visit as scheduled.

B. FORMAL SITE VISIT

Due to the quantity and importance of the work occurring on the construction site, the Project Manager, the Facilities Maintenance Engineer, or a Supervisor of a maintenance area including Facilities Services shops, ITCS, and EH&S may recognize the need for a formal site visit.  A formal site visit shall be scheduled through the Project Manger.  A formal site visit shall include the Project Manager and the appropriate maintenance personnel and may include the Facilities Maintenance Engineer or Supervisor.  In a formal site visit, the Project Manager shall lead the group on an on-site review of the construction project.  At the Project Manager’s discretion, either the Contractor(s), Construction Manager, or the Designer may also be included.

C. EMERGENCY SITE VIST

Emergency site visits may be required due to a variety of reasons such as maintenance emergency, emergency request by the Contractors, natural disasters, etc.  Time may not allow for proper notification through appropriate channels, but maintenance personnel and Supervisors shall make reasonable effort to alert the Project Manger of the emergency condition and site visit.

D. SITE OBSERVATION REPORT

In the event an on-site visit reveals perceived installation errors, improper equipment, equipment access issues, workmanship issues that will be hidden by construction, etc., maintenance personnel shall complete an observation report to document the perceived problem and report the situation to the Project Manager.  Prior to submittal of a Site Observation Report, Supervisors should work with the Facilities Maintenance Engineer or the Director of Facilities Maintenance-HSC to verify whether construction complies with the plans and specifications.  Observation reports are not intended to function as a cosmetic punch list, which is the responsibility of the Designer at the pre-final inspection.  A site observation report should include as much information as possible to insure a quicker, more accurate, and thorough reply by the Project Manager.  Priority items shall be submitted individually and noted as a “Priority Issue.”  Emergency items can be reported by phone or e-mail, but should be followed up with a written report.  After the Project Manager receives the report, he/she will generally respond within 5 days with a written reply or the Project Manager will notify the contact of the approximate length of time before a reply will be available.  Some issues may take longer to resolve, but the Project Manager shall attempt to keep the Facilities Maintenance Engineer, Director of Facilities Maintenance-HSC, and the contact updated as appropriate.  Priority or emergency items shall be addressed as expeditiously as appropriate.  

The Site Observation Report can be accessed at 
http://wwwapps.ecu.edu/siteobserv/.
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