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POLICY

UCAN Head Start will monitor required tasks and responsibilities to ensure that they are completed within timelines and according to guidelines provided in Head Start Performance Standards, other federal and state regulations, and UCAN Head Start policies and procedures.

PROCEDURE
The Facilities Specialist performs the following monitoring duties:

· Monitor all classroom sites for safety concerns, if site maintenance is to be completed by lessor, FS completes a work order if needed.  All other concerns are managed through the programs internal process. 
· Complete all internal work orders either through direct service or through the bid process using Davis Bacon Act procedures.  All bids for maintenance service or construction are developed by the Program Operations Supervisor and submitted for approval to the Director according to Fiscal procedures as outline in UCAN Fiscal Manual.
· Responsible for ordering and distribution of all janitorial/paper products.

· Monitor MSDS sheets for all chemicals used within program and submit current MSDS with any new product requiring MSDS sheets. 
· Ensure all program inventory is updated as items are purchased, moved or disposed of.

· Provide follow-up on safety inspections if safety items are needed; monitor all site safety inspections are up-to-date with copies of report given to appropriate site and supervisor. 
This policy complies with Head Start Performance Standards 1304.51 (h)(2) page 186 and 1304.51 (i)(2)  § 1304.51 Management systems and procedures.

