PWD BUILDING MANAGER’S
TRAINING

09 Feb 2021



Introduction

What’s New (Changes)
e Types of Work Classification with Examples

e Self-Help Procedures and Work Permits (Changes)
e Service Request Process (RCC During COVID)
e Direct Expenses to Tenant(s) (Updated)

e Locksmith Actions Process
e Local Forms for Various Requests
 How to become a Buillding Manager/Authorized Caller

e How Building Managers can get Maximo account for view rights



Customer Service Satistaction Progra

Building Manager Coordinator and Building Manager Handbook

Points of Contact

BEM Tramning

Z.one Inspections and FSC Traming

Q&A



e This training i1s designed to help you become more o- d e
Building Manager/Building Energy Manager/Authorized Caller

e PWD and other agency personnel that BM’s/AC’s should know

Main personnel/roles to be familiar with:

» Building Manager Coordinator (BMC) - administers the Building Manager
program. Handles all updates related to program and administers training.

» Facility Management Specialist (FMS) - specialists in facilities maintenance, repair and
construction. Assists the BM with generation and submission of requests.

» Regional Call Center (RCC) - receives all service requests and prioritizes them.
Located 1 Jacksonwille, Florida; this 1s a central location for the SE region.

» Security Office - locksmith actions - reviews, verifies and
approves/disapproves the request.
» All other POC's located in Building Manager’s Handbook (www.cnic.navy.mil)
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BM Handbook (Revised 11 June

e Buildings requiring escort: Secure faciities, UH/NGIS (for any occupiec room).
Escort shall be provided within 10 minutes of technician arriving to provide service.

e BM’s turning in multiple tickets for the same 1ssue (multiple BM’s assigned to the
building) may be reduced by 1 BM assigned per building.

e Daily SC TBD List: Tickets without funding authority will be closed after 7 days.
(FMS will request funds once the SC 1s established and deemed reimbursable)

e Self-Help Procedures and Work Permits (Refer to Handbook)



Monthly Status Reports MAXIMO: Get view rights so you can track status; (staffing will
not allow us to provide) Log-In every 30 days!

Security Access Control Form replaced Key Request Form (Physical Security)

PW will NO LONGER submit service calls for Alarm Failures. (Service call will have
to be submitted to the RCC by either the Security Department or the Fire
Department for their respective alarms issues).

If you require changes to your services (MFC), requires a TF-1 through your FMS.
(Grounds cutting schedules can only be altered with FSC approval.)

If service(s) provided are madequate, contact FSC.
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« Emergency - defined as any facility deficiency that immediatel
health and safety, damages property. Always includes, but not hmlted to, fire protection,
environmental control(s), or security alarm systems.
» Response time is withinl hour (during working hours), personnel arrives on-scene and

resolves emergency. * *Resolve- means the emergency has been mitigated/arrested. If there 1s
a additional work, a new work order will be created for an urgent or routine work order to
complete the work.

e Urgent - defined as any deficiency that does not immediately endanger personnel or property, but
extended delays or repairs could result in damage to government property, or soon affect the
security, health, or well-being of personnel or the continued operation of a service or system.

» Service completion within (5) working days

e Routine - defined as any deficiency that does not qualify as emergency or urgent, but 1s needed to
maintain the facility condition. To maintain means to restore to intended purpose and normal
working condition. Does not include improvements, (get with FMS for improvements).

» Service completion within (30) calendar days



v O1ld s C

» Broken water lines
» Smoking/arcing electrical outlets
» Entire Building has power outage

EXCEPTION TO THE RULE: For ANY GAS LEAK OR FIRE, the person who 1dentifies the i1ssue
calls the Regional Dispatch Center (RDC) DIRECTLY at 911 (All Emergencies)

e Urgent - “extended delays or repairs could result in damage to government property, or soon affect
the security, health, or well-being of personnel or the continued operation of a service”

Only light source 1n room/area moperable

AllHVAC

All Key/Lock 1ssues as 1t pertains to locksets

Electrical outlets inoperable m room

Tripped breaker

Exterior leaking faucets/hose bibs

VVYVYYVYYVYYVY

* Routine - “does not qualify as emergency or urgent, but 1s needed to maintain the agreed upon
facility condition.” To maintain means to restore to mtended purpose and normal working
condition. All other maintenance 1issues.



Emergency Call (E) - A service call shall be ner: vk

consists of correcting a failure which constitutes an immediate danger to personnel
threatens damage to government property, or threatens to disrupt an essential activity
operation or training mission. Examples of situations qualifying as emergency service call
include, but are not limited to:

O Electrical defects which may cause fire or shock (Call 911 first!)

O Gas leaks (Call 911 first!)

O Outages in a utility system which provides vital services or supports training equipment

U Severe (other than steadily dripping) roof leaks

L Broken water pipes

O Electrical power outages

O Loss of heat when the interior temperatures of occupied facilities fall below 50 degrees F.
(extending past 6 hours).

0 Loss of A/Cwhen the interior temperatures of occupied facilities are anticipated to exceed 85
degrees under continued outage conditions (extending past 6 hours).



The service provider shall respond, once the call is approved in |

hour following receipt during service provider regular working hours and within (2) hours
if after normal working hours. The service provider shall work without interruption and
shall correct, remedy, or take other action as required to arrest or contain the emergency

condition. The goal is to have all emergency trouble call work mitigated/arrested as soon
as possible, but under worst case, within 48 hours.

Be judicious; most buildings will cool some in the evenings most of the year.
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» During COVID, ALL service requests mu
should be “Emergency” for those requests.

® All routine and urgent service requests should be emailed to the RCC at
navfac_se rcc.fct@navy.mil
» RCC s a 24/7 Operation

*  You can call or e-mail routine requests, but 1if you e-mail requests, 1t must be accompanied

with an RCC form filled out completely and sent as an attachment. Only four RCC request
forms per e-mail.

e Emergency Requests MUST BE called in at 1(855) 462-8322.

When filling out the forms, be as specific as possible. Include room numbers, identify what

1ssue 1s located by, 1f this 1s the only hight source, mission stoppage, etc. or any thing that will help
climmate delays with response.

e The S/C MAY be cancelled if in-sufficient information exists to execute.
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RCC Work Reception and

Induction Process

Emergency Service Requests
e can Call in an Emergency | Are called in to
1-855-4-NAVFAC

Urgent Service Requests

Email Only (SR Form) . .
Authorized Customers Only Routine 8;\Urg|;£ent _ISedr\{ICE[? Requests
re cmaillead in to

navfac_se rcc.fct@navy.mil

Routine Service Requests
Email Only (SR Form)
Authorized Customers Only

Y Y Y .
Routine
(1) RCC Receives Service Request Supervisor
(2) RCC Reviews SOP Maximo 7.6 > Installation >| Lead
(3) RCC Adjusts Work Type per SOP if applicable Dispatcher
(4) RCC Inducts per SOP Emergency
Urgent Y
Tradesman
Close Out Work Contractor
) Order in Maximo
RCC Flags and Y
Defers Planned Work et el _Shops or .
to Installation BOSC to Initiate Supervisor
Immediate Response Lead
Dispatcher




Service Request Form

Installtlo
requests

* Emergency service requests are to be
called in to: 1-855-4-NAVFAC

* Routine and Urgent service requests
are to be emailed to:
navfac_se rcc.fct@navy.mil

*  Service Request Form functionality

Work Type drop down menu
Installation drop down menu

Ten digit phone number requirement
Date format requirement

Click to email option

All CAPS enabled



Service Request Form

Work Type from drop
down menu

Select Installation from drop
down menu

=  Special Area is for NOSCs,
annexes, outlying areas, o
outlying fields, etc.

= Use Facility Number for facility
requiring repair

= Detailed Location is for location
of issue such as a room,

hallway, floor, area of facility so
contractor/craftsman can
quickly locate problem area for

= Telephone field is 10 digit
- format, no spaces, dashes, or
parenthesis

repairs
= Extensionis only required as
= Submitted By is an authorized needed
user and must match name on
email

=  On-Site POC will be the person
the contractor/craftsman will
contact —

=  Service Requested is a clear and
concise description of the issue




Service Request Descriptions — What to

ervice PEST CONTROL NEEDED FOR ROACHES AND SPIDERS
Requested:

erVIce INV/RPR HVAC, TEMP. IS ABOVE 80 DEG.
Requested:

Service RPR URINAL CONTINUOUSLY RUNNING
Requested:

Service RPR/RPL DOOR FRAME HINGE, DOOR IS FALLING OFF
Requested:




Service Request Descriptions — What not

Requested:

to do

HELLO! LAST APRIL, WE HAD SERVICE FOR A TERRIBLE ROACH PROBLEM. IT APPEARS THAT THEY HAVE
BEEN SECRETELY HIDING, BIDING THEIR TIME DOING OCCASIONAL RECOGNIZANCE MISSIONS AND NOW
HAVE DECIDED TO DECLARE WAR. WE SEE A HANDFUL OF ROACHES EVERY DAY IN ALL OF OUR OFFICES.
WE ALSO THINK THEY HAVE FORMED AND ALLIANCE WITH THE SPIDERS WHO ALSO HAVE INFILTRATED
OUR SAFE ZONES. PLEASE HELP.

Service
Requested:

VE

INVESTIGATE INOPERABLE LIGHT FIXTURE IN R107. REPAIR/REPLACE ALL ASSOCIATED HARDWARE A
NECESSARY, INCLUDING BUT NOT LIMITED TO BULBS, BALLASTS, LIGHT COVERS, ETC. SEE ON SITE POC
MS MYERS (9124647180) PRIOR TO COMPLETION TO ENSURE ALL DISCREPANCY SPECIFICATIONS HAVE
BEEN ADDRESSED AND RESTORED TO SATISFACTORY CONDITION.

Service
Requested:

erwce
Requested:

THE FIRST SERGEANTS OFFICE HAS TOO MUCH AIRFLOW. MEMBER MUST DON COLD WEATHER GEAR TO
EXECUTE OFFICE FUNCTIONS DESPITE EXTERIOR TEMPS OF OVER 80 DEGREES. ALTHOUGH MEMBER
HAS EXCEPTIONAL TYPING SKILLS, THE USE OF GLOVES IN THE WORK CENTER HAS RESULTED IN AN
INCREASED KEYBOARDING ERROR RATE. ADDITIONALLY, THIS COULD BE A WASTE COOLING CAPACITY
AND ENERGY USAGE.




NOT PERFORMED BY PWD SHOP MAINTENANCE :

* Any broken glass items (1.e. doors or windows), should be reported to your Facility Management
Specialist (FMS) for action. If a service request 1s required, your FMS will notify you. If the
broken glass presents a danger to occupants submit Emergency request for the Shops thru RCC
and someone will come out to secure area.

e Telephone Maintenance, Cable TV or NMCI 1ssues.

» Contact BCO for Telephone issues (228-871-2056), Cable One (private) for TV connection issues or I'T
department for NMCI/TT concerns (228-871-2030).

e Class III 1items: such as free standing lockers, safes, 1ce machines, projectors & screens Swipe
cards and other appliances (microwaves, toasters, etc..). These are not a PWD responsibility
and we do not provide funds. PWD can work on these items but separate funding provided
by the customer 1s required.

e Janitorial and Grounds maintenance 1ssues.
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maintain the existing structures. PWD MUST APPROVE
REQUEST)

Do not purchase, mstall, alter or in any way make changes to ANY portion of a
‘facility’” without prior PWD approval.

Maintenance and repairs, beyond normal wear and tear, caused solely by tenant’s
occupancy or use of the facility (and other customer must funds).

» Examples:
» Negligent damage to Roll-Up doors or any property
» Purchase and nstallation of Modular Furniture
» Additional outlets required to operate tenant purchased appliances (new outlets)
» Repair of appliances (ice machines, book binders, or any stand-alone equipment)
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* All Class-3 Items

%k

*
*
*

*

* X X *

Safes, Vaults, SIPR
Appliances
Ice Machines

A/V Equipment and Video
Cameras

ATFP Barriers and all
Associated Equipment

Mag Locks

Storage Racks and Shelving
(Not built-in)

UPS

Food Service Equipment
Simulators/Trainers

Room Cook Tops

Swipe

New Access Cards
Card Pin Re-Sets
IDS-Duress

IDS Containers

* X X F*  *

*

* Security Alarms

* All Access Control Building
Alarms (Intrusion Alarms)

* Explosive Detection Systems

* Sound Masking Equipment
(SCIF’s)



9, \/ U
035l dlld s cid

signed, send to Security office via e
website)

The Security Office will review, verify and approve/disapprove requests
customer via e-mail:

»  Once the Key Custodian and Security Office signatures are on the form, the requestor (customer), will e-mail

local form and RCC form to Regional Call Center inbox. Key request must be e-mailed because of required
forms.

» RCC will then create a work order number and forward to Gulfport’s Locksmith for action.
The request must have both the RCC service request form and local key form attached in the e-mail. NOTE:

The BMC does not coordinate the requests; all coordination of the paperwork will be handled by the
customer; forwarding to the Security office and finally to RCC for action.

* Lock Request:

This will be handled the same as the key request but the Department Head or the Building Manager can sign the
form. Then forward to Security office for approval/disapproval (same as key request).

The request must have the RCC service request form and local Lock Manufacturing form with it. Lock Request
must be e-mailed because of required formes.

Card Readers do not require local forms, submit as normal service request. (are reimbursable)

e Be specific when 1ssue pertains to a CARD READER! If you are not clear, RCC will process as regular lock
request and ask for local form. Again, form not required for card readers or card readers w/deadbolts.

20



moperable, loss of master key or additie

e Ifrequest 1s emergency or urgent (1.e. lockouts, loss
securlty office a.s.a.p. for required signatures.

» Locksmith cannot proceed without proper paperwork/signature even if an emergency. To
expedite work; as soon as you e-mail RCC, notity the Security Office for signatures. This
eliminates delays when a Locksmith arrives.

» For After hours Key/Lock issues: The paperwork will be filled out by locksmith. There are
only a few examples of work that will be taken as an after hours request:

» If the building cannot be secured
» Forced entry

» For safe or vault issues, the customer must contact the POC for the safe/vault or Base Security
Manager. Do not call RCC.

e Movable/Transportable Safes:
e Are Class III Property

e Require same forms as all other Locksmith actions

* Require separate customer funding

* Require personnel verification for access
21



e Key Custodian Program:

e T'he Physical Securnty program can be reached at 228-871-2170 or 228-224-
2109

» Program Manager does all updates/revisions to Key Custodian List and

administers all training.

e There will be mstances, in which the Key Custodian will wear “dual” hats. Some
Key Custodians may also be assigned as the Building Manager.

» Security office 1s aware this may happen, more so for the smaller units with
less manning. Securnity ofhice stated 1t will be ok for individuals to do both
duties for their organization on a limited basis.
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* List of forms for different requests:

Regional Call Center (RCC) routine service request form - 1s formatted in PDF and
excel; you must use either form for every request that 1s e-mailed.

Access Control Form - 1t 1s for any duplication of keys, replace lost/missing keys,
etc.

Self Help Work Permit Form - BM routes WP after WIB approval for

required signatures; returns final to FMS before work commences.
Lock Repair/Service request form - replacing any core, lockset or if a master key 1s lost

Parking lot closure-power outage request form - 1s mostly used iternally (PWD
mitiates) and UEM we will notify the Building Manager /affected party of pending

outages or road/parking closures. Notifications will come via e-mail from the UEM
Branch.

NCBC Excavation permit form (dig permit) -. Get with the UEM POC at 228-313-
9375
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his person can be a Building

and all PWD personnel. :

e Remember as an authorized caller, you are authonzing and ob

e How to become a Building Manager/Authorized Caller:

e Submut designation letter (signed by tenant CO) to Buillding Manager Coordmator, cc your FMS

» The letter 1s an official document to add/remove individuals as Building Managers/Authorized Callers for
their organization or Command. No changes will be made without the signed letter.

» Remember if current BM is leaving, deploying or just been relieved from this duty, the BMC must be
notified. This 1s the only way we can update the ACL for RCC and keep the list(s) current.

» 1If your command switches facilities; example you are BM for Bldg-119 but now your command 1s
located 1n Bldg-121. I will need updated letters designating switch mn facility or adding a facility.
*  Must attend Building Manager’s training
» Training is typically offered quarterly

» If BM appointed between offered training; previous BM should train or direct you to contact BMC for
traming/questions/concerns on your new role.

» The Building Manager’s Handbook explains your role as well; located on the PWD website.

> Once you receive the traming, a certificate will be provided by the BMC. Put traiming certificate and

copy of signed designation letter in a binder. The binder should also mclude your call log of work
orders; with date of submission and work order numbers listed.
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* Bulding Managers can also request access to view

through Maximo. The BM can get an account created for “view only” rights.
With this they can check the status of service requests at every stage of the work,
from “approved” through to “completion”.

BM must submit a current Information Assurance Certificate of training and fill
out a SAAR-N form with signature from their Security Manager. Once recerved
both documents will be submitted to the CIO to request a “view only” rights
account.

You will receive a username and temporary password; once you have both,
update your password and then 1t will be CAC enabled. Then a date can be set
up to tramn you on how to search for work orders in Maximo (If you request 1t

from PWD).

“*It 1s CRITICAL that you log into Maximo at least once every 30 days or your
account will be locked. The only person who can submit a request to unlock/re-
activate an account 1s the Building Manager Coordinator.
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Sample SAAR-N Form:
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actively pursue improveme

* PWBL FM&S launched the NAVFAC Southeast Customer Satisfaction
Survey (CSSP) July 2018; currently 16 FEC Southeast sites participate in
the program.

* The purpose of the survey is to help improve NAVFAC Southeast
service to our Customers.
* NAVFAC Southeast analyzes and maintains the information provided in
the survey.

* The anonymous interactive survey measures customer’s impressions
and feedback.

* Survey responses are assessed on a 5 point Likert Scale, allowing
accurate measurements of opinions with a greater degree of evaluation
than a simple “yes/no” question.



* The survey asks 8 Sil
than 3-5 minutes to complete.

* The customer is able to rate Response Time, Quality of
Work, Timeliness of Work and Communications by
selecting the most correct option as follows:

5 = Outstanding

4 = Above Average
3 = Average

2 = Below Average
1=Unacceptable



The survey can be accessec
* Manually entering link on work card left a ech
* QR Code below or on link on work cards (In-House Shops ®

* A system generated e-mail from MAXIMO when the Work Order status has been
changed to complete (COMP) (generated 1900 EST daily)

* Example of Maximo system generated survey email:

To help Southeast Public Works Department measure and improve customer satisfaction please complete
a feedback survey for WO# BZL123 by copying and pasting the web address below into your web browser
address bar.

Survey Link: https://surveys.max.gov/757729

Work Order Number: BZL123
Description: ROOM 1234 TOO HOT
Customer POC: MIKE SMITH
Customer Phone: 987-123-4567
Location: MEMPHI-789



e (Cards would be left on site for
customers by the Mechanic,
Technician, Craftsman

e (ards include areas to write:
= Work Order Number
= Brief description of work
= Date card was left
= Mechanic names (if

https://surveys.max.gov/757729




» (Cards would be left on site for
customers by the Mechanic,
Technician, Craftsman to let
Customer know the work had
to be interrupted and is NOT
complete.

e Cards include areas to write:
= Work Order Number
= Brief description of work
= Date card was left




In order to reach the actual cu
encouraged to forward email with survey
work order.

*  MAXIMO survey emails are sent to email linked to Customer MAXIMO ID;
recommend PWD’s ensure SOP’s are updated with Regional Call Center.

# If work order needs to be back date; leave ‘Status Date’ unchanged. If
changed, no survey email will be generated to Customer.

* Customers must use a valid 6-digit MAXIMO work order number for the survey
response to be linked to a PWD. If Customers do not use a valid work order
number, survey response is measured as incomplete.

* Encourage Customers to select how they reached the survey—Email Link, QR
Code, or Card Link. (Work Card link are for In-House Shops only)



e All updates will be accomplished by the Buillding Manager Coordinator (BMC),
contact via email or phone:

* Your FMS 1s back-up to the above procedure:

e Building Manager’s Handbook: This book, refers to all agencies within PWD and other

emergency agencies, processes and POCGCs for all requests BMs will have, such as, mimor
maintenance work, safety 1ssues, outages, etc. Please read and get very famihar with the

handbook. This book 1s a working document that may require minor revisions, but the
majority of the book does not change.

http://cnic.navy.mil/gulfport/OperaionsAndManagement/PublicWorks/index.htm
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PWD Facility Management Specialists:

228-871-3983
228-871-2192

Work Induction/Building Manager Coordinator: 228-871-4288

Requirements Branch Head: 228-871-4270

Facility Management Division Head: 228-871-2190
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If you’re designated a Building Manager then you
are also the Building Energy Monitor

Installation Energy Manager (IEM)
228-871-2160

09 Feb 2021
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Overview

Energy Security Framework —
* IEM-BEM Responsibilities
* Preponderant User report

* Common Checklist Items

* SECNAV Energy Award Results
* NCBC Energy History - Projects
* Wrap Up



» Reliability (How things function normally)
* Qutage Duration: SAIDI - 120 minutes
* Outage Frequency: SAIFI -2

* Resilience (How things function abnormally)
* UFC/BFR based back up requirements
e 1-7 day duration capability
* Efficiency
* Energy awareness - I[EM-BEM
* Metering

* Controls
* Energy Use Index (MBTU/KSF) progress from baseline



IEM — BEM Duties

e |[EM - Mr. Ron Jen
* Major Duties __—
« Develop Energy efficient (reliability and resmen
# Assist in locally developed projects (efficiency)
« Establish Energy Awareness Program
* Manage Building Energy Audit/Monitor Program

* BEM - That’s you!
* Know your facility
* Report whatever is not working right — Trouble Call
* BEM Checklist — Submit Quarterly to IEM
* Participate in Zone Inspections
* Promote Energy Awareness



Preponderant User report




Common Checklist Items

Lights off when daylight is sufficient
Exterior lights off in the daytime

Lights on after hours

Power management features should be activated on office equipment
Windows and doors closed during heating/cooling season

Ensure hours of operation aligns with EMCS for night time and weekend setback
Summer cooling set point 78 degrees, winter heating set point 68 degrees
Domestic hot water heating setting should be set no higher than 120 degrees
Small refrigerators, space heaters, and other personal appliances are prohibited
Large refrigerators are to be Energy Star and 1 for every 50 people

Ensure refrigerator door gaskets are in good shape

Exterior doors and windows should be sealed tightly

Faucets and toilets should not show signs of leaking

Low flow/low flush devices should be installed

Phone/Tablet chargers plugged in to outlet when not in use



EMIG? Project Name Cost Status Annual 3
Saved
IKC via MPC 0
NA MicroGrid $3M (Up to $6M | 2270 CONSt [ n
complete
w grant)
UESC RM 18-0932
NO (56 Facilities) $4.9M 1?;3%)%355)' $366k
* All Efficiency
Update Secondary Feed Under
YES (South Feeder) TBD Development TBD
: : Under
YES Expand Micro Grid TBD TBD
Development




Small Shore




MBTU/KSF
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Energy History

e 7003 BASELINE

e CURRENT USAGE

e 2003 GOAL

2025 GOAL

PHE-TO-NEW/
UJULC TU NCVY

A EXECUTIVE ORDER TO

\ \e\ CHANGE IN BASELINE

w / /\/ % USE 2015 USAGE AS
NEW BASELINE

NEW 2015 —/

T~

.

2004200520062007200820092010201120122013201420152016201720182019202020212022202320242025

Water
(not shown)
~3% below

baseline



* Comments/Questions
* Next BEM QTR 2 FY 21 TBD

Installation Energy Manager
228-871-2160

44



PWD BUILDING MANAGER’S
ZONE INSPECTION TRAINING

09 Feb 2021
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Overview

* Policy

* Procedure

* Deliverables

* Inspection Elements

* Best Energy Managements Practices
* Key Takeaways
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* All NCBC departments and tenant commands on

NCBC shall:

» Conduct zone inspections of all assigned facilities once per fiscal year.
» Review zone inspection results.
» Ensure corrective action is initiated for all deficiencies.

» Maintain a copy of the most recent enclosures (1) and (2) and provide
copies to the Zone Inspection Coordinator (ZIC) upon completion of
all zone inspections
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* Building Managers:

» Coordinate zone inspections for all assigned facilities/areas.

0 This will require scheduling in advance with Base Safety, Fire
Dept., and Facility FMS.

» Maintain enclosures (1) and (2) for two years. (Zone Inspection
Checklist and Zone Inspection Discrepancy List)

» Record all data on enclosures (1) and (2).
» Forward results as required to the ZIC, base safety, fire and FMS.

» Provide quarterly updates on discrepancy statuses to the ZIC for
input to the Quarterly ICO Brief to CNRSE.

» Provide proper pass-down of documents and procedures at turnover
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Procedure

* All Facilities and gr0und5 will be /
year. FY2021: Wednesdays @ 1300

* NCBC Gulfport ICO will participate in a zone inspection of
every facility at least once every year.

* The Zone Inspection Team (ZIT) will be led by the NCBC
department head or tenant CO and at a minimum shall be
comprised of the following:

» Team Leader: NCBC Department Head. For tenant commands,
the tenant CO/director or designated O4 or above (or civilian
equivalent: GS-12 or above)

» Building Manager (will act as recorder)
» Building Energy Monitor

» FMS

» Safety Representative

» Fire Warden or Base Fire Inspector
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Procedure (cont.)

21T will jointly examine every space witk
assigned facilities (interior and exterior)

Deficiencies that cannot be corrected on site will be
corrected ASAP.

Submit identified deficiencies within 5 business days
of inspection. (Reference inspection on service
request)

Forward enclosures (1) and (2) to the ZIC, NCBC
Safety, Base Fire, and PWD’s FMS
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Deliverables

NCBCGPTINST 11000.2

ZONE INSPECTION BUILDING CHECKLIST

Date: Building:

Command,/Department Rep:
Building Manager:
Energy Menitor:

Base Safety:

Base Fire:

other Inspection Participants (ie. CO/X0/CMDCM) :

Building Exterior Comments SAT | UNSAT

1. Deors - surface in good condition, all hardware working;
all security features in working condition

3. Windows - frames in good condition, lecks work, no broken
glass

3, @Besessma - ne holes, 311 present
4. Lights - unbroken and functicnal; check for flicker and
dirty lenses

S. Trash Containers - no trash on grounds, dumpsters emptied
regularly

¢, Grounds - grass and shrubs well maintained, sprinklers
operating correctly; sidewalks & parking clear of debris; neo
large debris or abandoned material near building
7. Utilitles - no utility leaks noted around facility
3. Exterior Walls & Roof (where visible) - No vegetation
growing infon building, flashing damage, exterior damage To
wall surfaces, discoloring by water leaks, stc.

Building Interior Comments SAT | UNSAT
1. Safety - fire extinguighers present and checked cuarterly,
fire exits clearly indicated and accessible
2. Becurity - doors/locks in good condition, hardware working
3. Floors - tile and carpet in good conditien
4. Walls/Ceilings - surface in good condition, no holes,
marks, or other damage
5. Plumbing - no leaks or clogged fixrures, drinking
fountains in working order
6. Lighting - adequate and working properly
7. Pest Control - no sign of insescts or rodents; focd stuffs
atored properly; coffee mess sanitary
5. Stairs - handrails/treads in good conditien
9. sStorage - properly secured, clean and orderly, no
Flammable liquids or HAZWASTE

Enclosure (1}



Deliverables

NCBCGPTINST 11000.2

ZONE INSPECTION DISCREPANCY LIST
Command/Department

No: | Maximo # l B D\al uk'" lFa:iIityﬂl Discrepancy Description Correction Plan/Status

22 NCR Enclosure (2)
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Inspection Elements

» Safety Hazards

* Housekeeping, sanitation, cleanliness, and
preservation

* Energy and Water (CNRSEINST 4101.1B)

* Security: Inoperative locks or door hardware

* Facility condition/deterioration and grounds

* Appearance ( ex: Bulletin Boards, signage, gear adrift)
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Takeaways

* NCBCICO to conduct inspections of all facilities

annually
* Tenant commands to conduct inspections of all

facilities annually.
» Can be concurrent with NCBC CO Schedule

» Tenant CO/director or designated O4 or above (or civilian
equivalent: GS-12 or above) must be present

» Deliverables must be submitted within one week
after inspection and quarterly thereafter
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Questions?

228-871-4079




PWD BUILDING MANAGER’S
QRP

FSC Manager
FSC PAR

09 Feb 2021
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ualified Recycling Program

(Updated Status [/ Procedures)

- (B-228) -
1 - NEX Gas Station/Mini-Mart, backside, beside the refuse d
1 - PWD shops compound, north end of parking lot.
1 - Galley (B-367), west side, where the 40cy (temp) dumpster is located now.
1 - (B-385) north end, parking lot.
2 - Headquarters (B-1), north side of building, in the corner of the parking lot.
1 - (B-295) Branch Medical, east side
1- (B-122) north side parking lot, to be shared by (B-122 & B-121)
1- (B-50 & B-360), south of B-50 [ north of B-360, at the end of the drive

1- (B-273)
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PWD BUILDING MANAGER’S
FSC Traming

FSC Manager

09 Feb 2021



Recycling Process

Not QRP recoverable items)

= #—q

You placeitin Contracted Contracted Refuse Contractor
the Centralized Personnel collects Personnel Personnel empties
Collection Bins it places the Recycling
itin the Dumpster for
nearest Proper Disposal!
Recycling

Dumpster



+ WHAT CAN T
RECYCLE?

+*YOU CAN RECYCLE
+*CARDBOARD
*WHITE /MIXED PAPER
*PLASTIC BOTTLES /CAPS
*ALUMINUM CANS




Recycling Process
(Metal Dumpsters)
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Refuse Contract
(Dumpsters)

DUMPSTER GUIDANCE

® Blue Dumpsters: Recycling (Office & Shredded Paper, Cardboard and Plastic)

* Small Standard Brown Dumpsters: Only General Debris From Base Tenants.
Household Garbage is not allowed.

® Large Roll-Off Brown Dumpsters: Bulk garbage for base tenants.

® Please Keep Dumpster Lids Shut!

EXAIMPLES OF ITEMS ALLOWED IN BROWN DUMPSTERS
o Office Waste e Litter * Food and Food Containers

* Unserviceable uniform items with identifiable markings removed
(name tapes, ranks, warfare quals, etc.)

EXAMPLES OF ITEMS NOT ALLOWED IN DUMPSTERS

Househdld Garbage
« Hazardous Mhaierials

« Chemicals (Paint;¥syels, Spray

Cans) af
« All Light Bulbs Vletals (Can Be Recycled)
« Batteries + Dry Erase Boards

+ Used Cooking Qil/Motor Qi jreworks (Unused)

(Refrigerators)

umber « Tires
. Large PVC pipes

ure (beds, dressers, tables, . Plastic Drums
airs, etc.)

?? Questions ??
Contact Cynthia Flowers at the Public Works Department at 228-
871-2943 or 228-323-1641 or email at cynthia.k.flowers@navy.mil.
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Multi-Functional Support Services (MFSS)
Contract

through your Facility Manager (if it perta 0 the fa
pertains to the services needed or being performed

DYy U

** Never advise, direct, or request services from the crew members / team
members of any contractor....
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Multi-Functional Support Services (MFSS

Contract

have had issues with gallons of tea, coffee cu
leaking out of the bags and onto them and their vehicles.
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Questions?

FSC Manager
228-871-3336




Fire Warden Training

09 Feb 2021



AED PROGRAM

* |AW OPNAVINST 11320.23G, NAVY FIRE AND
EMERGENCY SERVICES

* 16. Public Fire & Injury Prevention Education Promotion.

* C. F&ES prevention staff shall have an active role in the
installation AED program. The F&ES prevention staff shall
record all installation AEDs in the CNIC N30 designated IS.
F&ES shall inspect AEDs when conducting facility
inspections. F&ES staff shall include AED utilization and
training as part of the public fire and injury prevention
educational program.



AED INFO

* Research indicates that CPR and defibrillation within 3-5
minutes of sudden cardiac arrest can result in greater than
50% long-term survival rates for patients

* The Navy strongly encourages participation in the AED
program

* If your AED is assigned by the fire department, the Fire
Department will support you and supply you with the AED
consumables



*

*

*

*

*

BASIC OPERATION

Brief tutorial:

Call 911/While someone is locating AED
Assess PT breathing and circulation
Locate landmarks and begin CPR
Open AED and push Power button
Follow diagrams and voice commands



The , M is des
to provide Commands with an “In-
House Representative” capable of
identifying Fire Safety Deficiencies on
a daily and monthly basis.

The Fire Warden provides “On Site”
Observations to prevent Fire Safety
Hazards from becoming Life and
Property Losses.

The Fire Warden is the Liaison
between the Fire Department and the
Command. In the development of this
program, our goal is to establish “Fire
Safety Awareness” in all military
facilities.




Fire Wardens DO NOT conduct official

fire prevention inspections.

Fire Warden designations are made by
the organization’s Commanding
Officer or Department Head.

In the event that the Fire Warden is
reassigned, the Fire Prevention Office
shall be notified to ensure a new Fire
Warden is designated and trained.



Fire

sLocated in common path or egress or
designated areas

Mounted and accessible

*Check physical or visible obstructions
or damage

*Check that seal and locking pin are
not broken or missing

*Check pressure gauge (green)
eInitial and update tag or log book

(log book shall be made available to
iInspectors)




*Pull the pin

*Aim the nozzle tip at the base of the
fire

*Squeeze the discharge lever; this will
release the agent

*Sweep the nozzle tip in a side to side
motion discharging agent at the base
of the fire






Multipurpose dry chemical -
Used on class A, B, & C fires.

Class “A” — Wood, paper, and some
plastics

«Class “B” — Flammables / combustible
liquids

*Class “C” — Energized electrical
equipment



Carbon Dioxide (CO2) -

Used on class B & C fires.
Class “B” — Flammables / combustible
liquids
*Class “C” — Energized electrical
equipment



Wet chemical potassium acetate —

Used on class K fires.
Class “K” — Combustible cooking oils
and fats.



2 > gallon water — (Pressurized Water)

Used on class A fires.
Class “A” — Wood, paper, and some
plastics.



Sodium chloride based dry
powder —

Used on class D fires.

Class “D” — Combustible Metals



Maintai

Permits & Forms
Ensure the following:
Fire bills and evacuation plans are
posted on all official bulletin boards
and/or in conspicuous location.

«Authorized permits are posted.

*Coffee makers are located in visible
area away from combustibles.






*Building evacuation plans shall be developed by department heads or their representative (Fire Wardens) and posted
for all building occupied by personnel.

*The plan shall consist of a schematic diagram of the building clearly showing all exits, escape routes, and location of
fire fighting equipment and evacuation alarms.

*Plans shall be at least 8.5” X 11" in size and be prominently posted at eye level, on official bulletin boards and/or
conspicuous locations.






FIRE WARD

Fire Wardens shall maintain a Fire Warden
folder on file and shall provide it to their relief.
This file should be purged of records dating
back over 3 years, except for pertinent
information, i.e. actual fire or hazardous events
that are immediate to life or health. Contact
one of the Fire Inspectors for more guidance of
purging your files.



FIRE WARD

Each fire warden folder shall contain the following
forms and items to properly perform their duties as
fire wardens:

(a) Fire Warden Appointment Letter from
CO/Department Head

(b) CBCGPTINST 11320.1H (Fire Protection and Fire
Warden Regulations Handbook)

(c) Copies of all Fire Inspection and Action reports
received for each building from Fire Prevention
Inspectors.

(d) NAVFAC Form 3-11310/9 (Fire Bill)



FIRE WARDEN FOIDER

(e) Copy of Fire Evacuation Plan.

(f) Fire Extinguisher Inspection Record
(NAVFAC11320/2 (3-75)

(g) Fire Extinguisher Safety Seals

(h) CBCGPT Form 11320/7 (Fire Extinguisher
Inventory Update Form)




Fire Exits

*EXxit doors and access to exit doors
remain unobstructed.

*Ensure that exit signs and egress
lights are operable in normal mode
and emergency mode.

*Fire lanes remain clear.



*Breaker panels are accessible
and secured

*Panel properly labeled
*Qutlets in good condition
*Cords in good condition, are

not under rugs and should
not be used in daisy chains



«Stored in approved cabinets
«Stored properly



eDetectors &
Alarm devices
mounted &
functional

*Pull stations &
Fire Alarm
Control Panel
accessible



*Sprinkler heads unobstructed

«36” clearance around risers or valves
unless approved by the fire chief

*No items attached to sprinklers &
piping

»18” clearance between storage and
sprinkler head



Coordinating Fire Evacuation Drills

with Fire Prevention Inspectors

eIn accordance National Fire Codes or the Authority having jurisdiction, fire drills shall be held with
sufficient frequency to familiarize occupants with the drill procedure and to establish conduct of the drill
as a matter of routine.

*Activity Fire Wardens sharing buildings with other commands or groups are responsible for assuring that
all other commands or groups in the buildings are notified of the scheduled fire drill.

*Building Supervisors and Facility Managers should be notified in advance of fire drills. The Fire
Prevention Inspector shall conduct fire evacuation drill with the Fire Warden’s assistance.



*Building Evacuation

1. Prompt & orderly evacuation

2. Accountability or muster of personnel

3. Report unaccounted personnel to the fire personnel on scene
*Knowledge of Alarm Procedures

*Knowledge of Alarm Box Locations

*Knowledge of Fire Bill

*Knowledge of Firefighting Equipment
1. 1. PAS.S.



ENTERPRISE SAFETY APPLICATIONS

MANAGEMENT SYSTEM (ESAMS)

ESAMS is a computer based program that informs the command Fire Wardens
of Inspections and Deficiencies. ESAMS generates 2
emails to the Fire Warden.

The 1st email informs the Fire Warden that an Inspection was completed. The
2nd email states the violations found or that no new deficiencies
were issued.



Email Examples

A Fire Inspection (Id: 123456) has been completed for Facility 123 at NAVBASE Coronado

Fire Warden designations are made by the organization’s Commanding Officer or Department Head.

If you have ESAMS access, you can review the inspection on-line at the following address:
https://esams.cnic.navy.mil/lesams_gen_2/loginesams.aspx

After logging in, click on the inspections link to view the information.



Deficiency 123456 has been move
by NAME of Inspector.

If you have ESAMS access, you can review the inspection on-line at the
following address:
https://esams.cnic.navy.mil/esams_gen 2/loginesams.aspx

After logging in, click on the inspections link to view the information

Violation: Fire extinguisher in 2nd floor laundry room has not been inspected
monthly.

Location: 2nd floor laundry room
Date Issued:
Inspector:  Phone: (XXX)XXX-XXX Email: XXX@navy.mil

Person (s) responsible for abatement:
Fire Wardens Name, Phone, & Email



Abatement Section

By clicking on the abatement section on the main page of ESAMS, it will bring
you to a screen where you can input information on the deficiencies.

Once typed, click the initiate abatement button. (By clicking this button, you
are sending confirmation to the Inspector regarding the violation).

The fire inspector will receive a notification e-mail when
updates have been made to a deficiency.

(You can and should request closure to the deficiency, only if the
correction was completed at the time of abatement).

Click for IDATS Abatement Manual




Unable to Access ESAMS

If you do not have access to ESAMS, you will continue to receive two e-mails
regarding the inspection. Contact the Fire Inspector, listed at the bottom of
the email, to advise of the corrective action taken.

The inspector will complete the abatement through
communication with the Fire Warden.




Common findings:

Daisy chain of surge protectors and extension cords
* Housekeeping

* Storage of items within 18 inches of sprinkler head
+ Exit lights or emergency lighting not working

* Missing ceiling tiles

* Janitorial room storage

+ Coffee makers and microwave ovens and refrigerators not
plugged directly into outlets.

* EXTENSION CORDS ARE FOR TEMPORARY USE ONLY!
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