	
	MAINTENANCE GUIDELINES

MAINTENANCE PLANNING
	Number: 4.1

	
	
	Revision: 1.0

	
	
	Date: 8/13/17



1.0 PURPOSE:

The purpose of this procedure is to define the processes for planning maintenance work.
2.0 SCOPE/DEFINITIONS:
2.1 PLANNING consists of prioritizing and preparing work to allow a work group to accomplish the work efficiently and effectively.
2.1.1 Planned and scheduled work is expect to have the following items completed prior to the approval of work orders:

2.1.1.1 Work Scope

2.1.1.2 Projected Craft Skill Requirement

2.1.1.3 Establish Sequencing

2.1.1.4 Material/Material Availability 

2.1.1.5 Equipment and Tools

2.1.1.6 Unusual Safety Requirements

2.1.1.7 Code and Permit Needs

2.1.1.8 Shutdowns 
2.1.1.9 Link to all impacted assets

2.1.1.10 Estimated Cost (from material list and labor estimate)
2.1.1.11 Kitted materials and parts *
2.1.1.12 Safety Requirements*
2.1.1.13 Labor certifications*
2.1.1.14 Code and Permit Needs*
2.1.1.15 Facility Availability*
2.1.1.16 Parking Closure/Traffic*
*Denotes future improvements to the planning and scheduling process
2.2 Where used in these procedure, the term PLANNER indicates the individual performing the planning process, regardless of job title.
3.0 RESPONSIBILITIES:
3.1 The Maintenance Manager is responsible for ensuring maintenance work is performed in alignment with the Planning and Scheduling program.

3.2 Maintenance Supervisors are responsible for fully supporting the Planning and Scheduling program and working collaboratively to improve it, including the following:

3.2.1 Review work order planning for tentatively scheduled work to ensure completeness and understanding.  

3.2.2 Ensure work on approved work orders is executed in a safe and effective manner.  Provide feedback to Planning after work is complete. Verify feedback provided by technician in work-log.
3.2.3 Ensure Work Orders (Planned/Scheduled and Break-in) are properly completed in Maximo. Create follow-up work orders as appropriate.  Ensure information required for planning of follow-up work is included (corrective action needed, asset information, etc.)

3.2.4 Verify that work was done according to the plan.   
3.2.4.1
Provide feedback to scheduling on work not accomplished as scheduled. 
3.2.4.2
Provide feedback to planning on accuracy and completeness of plans.
3.3 The Manager of Planning & Scheduling is responsible for planning work based on priority.
3.3.1 Planners are organized into Planner Groups by discipline.
3.4 The Work Reception Center Supervisor is responsible for reviewing Maintenance Work Requests for completeness and assigning the work orders to be planned to the appropriate Planner Group.
4.0 INSTRUCTIONS:
1.0 Triage For Work Types CM, SVC, EV, KEY

1.0 Work Orders to be planned are assigned by the Work Reception Center to a queue common to all planners within a specific planner group.  The status is WPLAN.
4.1.2 Maintenance Planners take ownership of a work order the queue based on priority, and perform an initial triage
4.1.2.1 Evaluate scope described in the short and long descriptions, and confirm that work type is correct. If work exceeds the scope of routine maintenance, the work type is changed to MP, and the work order is returned to WPLAN status for the Planner Estimators.

4.1.2.2 Confirm customer number is correct

4.1.2.3 Assign a Major Maintenance Code to the work order
4.1.2.4 Confirm that urgency is correct.  Work that was incorrectly sent to Planning are assigned to a crew and approved

1.0 Triage for Work Type MP

1.0 Work Orders to be Planned are assigned by the Maintenance Planners or Engineering to a queue common to all planner estimators within a specific planner group.  The status is WPLAN.

1.0 Planner Estimators take ownership of a work order the queue based on priority, and perform an initial triage

1.0 Evaluate scope described in the short and long descriptions, and confirm that work type is correct.

1.0 Confirm customer number is correct

1.0 Assign a Major Maintenance Code to the work order

1.0 Confirm that urgency is correct.  Work that was incorrectly sent to Planning is assigned to a work group and approved

1.0 Triage for Work Type JOB

1.0 Work Orders are created in APPR status.  All estimates of labor and materials must be created prior to work order creation.
1.0 Customer coordination

1.0 The planner is responsible for customer contact during the planning process.
1.0 For work orders submitted by individuals other than technicians or maintenance supervisors, the planner shall contact the customer to notify them that the work is being planned, and the anticipated time to assignment.
1.0 Where work will require occupant disruption, the planner will identify availability of the space with the occupant, and shall indicate requirements on the work order.
1.0 When visiting work sites, the planner shall check in and check out with occupant representatives.

1.0 Plans
1.0 Assign the appropriate asset number to the work order.  If the asset record is missing, inaccurate or incomplete, the planner shall gather the information necessary to ensure the asset record is complete and accurate.

1.0 Identify and define the scope of work

1.0 Where technician assistance is required for gathering information related to the asset or scope, a child work order of work type TS shall be created by the planner and dispatched to the appropriate work group.
1.0 Job plans shall include, at a minimum:

1.0 Requirement to follow OPP safety policies

1.0 Customer check-in and out 

1.0 Site clean-up

1.0 Sequence specific to the work scope with detail as required to define scope only.  Job plans are not intended for training, and presume the technician assigned to the work has the qualifications and knowledge necessary to perform the work.
1.0 Work that requires multiple crafts shall be as follows:

1.0 Where crafts must work concurrently on the same activity (e.g., a fitter and a welder on a run of pipe), both crafts shall be included on a single work order, and the assigned work group shall coordinate labor availability and assignment necessary to perform the work.

1.0 Where crafts can work separately on discrete portions of a larger activity (even if the portions must be performed in a specific order), the planner shall create separate child work orders for each work group, and shall indicate sequencing requirements on the work order.
1.0 Job plans shall consider the scheduling program goals, and shall not greatly exceed the scheduling allocation guidelines.  Where a job plan will greatly exceed the allocation limits, the planner shall take steps to break the scope into multiple reasonably sized labor allocations.

1.0 If utility interruptions are required to perform the work, the planner shall prepare and submit a utility interruption request.

1.0 Materials, parts and tools

1.0 The planner shall indicate all materials and parts on the work order.

1.0 The planner shall submit purchase requisitions for direct issue (non-stock) materials and parts.  The expected delivery dates shall be indicated on the work order to allow for scheduling in accordance with delivery.
1.0 The planner shall identify tools and equipment from the pooled inventory required to perform the work
1.0 Labor and time estimates

1.0 The planner shall indicate the labor craft and skill level for the work, and the quantity of each craft and skill level technician, along the time estimate for each.  Skill level shall be the lowest necessary to perform the work indicated.

1.0 Where multiple crafts are required on a single work order, the specific job plan tasks shall indicate the craft, skill and labor time requirements.

1.0 The planner shall indicate the total duration for the work from initiation to completion, on the work order.

1.0 Completed planning

1.0 Upon completion of planning, the planner shall adjust the work order status.

1.0 Work orders that are ready to be scheduled (based on delivery of non-stock parts, utility interruption coordination, and facility availability) shall be placed in WSCH status.

1.0 Work orders that are not to be executed in the foreseeable future shall be placed in BACKLOG status.

1.0 Job Plan improvement

4.2.1 Work assigned to a work group is to be completed in a safe and effective manner.  Technicians and their supervisor are responsible for safety and the effectiveness of maintenance, and must use their judgement in applying the work plan to the work.
4.2.2 Where work varied significantly from the job plan for any of the reasons below, feedback shall be provided to the Manager of Planning and Scheduling to assist with improvement of job plans, or for the issuance of corrective work should the variance be incorrect.
4.2.2.1 Scope was incorrect

4.2.2.2 Sequence was incorrect

4.2.2.3 Tools, materials or supplies were incorrect

4.2.2.4 Labor trade codes were incorrect or missing
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Planner Groups 
Attachment 5.1
	Group
	Responsibilities

	ARCHPLAN
	Maintenance work related to the architectural trades, such as carpentry, room finishes, masonry, tilework, etc.

	MECHPLAN
	Maintenance work related to plumbing, heating, air conditioning. refrigeration

	ELECPLAN
	Maintenance work related to electrical power, lighting, and data systems

	GRDSPLAN
	Maintenance work related to grounds

	KEYPLAN
	Work related to key systems

	NAVYPLAN
	Maintenance work at the Penn State at the Navy Yard facilities

	PMPLAN
	Preventive and predictive maintenance planning

	RENOPLAN
	Work performed by Renovation Services

	SUPPLAN
	

	UTILPLAN
	Maintenance work related to utility systems


Plan Nomenclature
Attachment 5.2
Plans in the library shall be named as follows:
Asset/Location Classification, Action, Modifier

Where

Asset/Location Classification is the description for the item to be worked on

Action is a high level description for the scope of the job plan

Modifier can be used to add detail to either the asset/location classification and/or the action.

Examples:

Roof Repair TS20 Ballast Scour
Faucet Repair

Door Inspect and Adjust
