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1.0 Purpose

To provide a set of guidelines and procedures that outline regular required maintenance of the major mechanical systems at 1105 Harrison Street, Syracuse, NY.

2.0 Scope

This SOP documents the expectations and required actions of all tenants of the house.

3.0 Responsibilities

All tenants are responsible for voicing issues and problems with any mechanical, electrical, plumbing or structural systems in the house that the tenants observe in day-to-day operations in the house.  All issues and problems observed shall be reported in a timely manner to the House Manager, who will refer these issues to the House Corporation.

As a general rule, tenants are not required to perform specific inspections of the house, unless directed by either:

3.1 The House Manager 

3.2 A member of the Tau of Theta Tau House Corporation 

4.0 Definitions

4.1 House Manager – see SOP 107 for definition

4.2 Semi-Annual – To be performed twice per year – once at the end of the Fall and Spring semesters. 
5.0 Procedure

The following inspection procedures shall be performed by either the House Manager, House Corporation member, or duly appointed tenant as described below.  A checklist is attached for documentation of routine maintenance items that references the detailed maintenance tasks that are in highlighted in Bold Face & Italic print outlined below.

5.1 Use of Sub-Contractors

5.1.1 Certificates of insurance are required from all subcontractors such as those performing service and repair work.

5.1.2 Certificates to show evidence of liability and worker’s compensation coverage are required from all subcontractors such as those performing service and repair work.

5.2 Doors and windows – Regular inspection of all doors and windows to ensure proper closure and locking mechanism.  Any door or window that does not fully close or open, or operate smoothly shall be noted and reported.  

5.2.1 Interior doors (bedrooms, bathrooms, etc) shall be inspected semi-annually.  

5.2.2 Exterior doors (kitchen, basement, front entryway) shall be inspected once per month.

5.2.3 Windows shall be inspected semi-annually.
5.2.4 Old Windows shall be covered in plastic for the winter.

5.3 Plumbing – Regular inspection of all fixtures, drains and plumbed appliances to mitigate damage from leaks and limit utility bill charges.  Any fixture which does not turn off (and stop the flow of water) or any leak resulting in uncontrolled water discharge shall be reported IMMEDIATELY.

5.3.1 Water main and water meter– The main shutoff valve for the building is located on the south wall of the basement, in the front storage room.  The water main shutoff valve shall be exercised semi-annually to ensure complete water shutoff.

5.3.2 Sinks / Faucets – All sinks shall be inspected monthly for leaks in either the water supply or waste drains.  Operate all faucets in both the hot and cold direction to ensure proper shut off.  All sinks shall be treated with drain cleaner (Drano, Liquid Plumber, Rid X or equivalent) on an annual basis.  There are five operable sinks on the premises:

(1) basement laundry/washtub sink, (1) kitchen sink, (2) second floor bathroom sinks, (1) third floor bathroom sink

5.3.3 Showers – All showers shall be inspected monthly for leaks in either the water supply or waste drains.  Operate all showers in both the hot and cold direction to ensure proper shut off. All showers shall be treated with drain cleaner (Drano, Liquid Plumber, Rid X or equivalent) on an annual basis.  There are three shower stalls on the premises:

(2) second floor bathroom showers, (1) third floor bathroom shower

5.3.4 Dishwasher  - If the dishwasher has a faucet based connection, inspect the dishwasher water connection monthly for signs of leaks.  For a hard piped dishwasher, inspect semi-annually.  Operate the dishwasher on a semi-annual basis for one full cycle and report any malfunction.

5.3.5 Water Heater – all items below are to be inspected on Both Water Heaters on a Semi-Annual basis

5.3.5.1 Water Connections - Inspect the water heater water connections for signs of leaks.  

5.3.5.2 Burner Inspection – Remove the burner cover, check and ensure the pilot light is lit, perform a hot water draw and check if the burner lights.  Replace burner cover when complete.

5.3.5.3 Heating Setpoints – The house uses a two tank hot water system, with the first tank used as a pre-heat tank.  The setting for the pre-heat tank shall be no more than 120ºF (or a setting of “A” on a unit with an A/B/C setting gauge).  The setting for the secondary tank shall be no more than 130ºF (or halfway between “A” and “B”).

5.3.5.4 Combustion Zone – Keep the area around the water heater clean for a radius of a minimum of 3-feet (Nothing to be stored in that radius – other than Sink and Washing Machine).   NOTE THERE ARE TO BE NO COMBUSTIBLES OR FLAMABLE LIQUIDS STORED IN THE LAUNDRY ROOM.  The water heater shares the same area as the dryer, keep the surrounding area clean of lint by vacuuming the area on a semi-annual basis.
5.3.5.5 Exhaust Venting – The water heater exhaust vent is single wall sheet metal, and can be very hot (greater than 140ºF).  Do not touch the exhaust venting, or allow combustibles to come in contact with the exhaust venting.

5.3.5.6 Gas piping – The gas piping immediately entering the water heater is a 1/2-inch flexible gas whip.  Inspect this portion of piping for kinks and cracks.

5.3.6 Washing Machine – Inspect washing machine hoses for leaks on a semi-annual basis.  All future replacement hoses shall be metal overbraid hoses.  Operate the washing machine for one full cycle on a semi annual basis and report any malfunction.

5.3.7 House sewer connection – The sewer connection requires adequate venting outside of the house structure to prevent the build up and entrance of sewer gases to the house.  Inspect the vent for signs of blockage on a semi-annual basis.  The vent is located between the side walk and the road.

5.3.8 Exterior Spigot Inspection – Inspect the exterior spigots for leaks on a montly basis. Ensure that they are Shut Off from October to May.  

5.4 Electrical systems – The house electrical system consists of a main electrical panel and two sub panels (located on the second and third floor).  The electrical system should require no maintenance by the tenants, and the protective covers on any electrical distribution panel, receptacle, or lighting fixture shall not be removed by the tenants under any circumstances.  

5.4.1 Overload events - On occasion an overload event will result in a circuit breaker tripping.  Prior to resetting the circuit breaker, perform the following steps:

5.4.1.1 Locate the breaker that has tripped by opening the access door on the breaker panel.  Typically the breaker will be located in the panel on the same floor as the circuit with the disruption (e.g. a circuit in a bedroom on the second floor will have the corresponding breaker in the second floor sub panel).  The overloaded breaker will be in the middle position between the “ON” position (lever towards the center of the panel) and the “OFF” position (lever towards the outside edge of the panel).

5.4.1.2 If the overloaded circuit includes receptacle loads, unplug all appliances and devices from the receptacles prior to resetting the circuit breaker.

5.4.1.3 Reset the circuit breaker by moving the breaker lever to the “OFF” position, and then move the lever swiftly and firmly to the “ON” position.  If the breaker trips again do not attempt to reset, and report IMEDIATELY.  

5.4.1.4 If the breaker only trips when appliances or devices are plugged back in, then the appliance or device is causing the overload.  Disconnect the appliance or device and reset the breaker as described in 5.4.1.3.  If the appliance or device is property of the 1105 Harrison Street and not the tenant, report IMMEDIATELY.  If the appliance or device is the property of a tenant, the appliance or device which causes this overload shall NOT be used in the premises.

5.4.2 Planned Electrical Disruptions – On occasion the electrical service to a portion or all of the house will need to be disrupted.  When this occurs, reasonable steps shall be taken to alert the tenants affected of the disruption and an estimate of the duration of disruption shall be provided.  Should the main electrical service need to be disrupted, the current fire/burglar alarm monitoring service shall be contacted and informed of the electrical disruption prior to the disruption.

5.4.2.1 Switching the house main breaker – The main breaker shall NEVER be operated without first switching off all the other branch circuit breakers in the main panel.  After branch circuit breakers are turned off the main breaker can be turned off.  To turn the main house breaker back on, ensure the branch circuit breakers are off, turn the breaker on, and then turn the branch circuit breakers on one at a time.  The same method shall be used on the sub-panel circuits prior to switching a sub-panel main breaker.

5.4.3 Other Electrical Inspections 

5.4.3.1 Outlets/Receptacles – Perform a Monthly inspection of the use of outlets to prevent overload (especially when using power distribution strips and surge suppressors).  No more than one six-outlet surge suppressor shall be allowed per duplex or quad receptacle outlet.  Any outlet exceeding this shall be reported IMEDIATELY.  

5.4.3.2 Lighting Systems – Report any blown light bulbs, or damaged fixtures as necessary.  If the damaged fixture results in a tripping breaker, follow instructions in 5.4.1.  The following lists the types of lamps used in the house:

· Compact Fluorescents: 17 W or less, single helix, “A” type base

· Standard Fluorescents: F34-T12 4-foot lamp

· High Efficiency Fluorescents: F32-T8 4-foot lamp 

· Incandescent Lamps: Watt miser 55 W or less

· Exterior Floods:  75 W or less with parabolic reflector

5.4.3.3 EXIT Signs and Emergency Lights 

Perform a Monthly Check of the operation of the EXIT signs lamps battery backup operation for each EXIT sign by turning off the switch labeled EXIT signs above and to the right of the main electrical panel in the basement.  The EXIT signs should remain lit, even with the switch off.  IMMEDIATELY Report any EXIT signs with blown lamps, or that do not respond properly under battery power.  Emergency lights have test buttons to check operation without disrupting electrical service.  IMMEDIATELY Report all non-functioning emergency lighting systems.

5.5 Gas Appliances

5.5.1 Gas Appliance Safety – The four natural gas fueled appliances in the house are: the furnace, the water heaters, the dryer and the range/oven.  The furnace, dryer and stove use spark ignition.  The water heaters use a standing pilot.  If natural gas odor is present, or if you attempt to operate any of the appliances and they do not ignite:

5.5.1.1 Turn off the gas valve to the appliance

5.5.1.2 Open a nearby window or door to allow for ventilation

5.5.1.3 If a malfunction is obvious, do not restart appliance, and report IMEDIATELY

5.5.1.4 If no malfunction is obvious, wait 15-minutes, re-open gas valve and attempt to restart appliance.  If appliance fails to ignite, turn gas off and report.

5.5.2 Gas Furnace – The furnace shall be serviced annually by a heating contractor.  

Service Provider: Angelo Chiodo Heating and Air 

Address: 618 Wolf St, Syracuse, NY 13208
Phone:
(315) 471-7747





No student member or tenant shall attempt to service the internal workings of the furnace.  
5.5.2.1 The furnace filter shall be changed on a monthly basis, ensuring that the filter access cover is replaced properly with each filter change.  To change the furnace filter:
· Remove access cover to filter

· Remove and discard old filter

· Place new filter – take NOTE on direction of Air Flow – the Arrow should Point into the Furnace while loading.

· Replace access cover for filter

5.5.2.2 Preparing Furnace Ducts for Winter – once a year the cold air return and supply ducts are to be vacuumed out.  Simply remove grate / cover and vacuum any portion of the duct that is accessible.
5.5.3 Gas Dryer Maintenance 

5.5.3.1 Semi-Annually vacuum out the vent and area around and under the Gas Dryer

5.5.3.2 Semi-Annually Verify that the lint screen is being regularly cleaned and that a Reminder Sign is posted.  This should also be performed weekly by the house manager.
5.6 Building Structure – Report any deficiencies in the building structure as necessary.  This may include, but not limited to, sheetrock, framing, exterior sheathing and siding, roof, etc.  Deficiencies reported may include, but not limited to, physical damage, leaks, etc.

5.7 Storage

5.7.1.1 There is to be no storage of anything combustible or Flammable Liquids in the Laundry Room, due to the Hot Water and Gas Dryers operating on Natural Gas.

5.7.1.2 There is to be no storage of any kind of gasoline operated equipment within the house (examples: gasoline lawn mowers, gasoline string-line trimmer, gasoline powered motor-cycles). 

6.0 Risk and Safety Notes

As un-expected Situations and Events do arise, actions should be taken to prevent the loss of life or property, even if those actions conflict with instructions in this document. 

7.0 Referenced Documents / Attachments (to be provided)

7.1 Maintenance Checklist

7.2 Service Contract for Furnace

7.3 Cut Sheets from major mechanical equipment in house (listing at least manufacturer and model number)
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