(Worksite Name) Annual Maintenance Program (date) –Staff & Contractors

Retain all completed originals in administration file “Maintenance”


	 
	Planned Activity
	Responsibility
	Frequency
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D
	Comments

	Lighting
	Check interior lighting for faulty lights. 
	Maintenance
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Clean interior and exterior lights
	Maintenance
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Conduct push button testing on Emergency and Exit lighting.  Document test.
	Maintenance
	Quarterly
	
	
	
	
	
	
	
	
	
	
	
	
	

	External Buildings
	Clean all gutters
	Maintenance
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Clean out sumps, gratings, pits & downpipes
	Maintenance
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check brickwork and external timber work
	Maintenance
	6 x year
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check concrete and pavers for movement
	Maintenance
	6 x year
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Cleaning/dusting of corrugated iron
	Maintenance
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Pest control tests
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Asbestos signage is clearly displayed
	Maintenance
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Backflow prevention devices
	Maintenance / Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Stormwater pits
	Maintenance
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	Plumbing
	Carry out visual inspection of taps, sinks, cisterns, toilet pans, urinals and drains
	Maintenance
	Quarterly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service and clean traps to kitchen sinks and hand basins
	Maintenance / Contractor
	Quarterly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Change drinking water filters (Pura-Tap / chillers)
	Maintenance
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Operate pressure release valves on Hot Water Units
	Maintenance
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	Grounds
	Check condition of fencing and gates
	Maintenance
	Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Automatic gates service
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service school oval (scarify, fertilize, check for divots)
	Maintenance
	Quarterly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Fertilise lawns
	Maintenance
	2 x year
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Mow lawns
	Maintenance
	As required
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Weed and replace flower beds
	Maintenance
	As required
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check operation irrigation sprinklers, controllers & valves
	Maintenance
	Spring, summer, autumn
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check and remove low hanging or dead tree branches
	Maintenance
	2 x year
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Conduct visual inspection of all buildings and external grounds
	Maintenance
	Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Arborist assessment conducted on trees
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	Electrical
	Conduct push button testing on all RCD’s. 
	Maintenance
	 6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check all electrical outlets for damage
	Maintenance
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Conduct 90 minute battery discharge testing on emergency / exit lights
	Electrician
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Test & tag all portable electrical equipment
	Electrician
	As required
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Conduct 2 yearly performance tests on all RCD’s.  
	Electrician
	As required
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	Internal Building
	Check and service all latches, locks, window winders, hinges and door closers
	Maintenance
	6 Monthly 
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check operation of windows and doors
	Maintenance
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Curtains and Blinds – check & clean
	Maintenance
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Carpet cleaning/replacement
	Contractor 
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check Painting / paint as required
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check tiling / repair
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Bi-fold door service
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Automatic door service
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Air-conditioner

Fans/

Ventilation


	Clean reverse cycle air-conditioner filters
	Maintenance
	Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Clean exhaust fans, range-hoods, kilns
	Maintenance
	Quarterly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Clean ventilators
	Maintenance
	Quarterly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service evaporative air-conditioners pre-season (insert sterilising tablet)
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service evaporative air-conditioners post season shut-down
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service reverse cycle air-conditioners
	Contractor
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service & performance test fume cupboards 
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service Extraction Systems
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	Gas / Heating

Appliances
	Service all gas equipment
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service heating units
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Inspect flues for blockages or damage
	Contractor
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check/service boiling water units
	Maintenance / Contractor
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fire Safety

Plant & Equipment
	Servicing of fire extinguishers
	Contractor
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Servicing of hose reels
	Contractor
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Servicing of fire blankets
	Contractor
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Smoke alarm systems
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Smoke control systems
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Fire sprinkler system
	Contractor
	6 Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	Plant & Equipment
	Service lawnmower
	Maintenance
	Manufacturers recommend.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service ride-on mower
	Maintenance / contractor
	Manufacturers recommend.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service tractor
	Contractor
	Manufacturers recommend.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service brush cutter
	Maintenance / contractor
	Manufacturers recommend.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service hedge trimmer
	Maintenance / contractor
	Manufacturers recommend.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service trailer
	Maintenance
	Manufacturers recommend.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service grounds ute
	Contractor
	Manufacturers recommend.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service Lifts (goods & person)
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	ADD Additional plant and equipment relevant to your worksite
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	External Fixtures
	Anchor points on roof
	Contractor
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	


Planned Activity – Add any activities specific to the work site.

Responsibility – Worksites  may allocate responsibility to administration staff, maintenance staff or contractors according to specific needs and budget.

Completion – On completion, enter the date in the appropriate column and initial. A staff member should complete this form on behalf of Contractors and enter contractor or company name.
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