Employees
Payroll

1. Starting hourly rate to be determined at date of hire

2. Medical insurance provided as a benefit 

3. Vacation Schedule

a. after one (1) year of employment 

employee is entitled to two (2) weeks paid vacation

b. after five (5) years of employment.

employee is entitled to three (3) weeks paid vacation
     4. Starting July 16, 2013 an eight week cap is placed on vacations for all employees of Corning Healthcare District.  Employees earn vacation as set forth in policy manual sheet, “Vacations and Holiday Schedule”.  When the total earned vacation reaches eight weeks, the employee must take a portion or all of his or her vacation before any more vacation can be earned. 
5. Holidays

a. The employee shall receive the following scheduled holidays off with pay

b. January 1



New Years Day
c. January
(3rd Monday)

Martin Luther King Day
d. February (3rd Monday)

President’s Day

e. May (last Monday)


Memorial Day

f. July 4




Independence Day

g. September (1st Monday)

Labor Day

h. November 11


Veterans’ Day

i. November (last Thursday)

Thanksgiving Day

j. November (last Friday)

Post Thanksgiving Day

k. December 24


Christmas Eve Day

l. December 25


Christmas Day
Drug-Free Workplace

Corning Healthcare District shall be in compliance with 5151-5160 of the Drug-Free Workplace Act of 1988 (pub. L. 100690, Title V, Subtitle D: 41 U.S.C.701 et sez.), 7 CFR part 3017.  Subpart F. Section 3017.600,.  

Corning Healthcare District is a drug free workplace as described in 5151-5160 of the Drug-Free Workplace Act of 1988.

Employees shall not manufacture, distribute, dispense, posses or use a controlled substance which are prohibited by law.  

Reported violations will be investigated by the District Manager.  In cases where it is reported that the District Manager committed a violation, a current Board member will investigate the allegations.  If there is reasonable evidence that a violation has occurred, the incident will be reported to local authorities. Violators found guilty may be dismissed from employment.   

Each employee shall complete a program that explains 

a. The dangers of drug abuse in the workplace.  

b. The policy of maintaining a drug-free workplace;

c. Any available drug counseling, rehabilitation, and employee assistance programs; and

d. The penalties that may be imposed upon employees for drug abuse violations occurring in the workplace. 

The employee shall notify the District Manager or a Board representative in writing if he or she is convicted for a violation of a criminal drug statute occurring in the workplace no later than five calendar days after such conviction;

A Corning Healthcare District Manager or Board member shall notify the USDA Rural Development in writing, within ten (10) calendar days after receiving notice that employee has been convicted of a criminal drug statute occurring in the workplace.  If convicted employees must provide notice, including position title to every grant officer on whose grant activity the convicted employee was working, unless the Federal agency has designate a central point for the receipt of such notices.  Notice shall include the identification number(s) of each affected grant;

The District shall take action within 30 calendar days of receiving notice with respect to any employee who is so convicted.

1) Taking appropriate personnel action against such an employee, up to and including termination, consistent with the requirements of the Rehabilitation Act of 1973  as amended or

2) Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency;

Nothing shall be construed to exclude as an individual with a disability an individual who‑‑

 (I) has successfully completed a supervised drug rehabilitation program and is no longer engaging in the illegal use of drugs, or has otherwise been rehabilitated successfully and is no longer engaging in such use;

 (II) is participating in a supervised rehabilitation program and is no longer engaging in such use; or

 (III) is erroneously regarded as engaging in such use, but is not engaging in such use; except that it shall not be a violation of this Act for a covered entity to adopt or administer reasonable policies or procedures, including but not limited to drug testing, designed to ensure that an individual described above is no longer engaging in the illegal use of drugs.

By signing this agreement the employee signifies that he or she has read this document and agrees to abide by its content.

___________________________
_____________________

Employee Signature 




Date

________________________

_______________________

District Representative/ Title


Date
Corning Healthcare District

Head of Maintenance 

Budget is approved by Corning Healthcare District Board.  Employee is hired by and answerable to the District Manager.

Responsibilities

1. Repair and maintain mechanical equipment and buildings

a. Heating And Air Conditioning Systems, 

b. Electrical Systems, 

c. Plumbing Systems

d. Roofing

e. Pavement Projects

f. Cement Projects

g. Building Projects

h. Dry Walling

i. Painting

j. Woodwork

k. Flooring

l. Other Parts Of Building Structures

2. Assist in major projects as project manager

a. Roofing

b. Pavement Projects

c. Cement Projects

d. Building Projects

3. Assist in interviewing prospective hires in bidding process

4. Perform routine preventive maintenance to ensure machines continue to run smoothly

5. Inspect drives, motors, belts, check fluid levels, replace filters, and other maintenance duties

6. Keep records of work including time and maintenance schedule. 

7. Emergency calls i.e. broken water line

Repairing

a. Repair or replace defective equipment parts using hand tools and power tools 
and reassemble equipment.
Equipment maintenance

a. Perform routine preventive maintenance to ensure that machines continue to run smoothly, building systems operate efficiently, and the physical condition of buildings does not deteriorate.

Information Ordering

a. Inspect drives, motors, and belts, check fluid levels, replace filters, and perform other maintenance actions, following checklists.

Equipment Selection

a. Use tools ranging from common hand and power tools, such as hammers, hoists, saws, drills and wrenches, to precision measuring instruments and electrical and testing devices.

Mechanical

a. Assemble, install and/or repair wiring, electrical and electronic components, pipe systems and plumbing, machinery, and equipment.

Problem Sensitivity

a. Diagnose mechanical problems and determine how to correct them, checking blueprints, repair manuals, and parts catalogs as necessary.

Troubleshooting.
a. Inspect, operate, and test machinery and equipment in order to diagnose machine malfunctions.
Building and Construction

a. Dismantle devices to gain access to and remove defective parts, using hoists, cranes, hand tools, and power tools.

Critical thinking
a. Plan and lay out repair work using diagrams, drawings, blueprints, maintenance manuals, and schematic diagrams.

Multilimb Coordination

a. Paint and repair roofs, windows, doors, floors, woodwork, plaster, drywall and other parts of building structures.
Other


a. Meets qualifications for general maintenance worker
Qualifications

1. Ten or more years experience in construction

2. Licensed general contractor in good standing or retired in good standing

3. Certification in a variety of fields i.e. removal of lead paint

4. Shall have proven skills in construction, including but not limited to carpentry, electrical installation and repair, plumbing, painting, and roofing

5. Minimum of three good references 

6. Provide own hand tools

7. Possession of a valid California driver's license; willingness to work outside (if necessary) in inclement weather.
CLASSIFICATION TITLE: Maintenance Worker 
DEFINITION
 Under general supervision, performs a variety of work in the general maintenance and repair of buildings, facilities, and equipment. Performs related duties as assigned.

 DIRECTLY RESPONSIBLE TO 
Head of Maintenance
 SUPERVISION OVER 
None

DUTIES AND RESPONSIBILITIES 
 General Maintenance and Repair of Buildings, Facilities, Equipment, and Grounds Performs a variety of work in the maintenance and repair of buildings and grounds at various facilities/sites including carpentry, electrical, plumbing, glazier, masonry, and painting tasks; repairs and treats structures such as floors, sinks, walls, roofs, and carpets; performs minor troubleshooting, repairs, and adjustments of locks on doors, cabinets, desks, closets; repairs door hinges; cleans plugged key slots; changes filters on heating, ventilating and air conditioning units; services appliances, kitchen, and emergency equipment; hooks up appliances; reports mechanical malfunctions to appropriate party for action; moves and assists in moving furniture and equipment at various facilities/sites; sets up and breaks down cubicle partitions; exercises discretion in identifying projects requiring the services of a higher skilled crafts person; assists in obtaining quotes and arranging for services of outside vendors as needed; annotates and updates work logs for specific site requirements; activates and deactivates building alarms and responds to alarm calls during and after regular work hours; maintains clean, safe, and orderly work sites.

a. Carpentry: Performs basic rough and finished carpentry work in construction and repair of structures such as partitions, walls, doors, fences, window frames, office furniture, roofs, and shelves

b. Glazier: Removes broken glass, putty or plastic; replaces windows and door hardware; replaces or arranges for replacement of glass for windows, doors, and light fixtures.

c. Electrical: Performs basic electrical installation and repair work in wiring for switches, outlets, plugs, cables, power circuits and appliances; repairs lighting systems; inspects electrical systems for unsafe conditions.
d. Plumbing/Painting: Identifies and performs basic repairs of plumbing leaks or breaks; opens clogged lines and drains; replaces washers and other minor parts; maintains and monitors septic system; applies and prepares various surfaces for paint, enamel, lacquer, varnish, or stain; repairs wall coverings
e. Grounds Maintenance: Maintains grounds in clean and orderly manner.  Maintains grounds maintenance equipment; installs and maintains drinking fountains repairs/replace water heaters.
f. Masonry: Lays forms, mixes, pours, and finishes concrete for buildings, sidewalks and slabs.

MINIMUM QUALIFICATIONS 
Education, Training, and Experience Any combination of education, training, and experience which demonstrates ability to perform the duties and responsibilities as described including related work experience in one or more of the building trades

Knowledge of: Methods used in maintenance including basic knowledge of the following trades: carpentry, plumbing, glass replacement, painting, masonry, appliance repair, and electrical wiring; standard practices and tools used in the maintenance and repair of building facilities; safety practices and procedures related to the building trades; basic math to add, subtract, multiply, and divide. 

Skill and Ability to: Effectively use a variety of hand and power tools; read blueprints; review and identify projects needed to be serviced by outside contractors; follow oral and/or written instructions; communicate effectively in both oral and written form; maintain work logs; establish and maintain cooperative and effective working relationships with those contacted in the course of work assignments. 

Other Characteristics 
Possession of a valid California driver's license; willingness to work outside (if necessary) in inclement weather.
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