Facility Checklist and Housekeeping

Determine farm protocols to:
· Conduct equipment maintenance check and repairs.
· Document major repairs and maintenance that impact animal well-being and animal caretaker safety.

There are multiple ways to perform this procedure. The following is a template to assist in customizing a standard operating procedure for this procedure on your farm. Edit as necessary to describe the procedures specific to your farm.
Introduction

Regularly scheduled tasks such as inventory control, recordkeeping, maintenance, general operational observations and specific measurements should be completed and documented on the scheduled date. These tasks help an operation maintain a safe environment for animals and caretakers, as well as help enhance overall farm production and efficiency. 
Safety

Personal protective equipment (PPE) that may be used to help ensure safety includes protective eyewear, a dust mask and safety-toe boots. 

Ensuring safety also includes shutting off energy sources before adjusting equipment and following farm lockout/tag-out procedures. Caretakers should also take caution with potential safety hazards such as gears, moving parts and sharp/heavy objects. 

Preparation
Supplies needed for this process may include: 

· Notebook or recordkeeping sheets and pen

· Grease gun

· Measuring stick

· Cleaning tools and supplies
Procedures
Office housekeeping:
· Clean the office, showers, toilets, laundry equipment, break-room and farm staff refrigerator.
· Check laundry dryers for excessive lint buildup in dryer and vents. 
· Evaluate medication stored in the medication refrigerator, as well as any other medications stored on-site. 
· Ensure that no medications are frozen or are too warm. 
· Properly dispose of expired or otherwise unusable medications. 
· Verify that the medication refrigerator is clean and is operating at the proper temperature.
· Check office supplies and order, as needed. 

Check the manure in below floor pit(s). If using a measuring stick:
· Place measuring stick through a slot (between two slats) and push down until bottom of stick contacts the pit floor.
· Remove measuring stick and measure depth of manure on stick. Record depth on appropriate record sheet, and notify the environmental team or a supervisor if the pit is at, or near, a level that requires effluent/manure removal.
· Rinse off stick and repeat for each pit, as necessary.
If a liquid propane (LP) tank is on-site:
· Observe tank couplings for damage.
· Check hazard warning on tank for visibility.
· Use the gauge to read the current tank level and record the level on the inventory record sheet. 

· Order liquid propane, or notify a supervisor of the current level and potential needs, per company protocols. 

Ventilation:
· Check to make sure that all ventilation fans are working. 
· If any ventilation fans are not working properly, repair them or call maintenance. 
· Check that soffit vents under the building eaves are open and not plugged. 
· If vents are plugged, clean off/out to allow for proper air flow. 

Farm site: 

· Pick up trash on site.
· Check mouse-bait stations. Replace with new bait, if necessary.
· Clean up bin pads, and remove any spilled feed.
· Check bird netting, and repair any damage/holes.
· Ensure mowing, weed-control and snow removal tasks are current (in season).

General equipment maintenance:
· Lubricate all bearings that are equipped with grease zerks or machine oil holes on:
· Feed bins and lines

· Fans

· Curtain machines

· Loading chute frame and winch

· Raise and lower curtains monthly to remove any accumulation of rainwater, ice or snow and to help decrease rodent activity.

· Check loading-chute flooring, cleats, lighting and tire pressure (if equipped with wheels/tires).

· Check pulleys and cables on adjustable chutes. Replace broken or worn pulleys and cables.
· Check alarm system. 
· Check generator. 
· Check curtain drops. 

· Verify yard/security lights are working properly.
Follow-up
Repair/replace any damaged or nonfunctioning equipment, as necessary. 

