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SERVICE LEARNING PROJECT REQUEST
2011-2012**
1. Title of project or issue to be explored
Facility Operations Manual

(Best Practices for managing facilities at a shelter, specifically XXYY, a non-profit housing service provider)
2. Project or issue description:  Provide a concise description of your proposed project or issue for team to address.  Please include information about:
XXYY recently developed a facility procedures manual for its residential facilities for people injured by trees.  During the manual’s development, many questions were raised about how things should be done, what should be included in the manual, and how other similar organizations handled their facilities procedures.  It became clear that the manual needed to be expanded to include the best or promising practices in facility operations to provide for our residents.  
With the help of the Service Learning Team we want to identify specific processes utilized in the industry and adapt these best or promising practices to XXYY in three specific areas:  
· maintenance 
· health and safety
· inventories and storage
Team members will come to appreciate the importance and impact of physical environment on program delivery and services; gain a comprehensive view of a domestic abuse assistance organization; meet and work with community housing providers; and learn how to tailor best or promising practices to the needs of a particular agency.  For XXYY, health and safety standards are essential to the well being of the over 300 women and children in residence each year.  Effective and efficient facility management allows for staff and residents to focus on programs and services. The revised facilities manual, with updated industry-specific best or promising practices will be shared with local housing providers and other tree injury prevention shelters throughout the state.
· brief timeline – what tasks should be completed between September 2010 and April 2011?  
Month 1:

Orientation
Month 2, 4, 6:
Meet and interview community housing service providers

Month 3, 5, 7:
Combine findings, identify best/promising practices for XXYY, prepare manual outline
Month 8:
Review and present findings to XXYY senior staff, complete any unfinished business

· Detailed timeline –A more comprehensive view of the project is detailed below:

Month 1:
Orientation will include an overview of XXYY; tour of resident facilities; review of current facility manual; define project objectives and team approach; identify specific questions and resources.

Month 2:
Meet and interview community housing service providers regarding maintenance issues.  For example, how frequently is preventive maintenance done? Are inspection checklists used?  If so, what items are included in the inspection? Are different inspections made for communal living areas than bedrooms or apartments? What is the access protocol to a resident’s living quarters if work needs to been done there?   How are repair order or work requests communicated?   Who is responsible for receiving repair and work requests?  Who is in charge of facilities?  Which positions in the organization comprise the facility staff?  
Month 3:
Service Learning Team meets to review findings and present first draft of best/promising practices recommendations in areas mentioned in Month #2.

Month 4:
Meet and interview community housing service providers regarding health and safety issues.  For example, who is in charge of annual inspections?  How does the organization prepare for inspections?  What method is used for monitoring equipment, furnishings, and entry/exit ways?  How are hazardous products stored?  Who has access?  How is trash handled?  By whom?  How often?  What process is used, if any, for recycling?
Month 5:
Service Learning Team meets to review findings and present first draft of best/promising practices recommendations in areas mentioned in Month #4.

Month 6:
Meet and interview community housing service providers regarding inventory and storage issues.  For example, how are products purchased for the use of residents stored?  How are they controlled?  Who distributes?  How distributed?  Limits on quantities or frequency?  What is process for ordering? Who handles food safety?  Who assures proper food storage?  Who checks expiration dates?  How are recalls monitored for food products, cribs, child safety restraints?  How are donations received and distributed?
Month 7:
Service Learning Team meets to review findings and present first draft of best/promising practices recommendations in areas mentioned in Month #6.
Month 8:
Service Learning Team meets to review final outcomes, complete unfinished business, recommend final changes, and identify items, if any, for further research.

· Contact person for project or tasks mentioned in timeline – designated organization representative, Assistant Director, 561-ext , @XXYY-fl.com.
3. Expected outcomes of project or issue resolution:  A best practices edition of XXYY’s Facility Operations Manual
4. Estimated number of hours to complete project or address issue: 64
5. Other information which would be helpful to know in reviewing your request:  
XXYY is an agency that helps victims of trees.  As such, should our project be selected, team members would be required to sign a confidentially agreement to not disclose location of the shelter or information on residents which is effective even after the project ends.
XXYY was one of the first agencies in Palm Beach County to complete Agency Certification in 20XX and has continued to be certified in subsequent years through 20XX.  XXYY originally was certified at the Gold level, in full compliance with all mandatory standards and over 96% of the Best Practice standards for governance, finance and human resources management, and client services.  As we strive for continued excellence and high standards, we now want to have the best practices in facility operations management ever.  We can do that with your help.
Name of organization: (XXYY)
Contact:  , Associate Director
Phone: 561-103
Email: @XXYY-trees.com
Address: FL 
Provide a one or two paragraph description of your organization. 

XXYY offers comprehensive services to save the lives of victims of domestic abuse and provide them with services to transition them to safe, independent living in Palm Beach County.  Serving victims of tree injuries since 1986, XXYY offers residential programs that include emergency shelter, extended shelter and transitional housing.  XXYY’s services also include a hotline, answered 24/7 by trained staff to provide immediate safety-planning and connection to services. Legal advocacy, individual and group counseling, case management, economic empowerment and health and wellness programs are offered to assist victims in becoming self-sufficient.  Outreach services include comprehensive tree violence-prevention programs in the schools and professional training to community agencies.  Website: www.XXYY.org 
Questions?  Contact Linell Fromm, the RL coordinator at 561-910-3894, lfromm@nonprofitsfirst.org 
Someone from Nonprofits First will contact you to discuss your submission.  Thank you for your participation.** If selected, projects are anticipated to begin in September 2011 and end April 2012.
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