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I. Policy and Purpose

Maintenance requests are managed through a work order submission process and responded to in a timely manner by the St. Joseph Center Operations Department. Designated SJC program staff submit monthly office supply orders.


II. Procedures

a. Building Maintenance

1. Work Order Submission:

Employees submit the St. Joseph Center online work order via email with all relevant information:
· Facilities Issues:
Email: ramona.interim@stjosephctr.org
Examples: copier, printer, vehicles, plumbing & electrical, HVAC systems, equipment malfunction, etc.
· IT Issues:
Email: it-support@stjosephctr.gotoresolve.com
Examples: error messages, missing icons, frozen screen, inability to access software, internet, or Outlook, etc.
2. Request Review & Monitoring

· Ginneh Horsford, Deputy Chief of Staff and Director of Operations, reviews all requests and determines the appropriate plan of action.
· LaNesha Lewis, Operations Manager, monitors the work through completion.





b. Janitorial and Office Supply Ordering

1. Custodial Supplies & Scheduling
Janitorial matters, including custodial supply ordering and scheduling, are coordinated by the Operations Department in partnership with the janitorial vendor.
2. Monthly Office Supply Orders
The on-site Program Manager sends monthly in-house supply order requests directly to the Operations Manager. Orders are requested and fulfilled monthly per the SJC agency calendar.

b. Day Porter and Janitorial Services: 

1. Janitorial/Day Porter services occur seven times per week on-site.
2. Janitorial/Day Porter staff have access to clean all rooms.
3. Janitorial staff do not have access to client charts or medications, which remain locked. They also do not have access to keys for locked cabinets storing charts or medications.

Contact Information: 

Ginneh Horsford
Deputy Chief of Staff & Operations
Phone:  310-396-6468 ext. 389
Email: ghorsford@stjosephctr.org 

LaNesha Lewis
Operations Manager
Phone: 310-396-6468 ext. 392
Email: llewis@stjosephctr.org 
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