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Water Maintenance Procedure (template)
This procedure links to Water Module Action A2.6. 

Setting up procedures for managing water and water saving tasks is important. Work with your school gardener or grounds keeper to record procedures and introduce water saving processes.

This template is intended as an example and will need to be modified to meet your school’s needs and formatted to align with your other school procedures. Use this template to create and implement water maintenance procedures for managing taps, toilets, showers, dishwashers; cleaning stormwater pits; oval watering; garden irrigation and/or night watering.
Use the table below to create a maintenance regime. For each item, consider how often they should be checked (recommend biannually) and what for, who will check them and who will take charge of ensuring repairs are done.

Your ResourceSmart Schools (RSS) Regional Facilitator can assist to complete this template, email schools@sustainability.vic.gov.au 
For support with RSS Online email help@resourcesmartschools.vic.gov.au  

Note - tailor this template as required. Add rows where needed. Remove all green shaded text when the document is complete.




	Actions

	Who
	What
	When
	Completed by (initial)

	Example
	Student Action Team
	Speak to facilities manager regarding tap leak in staff room
	Term 4

	ASE

	Check all tap timers work appropriately (A3.5)
	
	
	
	

	Check all water related appliances operate correctly (A3.6)
	
	
	
	

	Check bubble/drinking taps for leaks (A3.1)
	
	
	
	

	Check toilet blocks for leaking or running cisterns or taps (A3.1)
	
	
	
	

	Check drips and leaks from indoor taps (A3.1)
	
	
	
	

	Check drips and leaks from outside taps, spouts and downpipes (A3.1)
	
	
	
	

	Check storm water pits are clear (A4.5)
	
	
	
	

	Check rainwater tanks are clear of debris and operational (A4.7)
	
	
	
	

	Check garden irrigation systems for leaks and timers set correctly (A4.3)
	
	
	
	

	Check oval irrigation system for leaks and timers set correctly (A4.3)
	
	
	
	

	Check hot water system heat and pressure settings (A3.2)
	
	
	
	

	Check rain sensors are operating correctly (A4.4)
	
	
	
	

	Register for Schools Water Efficiency Program (A2.4)
	
	
	
	



Reach out for assistance
RSS Facilitators can help you:
· plan or promote your program
· locate additional resources that will assist you to complete the module
· conduct audits with students
· organise activities for your student action team
· find networks of like-minded staff and students to support your work
· progress your RSS module completion and certification.
To connect with your local facilitator email schools@sustainability.vic.gov.au 
For support with RSS Online email help@resourcesmartschools.vic.gov.au 

ResourceSmart Schools is a free program offered by Sustainability Victoria that supports Victorian schools to embed sustainability across the school facilities, community and curriculum, while saving resources and money for the school. 

To register to become a ResourceSmart School, visit: https://my.resourcesmartschools.vic.gov.au/
or email schools@sustainability.vic.gov.au
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