
MIIA Risk Management Advisory

Preventative Maintenance Schedule
for Towns and School Districts
Proactive facility management is a financial imperative, as reactive maintenance costs 3–5× more than 
planned preventive maintenance. Document all preventative maintenance, including dates and personnel 
as this is the basis for facility maintenance budget justification. 

Assign each task to a staff member or contractor and log completion. While a shared spreadsheet is 
an acceptable starting point, a Computerized Maintenance Management System (CMMS) is highly 
recommended for scheduling work orders and monitoring associated maintenance costs. Please see below 
for recommended frequency and tasks. 

Daily

  Boiler/heating plant — temperatures, pressure, error indicators

  All exits and egress paths — clear of ice, snow, obstructions

  Fire alarm panel — confirm normal; investigate any fault immediately 

  HVAC & unit ventilators — check for failures (freeze-ups, IAQ) via Energy Management Systems (EMS) when available

Weekly

  Emergency generator — visual inspection; log findings

  Roof drains & gutters — check for blockage (critical fall–spring)

  Exterior walk — downspouts, masonry cracks, pooling water, trip hazards

Monthly

  Emergency generator — run under load 30 min; log runtime & faults (527 CMR 1.00/NFPA 110)

  Fire extinguishers — pressure gauge in green, accessible, tag current

  HVAC filters — replace per manufacturer schedule (top cause of HVAC failure)

  Utility bills — compared to prior year; spikes = equipment fault or leak

  Pest control — monitor per IPM plan; more frequently if problem areas identified
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Quarterly

  Boiler — combustion efficiency test, water treatment, burner inspection

  Fire alarm — full test per NFPA 72 (confirm local AHJ requirement)

  Kitchen hood suppression system test (if applicable) - required by MA fire code

  HVAC unit ventilator filters — replace quarterly or per schedule

Annually

  Boiler & pressure vessel — MA DPS certified inspection (LEGALLY REQUIRED)

  Elevator/lift — MA DPS certified inspection (LEGALLY REQUIRED)

  Fire sprinkler system — flow test per NFPA 13/25 (LEGALLY REQUIRED)

  HERA asbestos plan — 6-month periodic / 3-year reinspection (LEGALLY REQUIRED)

  Backflow preventer — MA DEP certified test (LEGALLY REQUIRED)

  Electrical panels — thermographic (infrared) scan for arc flash hazards

  Roof — full inspection with photos; before storm season

  Drinking water — review Lead & Copper Management Plan; conduct required sampling

  ADA & life safety — full building self-inspection; document all findings

  Playground equipment — audit by Certified Playground Safety Inspector (CPSI)

Every 3-5 Years

  Facility Condition Assessment (FCA) — full building-by-building evaluation; calculated FCI score

  Capital Improvement Plan — update from FCA findings; present to governing board annually

  Pavement — condition survey; apply sealcoating & crack repair

  Electrical system — full load study; audit panel labels

  HVAC controls / BAS — calibration check
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