
Planned Preventive Maintenance (PPM) Process AS-IS
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Work Orders:

Printed by ATLs several times a day.  

Includes: 

- Building, Room, Equipment, PPM 

Schedule Code, Procedure Description

Inputs required for PPM:

1. Assets (Equipment) coded with Equipment ID

- Equipment Category, Standards, Building, 

Floor

2. PPM Procedures and Schedules

- PPM Procedure, PPM Start Date, Frequency/

Interval, Task Priority, Interval Type

Run PPM 

generation to create 

work order/cyclic 

card

Sets next inspection 

dates and routes 

work orders to ATLs

Log into Archibus 

system and set date 

range for PPM 

generation

End

Log into EBIS Online 

and print work 

orders

Review and categorise 

work orders [job lines] 

by Trade

Pick up job sheet(s) 

and undertake job(s)

Fill out job sheet 

noting time and 

materials used, sign 

and pass to ATL

Countersign job 

sheet to confirm 

completion, add to 

completed basket

Reactive work 

required?

No

Key in time, materials 

and comments from 

work order into EBIS 

online record

Raise reactive work 

request 

Yes

Set job status to 

“Job Done” in EBIS 

online record

ATL/Tradesman dual role:

In some cases the ATL will fulfil the 

tradesman role themselves, in which 

case their Team Leader will countersign 

the completed job instead

PPM Generation:

- Generated in accordance with the 

required intervals (E.g. Annual, 

Quarterly, Monthly)

- Run every Friday afternoon to 

generate jobs for the week ahead 

Routing:

Routes to correct ATLs by 

using Building/Trade fields

Work order scanning:

The paper based work orders 

have a barcode which can be 

scanned to bring up the correct 

record in EBIS online

Set all completed 

jobs in prior month 

to “Job Complete”

Month end procedures:

The central office will finalise 

completed jobs in EBIS online 

which will enable any charging 

to be undertaken if necessary

PPM Housekeeping:

- Non asset based

- Non statutory checks

- Creates cyclic card

- Annual work order per building in 

August (1 x Equipment, 1 x Gas)

- Archibus print flag set to ‘No’

Go to 

Reactive 

Process

* Statutory Compliance Inspections

- 22 types of statutory compliance inspections are currently undertaken, 

some of which are undertaken by In-House Trades and others by Term 

Contractors.

- This includes tests such as Emergency Lighting, Legionella and Fire 

Alarms.

- The statutory compliance inspections undertaken by In-House Trades 

use the work order process outlined in the PPM process map above.

- The statutory compliance inspections undertaken by Term Contractors 

differ in that a contract order must be raised against the work order 

number as outlined in the relevant section of the Reactive Maintenance 

process, however there is additional data currently recorded outside 

the EBIS system on separate data sheets.

PPM Equipment:

- Asset based

- Statutory checks *

- Legionella and PAT testing 

currently under Housekeeping

- Managed via separate wall chart

- Archibus print flag set to ‘Yes’

Categorisation:

- Split by schools

- Split by type of testing/Trade required

Materials 

needed? 

No

In-house 

stock?
Yes

Take items from 

store
Yes

Raise a goods item 

order against the 

work order number

No
Certification 

required?
No

Send copy 

certificate to 

Maintenance 

Manager

Yes


