Lake Huntington Summer Community

Maintenance Guide
Last updated - 06/30/07
This document gives detailed procedures for opening and closing the community, and for the more complicated maintenance tasks that are required during the summer. This guide should be modified as needed.
OPENING THE COMMUNITY
Opening is typically by the Saturday 2 weeks prior to Memorial Day weekend. Planning for the opening with the property manager should begin by the start of April. Summer maintenance worker should start full time by at least 2 weeks prior to Memorial Day weekend to prepare the grounds for the summer.

· Casino – open casino and remove plywood from windows
· Casino – thorough cleaning, organization of furniture, stocking of janitorial supplies

· Electric – turn on the main electrical power and verify that all walkway/common area lights are working properly. Then turn off all walkway lights, bungalow lights, casino lights, etc until opening date
· Garbage – call Sullivan County First Refuge to arrange schedule of garbage pickups for the season. We do roughly 1x pickup from opening to summer (not every week), 2x during summer, 1x from after Labor day to Columbus day (again not every week). Check sample schedule on website.

· Gas – arrange with Suburban to turn on gas service – this should be done a month before the opening, provide Suburban access to bungalows as needed – don’t leave doors unlocked. Gas turn-on must follow turning on the water.
· Grounds – clear and clean roads and if necessary, order more stone and place as needed

· Grounds – clear the grounds of debris accumulated over the winter

· Grounds – ensure the two sewer line covers (painted red) in the baseball field are accessible

· Grounds – grass cutting should begin before the community opens

· Grounds – put up basketball backboards
· Grounds – rake pine needles, put down top soil and seed as needed

· Grounds – set up water fountains at tennis courts and ball field

· Grounds – walk grounds to identify required maintenance work and advise Board of required work

· Lake – install lakefront docks, swim area buoy perimeter and set-up lake furniture and signs. Check lakefront buoys, buoy lines and life-preservers and replace as needed
· Misc – arrange with E&H Fire in Jeff to check and service the fire extinguishers
· Misc – check all bungalows for storm or vandal damage and advise Board of any problems

· Misc – have office phone service restored

· Misc – test, clean and lubricate all washing machines
· Playground – set up volleyball net (stored in casino kitchen closet) and remove and store sandbox cover in the casino
· Playground – check all playground equipment to ensure that it is safe and in good condition

· Tennis courts – unlock gates, put up nets, scrub surfaces with water/bleach, weed-wack all around
· Tennis courts – set up brooms for removing water & sweeping leaves, set up benches and garbage

· Water – check well pumps and service as needed (Bill Goetz)
· Water – contact George Walters to schedule a water test (845-252-7140). Water testing must be done once each quarter – results are provided to us in duplicate and we must send one copy of the reports to the NY State Dept of Health. The address for the dept of health is in Quickbooks. George knows when to do the tests and we typically pay him for the entire season in one check rather than after each test.
· Water – turn on the community water/plumbing systems and check for & fix all leaks
OPENING THE POOL
· Grind & prime rusted areas and acid bath pool so paint takes better

· Pressure wash, paint and prep the pool

· Paint all steps with slip-resistant paint – use 6 containers of anti-skid

· Paint ladders and gate

· Re-paint depth markers and white line around the pool (use “feet” instead of “ft” and “deep”)

· Paint benches under awning and possibly other parts of awning structure

· Arrange with Wechsler to deliver, install and test motor, chlorinator and other equipment. Wechsler should also deliver the pool filter cartridges and blow out/snake the lines to clear debris and allow for good drainage.
· Arrange with Board of Health for pool permit and post
· Replace filter room windows with screens

· Arrange with Wechsler for initial chlorine delivery and set up automated deliveries. Make sure to stop the automated deliveries 2 weeks before the Labor Day so we do not have an excess of chlorine at the end of the season. If we run low we can always call for another delivery.
· Clean and set up pool furniture
· When pool pump is turned on note pressure before and after filters to use as baseline

· Take out storage box with first aid kit and water test kit from casino kitchen closet. Replace water test kit if needed.
CLOSING THE COMMUNITY
· Casino – close up casino, plywood on all windows

· Electric – turn off the main electrical power

· Gas – turn off gas service

· Grounds – disconnect water fountains

· Grounds – take down basketball backboards
· Grounds – store all fire extinguishers in casino

· Lake – bring in the docks, removes poles, tie up docks
· Lake – store benches and umbrella in casino
· Pool – stop automatic chlorine delivery 2 weeks before labor day
· Pool – drain down pool and return lines, remove pool filters

· Pool – arrange with Weschler to remove and store equipment (chlorinator and pump motor), blow out lines, and pick up filter cartridges for cleaning, replacement and winter storage
· Pool – store pool furniture in casino

· Playground – remove volleyball net and store in casino, cover sandbox with cover that is stored in the casino

· Security - secure casino, sasse basement, shafer basement
· Tennis courts – lock gates, take down nets, anti-freeze into pole holes

· Drain down the community

· Drain down all water tanks

· Drain down water heaters

· Under each unit pull all drain-down plugs, valves

· In each unit open valve bodies

· Blow out shower bodies with compressed air

· Anti-freeze into all traps – tub, bath, kitchen

SUMMER MAINTENANCE RECURRING TASKS
· Clean & sweep Casino and laundry rooms, clean dryer filters, wipe out washers – M/W/F

· Monitor/clean casino, lake-front, tennis, swimming pool, basketball court garbage cans – M/W/F

· Mop Casino and laundry rooms – F

· Lawn mowing and weed-whacking

· Keep garbage areas clean and organized

· Walk the grounds and pick up papers, branches and other debris as needed
· Trim dead and low branches as needed
· Replace casino and laundry room light bulbs as needed
· Maintain snake path and prune overgrowth on path as needed
· Rake leaves and pine needles as needed
· Keep tennis courts swept clean of leaves and other debris
· Back road maintenance – fill pot holes and level as needed
· Keep barn area clean
· Move carts to front
· Monitor work request forms
POOL MAINTENANCE

Vacuuming the Pool
Attach one end of the hose (the side that has the piece that allows the roller assembly to swivel) to the roller assembly and submerge the roller assembly in the pool. Lay all of the hose in the pool so that the hose fills with water as much as possible. Run the other end of the hose through the filter room window and attach to fitting marked #1. Partially open the valve on fitting #1. As this valve is opened water and any air in the hose will be drawn into the pump. Wait until the pressure equalizes before continuing to open the valve. Close the two valves marked #2 and #3. This diverts the skimmer suction to the vacuum. At this point there will still not be enough suction for the hose to work properly so you have to partially close the main drain valve to divert some of that suction to the hose. The main drain valve is the large red handle on the large vertical pipe leading out of the drainage pit. Slowly close the valve one notch at a time until the handle locks into place at the point where the edge of the pipe meets the side of the handle.

When finished, reverse this procedure by first opening the main drain valve, then closing valve #1 and finally opening valves #2 and #3. Leave the hose attached to fitting #1 and now remove the roller assembly and the hose from the pool and coil the hose in the corner.

Cleaning the Pool Filter Basket

The pool filter basket needs to be cleaned at least once per week, more often if the pool is dirty and is being vacuumed every day. The filter basket is inside the housing that has the four clamps holding the cover down. In order to remove this basket the pump will need to be turned off and the water flowing into and out of the pump sealed off.

Turn off the pump. Next close the valve that is directly next to the big stainless steel filter cartridge housing. Then close the main drain valve that is on the large vertical pipe. Lastly close the smaller valve that is on the vertical pipe. Now open the four handles on the filter basket housing and remove and clean the basket. Water will come out of the housing as you open the four handles but it should quickly stop. If it does not stop then you have not completely closed the valves – tighten them further. After cleaning, replace the basket, secure the cover to the housing, open the three valves that were closed and turn on the pump.

Bleeding Air from the Chlorinator

If the pump is turned off or if the chlorinator is being attached for the first time during the season or if the chlorinator hose for any other reason fills with air, the chlorinator will not properly pump the chlorine into the supply lines. If this is the case then the input hose (from the chlorine tank to the chorine pump) will need to be bled. To bleed the air from the line turn the black knob a quarter turn. This will divert everything in the line (chlorine and air) out of the side. There should be another hose running from the side back into the chlorine tank that will route the chlorine back into the tank until the line is bled. When the air is out of the line turn the black knob again until is sets back into place.

Replacing the Pool Cartridge Filters
There are 150 cartridge filters in the large stainless steel housing. These are cleaned at the end of the season and installed at the beginning of the season. Typically they need to be replaced once in the middle of the season. To replace these filters you must turn off the pump and close the two valves, one on either side of the stainless steel housing.

GENERAL MAINTENANCE

Lubricating the Washing Machines

At the beginning of the season and once in the middle of the season the washing machines should be lubricated. Lubricate in the coin slots, then open the coin slot compartment and lubricate the sliding mechanism.
Servicing Oil Burners at Sasse House and Shafer House

The oil burners at Sasse House and Shafer House should be serviced every few years
Painting the Pool Room
The pool room should be checked every year to ensure the integrity of the steel wall and to determine if painting is needed. The pool room should generally be painted every other year.
Work Request Forms

Work request forms are located in the front laundry room and are intended for cooperators to report maintenance issues to the Board. The summer maintenance person should monitor these forms and either respond or report to the Board member responsible for buildings and grounds as needed.
