



ANNEX.G

PLANNED PREVENTIVE MAINTENANCE OF CCTV SYSTEMS.
 Contract Start. 
Produce a site log book. The log book must list all equipment installed on site and contain detailed sheets for completing during a visit. The log book is to be presented to the authority for approval prior to any preventive work being undertaken. 

Undertake risk assessment on the equipment to be maintained and ensure that appropriate procedures are put in place to ensure any engineer attending site complies with current health and safety regulations.
Liaise with the authority and arrange for permit to work instructions to be issued 
General (Every Visit)

Obtain details from the authority of any outstanding faults reported from previous maintenance visits or identified following any service calls.

Obtain permission from the authority before commencing work or before removing the system from service.

Ensure the current Heath and Safety risk assessment is valid and check site for any changes that may affect the safety of persons undertaking work on site or persons located within the area where work is to be undertaken. 
1. VISUALLY INSPECT THE COMPLETE CAMERA ASSEMBLY EXTERIOR (6 Monthly)
1.1 Housing to be sound with no signs of water ingress or damage to the environmental housing, bracket or pan and tilt unit.
1.2 Cable glands, conduit entries are to be tight and free from foreign objects
1.3 Connection units are to be sound and free from corrosion, entry doors should be sealed tight and locked (if fitted).
1.4 The mountings should be checked for sturdiness and corrosion. inspect wall fixings and paint finishes. Ensure all fixings are tight
1.5 Ensure the camera's field of view is complaint with the agreed operational requirement, and is free of any obstructions. Adjust where necessary.
1.6 Ensure the camera`s are fully focused, place IR cut filter in front the lens to ensure picture is focused during night time. Adjust where necessary. 

2.0 REMOVE THE ENVIRONMENTAL HOUSING COVER AND CARRY OUT   FURTHER CHECKS TO VERIFY THAT THERE IS NO INGRESS OF WATER OR DUST (6 Monthly)
2.1 Clean the housing glass front with a lint free cloth moistened with a non silicon-based glass cleaner.
2.2 Inspect that all earth bonding points are connected to the incoming earth terminal.
2.3 Where the camera is supplied via 230 volts check incoming cabling is compliant with current wiring regulations and connections are sound, carry out operational test on the R.C.D. for correct tripping, re-set R.C.D.
2.4 Where the camera is supplied via an extra low voltage supply, ensure supply is complaint with specified voltage, and any battery backup system is operating correctly.   
3.0 DETAILED INSPECTION OF THE CAMERA (6 Monthly)
3.1 Remove power from the camera, remove the camera cover. Visually inspect the camera assembly and ensure all P.C. boards and other components are correctly located and secured, check for ingress of dust.
3.2 Clean the lens front optic with a proprietary lens cleaner and a clean soft cloth. Inspect for coating deterioration.
3.3 Restore power and check voltage is within acceptable limits, record voltage on maintenance sheet.
3.4 Operate the lens zoom, focus and iris mechanisms and check for smooth running.
4.0 NETWORK SWITCHES AND CONTROL EQUIPMENT.  (6 Monthly)
4.1 Check network is operating in-line with system design, and no systems or data errors are being reported.

4.2 Record system data usage at all switches and check they are working within the equipment performance design.  
4.3 Ensure system anti-virus software is up to date, run scans to check no virus are found. 

4.4 Undertake internal inspection of all equipment and check for signs of moisture ingress. Removal all dust. 
4.5 Inspect and check that all axillary devices are working correctly. 
4.6 All auxiliary cables, wires and terminations are to be secure and the insulation free from damage or deterioration.
4.7 Record all information within the log book                                                                                                                                            
5.0 PAN AND TILT UNITS. (6 monthly)
5.1 Disconnect the input connector and inspect for ingress of water or corrosion of contacts. Inspect for worn or defective cables and connectors.

5.2 Carry out a full function test of the unit using telemetry test feature or connect a local transmitter or get a colleague to operate the controls in the control room, whilst in radio contact. This will include operating pan and tilt between maximum limits and operation of any physical preset switches.
5.3 Ensure smooth running with no undue noise.
6.0 ILLUMINATORS (6 Monthly)
6.1 Inspect the luminaire housing and connections for ingress of water or dust. Remove the luminaire front protective glass or filter and inspect for cracks or damage.
6.2 Taking care not to touch directly the glass envelope, inspect the lamp holder assembly for overheating or arcing. Remove the lamp if required.
6.3 Activate switching device(s) and ensure correct operation of lamp. Where practical, check alignment of beam.
7.0 CONTROL AND MONITORING EQUIPMENT ( 6 Monthly)
7.1 Visually inspect all monitoring equipment, switching systems and remote control equipment.
7.2 Clean all monitor display units with antistatic spray, adjust contrast and brightness controls to meet with local viewing conditions.
7.3     Check conditions of video and power connections and plugs.
7.4     Remove power from the equipment. Visually inspect the internal assembly and ensure all P.C. boards and other components are correctly located and secured, check for ingress of dust and clean.
7.5 Turn monitor off and observe screen and observe the extent of "burn in". If the burn in is effecting the performance of the CCTV system,   then recommend replacement with a new monitor.
8.0 DIGITAL VIDEO RECORDING EQUIPMENT ( 6 Monthly)
8.1 Inspect video recording equipment for ingress of dust or moisture and clean.
8.2 Test all local and remote functions and log results.
8.3 Subjectively check picture quality produced and comment.
8.4 Replay recorded images from each camera to ensure the recordings are correct to real time viewing. (Day and Night)
8.5 Check the frame rates are in accordance with the authority’s operational requirement 
8.6 Check the recordings are in accordance with the authority’s operational requirement 
8.7 Check integrity of all hard-drives and ensure they are functioning correctly Check manufactures operating software is current version, update where required 

8.8 Check Antivirus software is up to date, update where required  

8.9 Run system diagnostics and address any reported errors.

8.10 Undertake all checks recommended by manufacturer

9.0 SYSTEM ASSESSMENT REPORT ( 6 Monthly)

9.1 Check that the coverage provided by the installed system meets the performance coverage set out within the authority’s operational requirement 
9.2 General Assessment of the system performance, summarising the maintenance tasks undertaken.
9.3 Provide a comparison between present recordings and those recorded previously and ensure no degradation with time.
9.4 Advise the Authority of any degradation in system performance and action required for resolution.           
9.5 Update log book and record all works undertaken during the maintenance visit        




