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Spring-Ford Area School District
Custodial Department
Custodial  Manual and Procedures

The primary focus of the ‘Custodial Manual and Procedures’ is to established uniformity in day-to-day cleaning procedures in all the district buildings.  Recognizing the appearance of your community’s school buildings says a lot about its values, whereas, each custodian shall take pride in assuring their building makes a positive impression.  The ‘Custodial Manual and Procedures’ booklet was written to emphasize the importance of the job duties and the expectations of all custodians, consistent in all school buildings.  Each custodian needs to understand their important role that a well-maintained and clean facility plays in the effective operation of a school district. 

Vision Statement – The Facilities Maintenance Department shall provide for a clean organized environment to school facilities and grounds that will be recognized as a safe and healthy Educational/Community Center conducive to learning and community needs.


Effective school maintenance and clean facilities contribute to the educational environment as following:

A. Creating a physical setting that is appropriate and adequate for learning.

B. Ensures that school facilities are, and will be, cared for appropriately.

C. Provides for a clean and safe environment for children and community.

D. Provides the functional lifetime of buildings and equipment, lack of cleaning contributes to building deterioration.

E. Appearance of a school facilities and assuring safe conditions, says a lot about the perception of the value the school community places on education.

F. There are many books and articles that examine the association between student achievement and the physical environment of school facilities.

Acknowledgement

The primary author of the ‘Custodial Manual and Procedures’ booklet was written by Denise Whitmore, Head Custodian, who has over 10 years experience with “hands on experience” with cleaning buildings and by trial and error on determining the “best practices” on clean facilities.   

Footnotes: 

1 J. B. Lyons, Do School Facilities Really Impact a Child's Education? (Scottsdale, AZ: Council of Educational Facility Planners International, 2001). (http://www.cefpi.org:80/pdf/issue14.pdf)

2 L. Morgan, Where Children Learn: Facilities Conditions and Student Test Performance in Milwaukee Public Schools (Scottsdale, AZ: Council of Educational Facility Planners International, 2000).

3 F. Withrow, H. Long, and G. Max, Preparing Schools and School Systems for the 21st Century (Arlington, VA: American Association of School Administrators, 1999).
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Building Locations 
(
District Office

199 Bechtel Road
Collegeville, Pa 19426-2852

Head Custodian: Ken Sell

Maintenance Office

833 S. Lewis Road

Royersford, Pa 19468

Flossie Chomyn (610) 705-6091

Maria Stieber (610) 705-6000 ext. 2519

Bruce Cooper (610) 705-6131

Barry Ziegler (610) 705-6132
Doug Carson (610) 705-6133
High School 

350 S. Lewis Road

Royersford, Pa 19468-2797

Head Custodian: Joe Bean (610) 705-6037

9th Grade Center

400 S. Lewis Road

Royersford, Pa 19468-2499

Head Custodian: Charlie Evans (610) 705-6071

8th Grade Center

700 Washington Street

Royersford, Pa 19468

Head Custodian: Roger Schmidt (610) 705-6114

Intermediate School (5/6/7)

833 S. Lewis Road

Building #2

Royersford, Pa. 19468

Head Custodian: Denise Whitmore (610) 705-6089

Brooke Elementary

339 N. Lewis Road
Royersford, Pa 19468-1570

Head Custodian: George Powell (610) 705-6167

Limerick Elementary

81 Limerick Center Road

Royersford, Pa 19468-1399

Head Custodian: Bill Brown (610) 705-6198

Oaks Elementary

Oaks School Drive

P.O. Box 396

Oaks, Pa 19456-0396

Head Custodian: Allison Stimmler (610) 705-6183

Royersford Elementary

450 Spring Street

Royersford, Pa 19468-2558

Head Custodian: Chris Bachrach (610) 705-6147

Spring City Elementary

190 Wall Street

Spring City, Pa 19475-1634

Head Custodian: John Podbielksi (610) 705-6129

Upper Providence Elementary

833 S. Lewis Road

Building #3

Royersford, Pa 19468  
Head Custodian: George Koloch (610) 705-6156

Staff Locations 2005/2006
High School 
Joe Bean 1st shift

Chuck Bainbridge 1st shift

Gene Rosen 2nd shift

Jim Reidnauer 2nd shift

Ralph Finkbiner 2nd shift

Betty Megay 2nd shift

Ron Moser 2nd Shift

Dave Niemerovich 2nd shift

Bob Bechtel 3rd shift

John Evans 2nd shift
Linda Lawhorne 3rd shift

Todd Johnson 3rd shift

Jim Butler 3rd Shift

9th Grade Center
Charlie Evans 1st shift

Marty Coleman 2nd shift

Laura Mohn 2nd shift

Allen Schultz 3rd shift

Karl Shoemaker 3rd shift 

8th Grade Center
Roger Schmidt 1st shift

Randy Schell 2nd shift

Karen Speakman 2nd shift

Joe Dougherty 2nd shift

Marshall Lawhorne 3rd shift

Keith Dane 3rd shift

Flex 5/6/7
Denise Whitmore 1st shift

Mike Walter 1st shift

Sandy Bean 1st shift

Ken Hettrick 2nd shift 

Arnold Koehler 2nd shift

David Huzzard 2nd shift 

Gary Kirby 3rd shift

Elaine Leeser 2nd shift

James Brobst 2nd shift

Dan Curren 2nd shift 

Robert George 2nd shift

Pete Kowalchuck 2nd shift

Bill Allsop 3rd shift 

A.J. Coan 3rd shift 

Brooke Elementary

George Powell 1st shift

Kenneth Hemerka 2nd shift
Chet Cushman 2nd shift

Mike Barber 3rd shift

Limerick Elementary
Bill Brown 1st shift

Tom Getzey 2nd shift 

Pat Jackson 2nd shift

Larry Hesh 3rd shift

Oaks Elementary

Allison Stimmler 1st shift

John Vanderslice 2nd shift

Ron Shankweiler 2nd shift

Dominic Morello 3rd shift
Royersford Elementary

Chris Bachrach 1st shift

Anthony Mungin 2nd shift
Doug Burns 2nd shift

Doug Keck 3rd shift

Spring City Elementary

John Podbielski 1st shift

Smokey Robinson 2nd shift

Ken Sell 2nd shift & District Office

Upper Providence Elementary

George Koloch 1st shift

Bill Franz 2nd shift

Georgia Picaretta 2nd shift

Jim Holland 3rd shift   
Full Time Sub
Anthony Vassella 2nd shift
                                                    
Emergencies
For all fire and medical emergencies call 911. If there is a broken pipe, broken window or any other mechanical emergency call Doug Carson if he is not available call Bruce Cooper. Do not call any maintenance personnel unless instructed to do so by Doug or Bruce. 

Fire Alarm Panels

It is the Head Custodian’s responsibility to go over all procedures with the fire alarm panels. Every custodian in the building needs to know the procedures and how to reset it once everything is okay. 

Fire Extinguishers

It is the responsibility of the Head Custodian to check all fire extinguishers and initial and date the card on the fire extinguisher every month. The log in and map location should be kept in the Head Custodian Office. 
Shut Offs

It is the Head Custodians responsibility to go over the shut off locations for water, electric, and any other equipment in case of an emergency. This needs to be gone over at least once a year before school starts back up. 
Injuries

If you are injured on the job you need to notify your immediate supervisor right away. You will then need to see the Nurse in your building as soon as possible. If it is over the summer months you will need to see Carol Crossman at the District Office so the right paperwork can be filled out. 
First-Aid

First aid kits are available in all buildings. Nobody is permitted to go to a nurse’s office without a nurse there for any first aid supplies. If your First Aid kit is in need of refills send in a request to Denise Whitmore and we will get what is needed. All custodial staff including subs should be made aware of the location of the First-Aid kit. A Blood borne pathogen kit must be in all custodial closets and replaced immediately if used. All blood borne pathogen clean ups need to be disposed of in a Bio Hazardous Chemical container. 
Work orders
For all repairs in your building a work order must be filled out and sent to Doug Carson. You may not call any maintenance personnel for repairs. It is Doug’s responsibility to prioritize the work orders and assign them to maintenance staff. Do not ask maintenance staff to repair anything while they are in your building again it must be written up on a work order and sent to Doug.  All work orders are to be written up and signed by the Head Custodian. A custodian may write one in the absence of the Head custodian only. 

Custodians are to report any problems in there building to the Head Custodian. The maintenance staff will do repairs as quickly as possible but they can not fix things they don’t know about. 

Keep a copy of all work orders sent to Doug and when completed date them and file them. If a work order is not completed in a timely manner e-mail Doug Carson with the work order number and he can check into it. 

Repairs
Minor repairs are to be done by the Head Custodian. Our Job description does state minor maintenance repairs. This does include changing light bulbs and ceiling tile that does not require unhooking anything to change it such as speakers and smoke detectors.  Every building is equipped with tools to do minor repairs. If you need a tool a request should be made to Denise Whitmore. All custodial closets should also be equipped with a 6 foot ladder that is OSHA approved. 
                                                                                                            

Chemicals

1) Outpost Command Center:

A) #1 Speedball- Heavy duty cleaner can be used for heavy stains and grease

B) #3 Glisten- Window cleaner

C) #4 Sundance- Neutral floor cleaner only for those using Butchers floor finish 

D) #20 Hot Springs – Heavy duty cleaner can also be used to top scrub floors
E) #33 Morning Mist – Disinfectant cleaner for bathrooms and sanitized areas

F) #38 Breakdown – Deodorizer emulsifier breaks down and eliminates odors

2) Hillyard Command center

A) #3 Vanilla Air Freshener – air freshener

B) #5 Restroom Cleaner – Acid heavy duty cleaner

C) #6 Vindicator – Hospital grade disinfectant 

D) #8 Super Shine All – Wood floor cleaner

E) #10 Top Clean – Hillyard floor cleaner

F) #16 Re-Juv-Nal – Neutral disinfectant cleaner

G) #17 Degreaser – Removes grease and oils 

H) #18 Neutralizer/Carpet Rinse – Dissolves alkaline residues from salt and soaps

3) Carpet Complete- carpet shampoo

4) Quickspot – Carpet spot and stain remover

5) Defoamer- place in recovery tanks to eliminate suds

6) Gum Freeze – Spray on gum in carpets to freeze for easier removal

7) Wood polish – spray on wood finishes for cleaning and polishing

8) Power of Orange – Will remove adhesives, grease, and stains on hard surfaces

9) Dazzle – Will polish and clean stainless steel very little needed rub dry

10) Acid Bowl Cleaner- Once a week bowl cleaner for hard water deposits

11) Brown out – Cleans hard water deposits and dirt out of cleaning equipment
12) Ironstone – Sealer to be used only with Butcher’s High Noon

13) High Noon – Butcher’s floor Finish

14) Devastator – Floor stripper

15) Assurance – For top scrubbing floors without stripping

16) Hillyard floor Seal – For sealing floors that have been stripped

17) Endeavor – Hillyard floor finish

18) Hillyard Restorer – To be used once a week when buffing floors for glossy finish

19)  Speed track – To be used on Butchers floor finish once a week for restoring

20) Simple Green – Heavy duty cleaner (Great for black top science tables)

21) Graffiti Wipes – For any ink or paint removals (very Strong)

22) Comet – for cleaning and disinfecting sinks

23) Cyclone – Tile and grout cleaner
24) Patina – Stone cleaner conditioner

25) Hurricane – Heavy duty stone and grout cleaner

The Head custodian should go over all chemicals with all staff and make sure they are being used properly. Too much of a chemical is not always better it can do damage. All chemicals have a MSDS (Material Safety Data Sheet) on file should there be problem. No other chemicals of any kind should be brought in for use. Head custodians need to check with all staff in the building to see that they do not bring at home cleaners into the building. We do not have a MSDS sheet on file for any other products. If every custodian is doing there job no other chemicals are needed. If staff members have brought other cleaners in the Head Custodian needs to find out why and correct the situation. The Head Custodian must make all custodial staff aware of the location of the MSDS book. 
Cleaning Procedures

Classroom Cleaning:  
All Classrooms must have the following done every day:

1) Chalkboards and trays cleaned (For dust control)

2) Trash cans emptied (wash out as needed)
3) Pencil sharpeners emptied

4) Floors vacuumed
5) Desks lined up

6) Sinks cleaned

7) Classroom door window cleaned

At least once a week:

1) Desk tops cleaned

2) Floors wet mopped (Unless it is needed daily)

3) Dusting including window ledges and TV’s
As Needed:

1) Spot removal for stains

2) Windows cleaned

3) Counter tops cleaned

4) Air and Duct vents dusted

5) Fill towel and soap dispensers

We DO NOT touch computers, printers, towers or any other technology equipment it is up to the staff member to take care of this. 

Bathroom Cleaning:

Some buildings are equipped with a Kai-Vac which is to be used at least once a week in every gang bathroom.

To be done everyday:
1) Check Toilet paper, paper towel and soap dispensers and fill as needed.

a) Do not remove half rolls of toilet paper on the 2 roll dispensers let one completely run out before replacing. 

2) Empty all trash including sanitary napkin dispensers (the entire wax bag must be removed when emptying napkin dispensers. 
3) Clean toilets or urinals and seats with disinfectant

4) Clean sinks with comet

5) Clean Mirrors

6) Check all walls for graffiti if found remove at once

7)  Mop floor with disinfectant

Once a week:

1) Wash walls down with disinfectant

2) Wash windows and ledges

3) Pour a bucket of water down floor drain

4) Dust all vents

5) Wipe down partitions (don’t forget the top edge)

6) Wipe off dispensers

Hallways and Stairwells:

Everyday:

1) Hallways dry mopped

2) Stairwells back pack vacuumed

3) Must be cleaned with either Top Clean or Neutral Cleaner whichever is assigned to your building

4) Don’t forget the corners
5) Close hallway doors and clean behind them

6) Check stairwell walls for graffiti and remove at once

7) Clean glass in stairwell doors

Weekly:

1) Restore and Buff all hallways

2) Dust all vents

3) Wipe Banisters down with disinfectant

4) Dust all window ledges that you can reach

Kitchens, Faculty rooms:
Daily

1) Remove all trash

2) Sweep the floors including under things

3) Wet mop with disinfectant or cyclone

4) If carpeted check for stains and remove them

5) Check walls for splatter and wipe off

Weekly

1) Clean trash cans 

2) Dust all vents

3) Clean out any matting and let dry

4) Clean windows and ledges

5) Check walk in refrigerators and wet mop

6) Pull out any equipment on wheels and wet mop underneath
Cafeteria:

Daily

1) Empty all trash receptacles

2) Check walls for splatter and clean immediately

3) Lift all tables and sweep (We do not clean tables this is the cafeteria staff’s responsibility)

4) Clean all floors with disinfectant or floor cleaner (Check with the Head Custodian)

5) Move any items on wheels and wet mop floor underneath

6) Clean water fountains

Weekly

1) Clean door windows

2) Dust vents

3) Clean windows and ledges

4) Check your corners

When there are no students and staff in the building is when you should be restoring your cafeteria floor. 

Locker Rooms:

Daily 

1) All trash removed including sanitary napkin receptacles (all sanitary napkin products must be disposed of in wax bag) 
2) Floors swept (If there is a lot of equipment and clothes on the floor notify your Head Custodian so this can be corrected immediately)

3) Fill toilet paper, towels and soap as needed

4) Clean toilets and urinals with disinfectant

5) Clean sinks with comet

6) Clean mirrors

7) Mop or Kai-Vac all floors including shower areas

8) Check walls for graffiti and remove immediately

Weekly

1) Wash walls including bathroom partitions

2) Dust vents

3) Clean windows and ledges

4) Wash trash cans

As needed
1) Replace shower curtains that are stained or torn

2) Wipe out lockers (In between seasons)

3) Remove matting and disinfect

All other areas not listed such as Administration, Nurse, Guidance, and Media Centers need to follow the same procedures that are applicable for that area. 

                                                                                                        

Summer Cleaning

Summer is the busiest time for our staff. This is when we clean and wax everything in our buildings from top to bottom. The easiest way to do this is to have a game plan ahead of time. (Head Custodian’s job) Since we work to shifts we have found it to be much easier to use a check off sheet. Tape one to every door before you get started.(Please see example #1 attached at the end) as you do each item check it off and when your next shift starts they know right were to pick up. When you return in the morning you know right were to pick up from the day before. 

All items on example #1 are to be completed for every area in the building. If you have done your job during the school year and maintained your area this is not a big deal and should move along rather quickly. 

Stripping or Top Scrubbing Floors

Items needed:
a) Assurance or Stripper

b) Monsoon

c) Typhoon

d) Scrubber

e) Black pads

f) Clean rinse mop bucket or auto scrubber

g) Doodle bug

h) Long handle razor scraper

i) Clean rags
j) Putty Knife

Mix your stripper or assurance according to the application. Heavy cleaning requires a different mix than regular cleaning. (If the floors were maintained you should never need to use the heavy cleaning mixture). Spread mixture with monsoon and let sit for 10 minutes. Work your edges and corners. After the 10 minutes with a black pad, scrub your floor doing small sections at a time. Do not let the mixture dry on the floor you will get dry back and it will show as soon as you start waxing the floors. When the section is scrubbed use your typhoon to suck up all solution off the floor. If you are wet mopping you need to do it twice with two different clean rinse buckets. If you are using an auto scrubber use black pads. If using an auto scrubber you must still remember to use a wet mop for the edges. Do small sections with this process till the room is complete. When coming out of the room you want to make sure you scrub out into the hallway. This way when you do hallways you will not have your mixture going back into your waxed classroom floor. 
You are now ready to wax your floors. Make sure the floor is good and dry before starting. If you stripped you need to put on 2 coats of sealer and 4 coats of wax. If you top scrubbed you only need 4 coats of wax. After finishing waxing let the floor dry at least 24 hours before buffing. After buffing you may now set your rooms back up. 

Carpet Cleaning

NO CARPETS ARE TO BE EXTRACTED DURING THE SUMMER MONTHS ALL HEAD CUSTODIANS MUST SCHEDULE CARPET EXTRACTION DURING BREAKS (SPRING, WINTER) 
After all of the furniture is cleaned and removed you want to vacuum the carpets first. Check carpets for stains and gum. Remove the gum first with gum freeze. For the stains pre-treat with Quick spot. Mix Carpet Complete in a Pump sprayer and spray the entire carpet lightly. Never saturate carpets. Fill carpet extractor with Carpet Neutral Rinse. Start at a wall and pull the carpet shampooer with you pressing the chemical release button. Make sure the brushes are down. You only do one pass slowly. After you have completed the carpet you need to place whistle fans in the room for 24 hours to make sure the carpets are completely dry. If a room is very humid Do Not do the carpets. Notify the Maintenance Forman so we can make corrections to get the humidity out of the room. After the carpets are completely dry you need to vacuum them before putting furniture back. 
For Carpet cleaning use carpet machine with rollers and follow the same procedures for carpet extraction. 

Quarry and Ceramic Tile
Scrub with Kablooey, Top Clean, Disinfectant or stripper. DO NOT seal or wax these floors. If the kitchen has grease spills we have a degreaser than you can scrub with. Cyclone is a daily cleaner for any of these floors. 
                                                                                                       

Evaluations
Evaluations will be done according to Board Policy #512 once a year. You will be evaluated by the Lead Custodian and Supervisor of Maintenance and Operations. The goals of evaluations are to identify, improve, and reinforce the skills, attitudes and abilities which enable an employee to be effective; and to identify and improve upon weaknesses which present an employee from effectively carrying out assigned duties. 

Dress and Groom

Everyone is provided by the district 5 shirts at the time of hire and 2 shirts each year thereafter. You are expected to wear your shirts during any school functions and during the school year. Your must be neat and clean as you interact with the staff, students and the public on a daily basis. If you have any questions about what is appropriate discuss this with the Lead Custodian. 

Disciplinary Procedures
The discipline procedures are Board Policy #517 and they will be followed. When deemed necessary there will be a verbal warning, written warning, suspension or even termination of employment. The following procedures have been in place but not used. They will be used now. The Board of Health and Air Quality testing are serious issues and they need to be taken seriously. You are required to keep your area at a safe and healthy standard. If your area is not kept up discipline procedures will follow. Discipline procedures will also follow in areas found to have maintenance repair issues that were not reported for repair.

 A Head Custodian may also be demoted to a custodian should there building not meet all standards. 

A copy of Board Policy #517 is attached in the back.

                                                                                                      
Snow Removal
All staff is required to report for snow removal. The Head Custodian will call and let you know what time to report if it is a weekend or Holiday. If you are working your shift and it starts to snow you are to remove trash in your area and clean any toilets and bathroom sinks. You are then to go outside and do the best you can to keep up. If a building is not cleared and ready to go for school disciplinary action will follow. 
Ice on the sidewalks is also a big issue. Don’t salt the sidewalks at 11:00 and expect them to be ready for morning. They will re-freeze. Remember the more salt you throw the more that comes in the building for you to clean up. 

Overtime

Overtime should be distributed evenly amongst all those who want overtime. If a custodian is not doing what is to be done when working overtime they should be written up and no other overtime offered. All activities that require a permit must be documented on a building use form and sent directly to Sandy Smoyer at the District Office. 
Building Checks

When doing a building check you are required to look in every room as you go by. Leaks can do a lot of damage if left go for days. You are to make sure the freezer and refrigerator are working in the kitchens and also that the fire alarm is not in trouble. If you come across any areas that are extremely warm or if there is problems with the boiler notify the Maintenance Forman and he will see that it is taken care of right away. Also any other problems you come across notify the Head Custodian so he can take care of the issue. Make sure you check every outside door. You never know who may exit a door and it does not close. 

Notes
	Employee Information

	Name Of Employee Being Reviewed:
	
	Head Custodian:
	

	Date:
	
	Building:
	

	

	Review Guidelines

	Complete this peer review, using the following scale:
NA = Not Applicable
1 = Unsatisfactory
2 = Marginal

3 = Meets Requirements
4 = Exceeds Requirements
5 = Exceptional


	Evaluation

	(5) = Exceptional

(4) = Exceeds Requirements

(3) = Meets Requirements

(2) = Marginal

(1) = Unsatisfactory

Pencil Sharpener Emptied
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Trash Emptied
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Sinks Cleaned
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Floor Vacuumed or Backpacked
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Spills mopped up
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Desks Lined Up
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Bathroom Toilets Cleaned
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Bathroom Sinks Cleaned
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Bathroom Floors Cleaned and Wet Mopped
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Soaps and Papers Filled
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Works Well With Others
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Area Assigned is Complete
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Overall Job Performance
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Additional Comments:


Substitute Performance Review – Peer Review
	Employee Information

	Name Of Employee Being Inspected:
	
	Head Custodian:
	

	Date:
	
	Section Being Inspected:
	

	

	Review Guidelines

	Complete this peer review, using the following scale:
NA = Not Applicable
1 = Unsatisfactory
2 = Marginal

3 = Meets Requirements
4 = Exceeds Requirements
5 = Exceptional


	Evaluation

	(5) = Exceptional

(4) = Exceeds Requirements

(3) = Meets Requirements

(2) = Marginal

(1) = Unsatisfactory

Trash Emptied and Clean Liner in Can
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Floor Vacuumed
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Desks Lined Up
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Chalkboard and Tray Clean
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Sinks Clean
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Edges and Corners Clean
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

TV’s, Window Ledges, Corners Dusted
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Vents Clean
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

All Lights Lit
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Stained Ceiling Tile
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Any Maintenance Issues Reported
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Paper and Soap Filled
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Overall Area Review
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Additional Comments:


Section Inspection – Peer Review
New Employee Training

	Employee Information

	Name Of Employee Being Trained:
	
	Your Name:
	Gene Rosen

	Date:
	
	
	

	

	Review Guidelines

	Complete this review, using the following scale:
NA = Not Applicable
1 = Unsatisfactory
2 = Marginal

3 = Meets Requirements
4 = Exceeds Requirements
                       5 = Exceptional

	Evaluation

	(5) = Exceptional

(4) = Exceeds Requirements

(3) = Meets Requirements

(2) = Marginal

(1) = Unsatisfactory

Demonstrates Required Job Skills And Knowledge
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Has The Ability To Learn And Use New Skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Uses Resources Available In An Effective Manner
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Understands Job Duties
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
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Listens To Direction 
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Capable of using back pack vacuum
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Completes Tasks assigned
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Works Efficiently
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Bathroom Cleaning
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Previous Experience 
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Needs Additional Training
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Additional Comments:


Please send copy to Flossie Chomyn and Denise Whitmore
Room  #_____________
	
	ROOM CHECK OFF LIST
	
	DONE
	BY:
	DATE
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	FURNITURE CLEANED
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	ROOM COMPLETED
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	SPRING-FORD AREA SCHOOL
	

	New Trainee Check Off Sheet
	

	Area/Task
	Frequency

	Classrooms: Remove trash and replace liner
	Daily

	Classrooms: Empty recycle bins
	Weekly

	Classrooms: Vacuum carpet or tile
	Daily

	Classrooms: Empty Pencil Sharpeners
	Daily

	Classrooms: Sinks Cleaned
	Daily

	Classrooms: Clean Desk tops
	Weekly

	Classrooms: Clean windows
	As needed

	Classrooms: Vents cleaned
	As needed

	Classrooms: Clean Chalkboard and tray
	Daily

	Classrooms: Paper and soap products filled
	Daily

	Classrooms: TV's and Dusting
	Weekly

	Classrooms: Floors wet mopped
	Daily or as needed

	Bathroom: Trash and Sanitary Dispensers emptied
	Daily

	Bathroom: Sinks Cleaned
	Daily

	Bathroom: Toilets and Urinals cleaned
	Daily

	Bathroom: Mirrors cleaned
	Daily

	Bathroom: Clean Floor
	Daily

	Bathroom: Wet mop floor with Disinfectant
	Daily

	Bathroom: Fill all paper and soap dispensers
	Daily

	Hallways: Dry mop
	Daily

	Hallways: Clean Vents
	As needed

	Hallways: Clean water fountains
	Daily

	Hallways: Check walls and lockers 
	Daily

	Hallways: Auto Scrub with Top Clean
	Daily

	Hallways: Auto scrub with Restorer
	Weekly

	Hallways: Buff
	Weekly

	Closet: Clean up equipment
	Daily

	Closet: Refill all bottles
	Daily

	Closet: Clean out wet mop and hang up
	Daily

	Closet: Empty Trash
	Daily

	Closet: Have everything set up and ready to go
	Daily

	Duties: Take all trash to dumpster
	Daily

	Duties: Take all recycle to recycle dumpster
	Daily

	Duties: Lock all classroom doors
	Daily

	Duties: Turn off all classroom lights
	Daily

	Duties: Turn off Hallway Lights
	Daily

	Duties: Check all outside doors
	Daily

	Duties: Any others assigned by Head Custodian
	Daily

	Duties: Report any problems to Head Custodian
	Daily

	
	

	
	

	
	


	
	

	
	512. EVALUATION OF CLASSIFIED EMPLOYES



	
	

	1.Purpose


	  There shall be a plan for regular evaluation of all classified personnel employed by the district.



	2.Authority


	  The goals of the evaluation plan for classified personnel are:



	
	to identify, improve, and reinforce the skills, attitudes and abilities which enable an employee to be effective; and



	
	To identify and improve upon weaknesses which prevent an employee from effectively carrying out assigned duties.



	3.Guidelines


	  The evaluation plan shall group classified employees into position classes based upon similarities of duties, responsibilities, and qualifications; the evaluation process shall be similar for all classes of employees.



	4.Delegation

of Responsibility


	  The Superintendent shall prepare procedures for the conduct of employee evaluations which shall include setting of specific job objectives by the Superintendent and the employee’s supervisor or department head.



	
	

	
	

	
	

	
	


	
	

	
	517. DISCIPLINARY PROCEDURES



	
	

	1.Purpose


	  Effective operation of the district's programs requires the cooperation of all district employees in working together under a system of policies and rules applied fairly and uniformly to all employees. The orderly conduct of the district's business requires uniform compliance with these policies and rules, and uniform penalties and disciplinary procedures for violations.



	2.Authority


	  There shall be established procedures whereby classified employees shall be informed as to the disciplinary actions that are considered appropriate, and that are to be applied, for violation of district policies and regulations.



	3.Delegation

of Responsibility


	  The Superintendent shall prepare and promulgate disciplinary rules for violations of district policies and rules which provide progressive penalties including, where appropriate, verbal warning, written warning, suspension, or dismissal.



	Act 353

of 1968


	  In the event it is necessary to demote or dismiss, a hearing shall be provided as required by statute.



	
	

	
	

	Other Cite

Act 353

of 1968
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Research shows...


1. A positive relationship exists between school conditions and student achievement and behavior. � HYPERLINK "http://nces.ed.gov/pubs2003/maintenance/chapter1_2.asp" \l "f1#f1" �1�


2. Facility condition may have a stronger effect on student performance than the influences of family background, socioeconomic status, school attendance, and behavior combined. � HYPERLINK "http://nces.ed.gov/pubs2003/maintenance/chapter1_2.asp" \l "f2#f2" �2�


3. Students are more likely to prosper when their environment is conducive to learning. Well-designed facilities send a powerful message to kids about the importance a community places on education. � HYPERLINK "http://nces.ed.gov/pubs2003/maintenance/chapter1_2.asp" \l "f3#f3" �3� 
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