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POLICY 

It is the policy of the NMPSFA School District to establish custodial duties and responsibilities, aligned with the district job descriptions, in an effort to assist in the timely coordination and completion of the routine preventive maintenance necessary for a clean, sanitary and well-kept facility. The following duties and responsibilities for the district have been developed as a guideline to assist in the effective management of custodial staff.  
Note: This is an outline to assist in the timely coordination and completion of the routine preventive maintenance necessary for a clean, sanitary and well-kept work area. Due to special needs and requests of staff, special projects, etc. terminal cleaning assignments. 
PROCEDURES - GENERAL MAINTENANCE – These are example procedures only. District to develop their own site specific guidelines. 
DAILY

1. Raise flag at 8:00 a.m.

2. Remove snow and ice accumulations from sidewalks and entry areas as needed.

3. Sweep sidewalks and entryways.  Pickup cigarette butts.

4. Remove trash from lawn, shrubs, bushes, sidewalks, stairway & parking lots.

5. Review Work Orders.

6. Replace damaged and soiled ceiling tiles as needed.

7. Replace electrical lamps, breakers, fuses and ballasts as needed.

8. Check boiler, mechanical, electrical and telephone rooms; listen for unusual noises; check for excessive heat and equipment vibrations.

9. Ensure doors, windows and roof accesses are secured nightly.

WEEKLY

1. Re-lamp exterior building, parking lot and site lighting as needed.

2. Remove rubbish from property.

3. Trim lawn edges and mow professionally to 2” during growing season.

· Remove lawn trimmings

· Remove visible weeds

· Sweep walks & gutters

· Rake and clean gravel and mulch areas

· Test and adjust irrigation system as needed

MONTHLY/QUARTERLY/SEMI-ANNUAL/ANNUAL
1. Reset time clocks. (Daylight Saving Time)

2. Verify proper cycling of sewage pumps.

3. Restore cracks and blemishes on building exterior.

4. Verify that there is adequate supply of filters, lamps, etc.

5. Activate lawn sprinkler irrigation system. Test, inspect and repair as needed.

6. Apply pre-emergent weed control.

7. Apply broad leaf weed control in lawns.

8. Aerate lawns.

9. Fertilize lawns.

10. Fertilize trees and shrubs. 

11. Prune trees and shrubs.

12. Winterize lawn irrigation sprinkler system.

13. Sweep Parking lots.

14. Supervise elevator maintenance service.

15. Check all door operations and adjust hardware including overhead doors and operators.

16. Replace burned out and flickering lamps (light bulbs)

17. Check for tripped circuit breakers.

18. Check elevators and dock levelers for proper operations.

19. Test smoke detectors

20. Supervise annual fire protection test.

21. Supervise annual fire sprinkler system test.

22. Supervise annual backflow protection valve test.

23. Rotate fire line valves off and on.

24. Rotate all plumbing fixture shut off valves.

25. Rotate all water valves serving floor drains.

26. Rotate all bib valves.

27. Test emergency generator.

28. Test and service exit lights.

29. Test and service emergency lights.

30. Test lighting fixtures.

PROCEDURES - Custodial Housekeeping Duties & Responsibilities

DAILY: 

· Empty trash receptacles and clean ashtrays.

· Sweep entrances, lobbies and corridors.

· Spot sweep floors and spot vacuum carpets.

· Clean drinking fountains.

· Sweep and damp mop or scrub toilet rooms.

· Clean all toilet fixtures and replenish toilet supplies.

· Replenish restroom supplies.

· Deposit of all trash and garbage generated in or about the building.

· Wash inside and out or steam clean cans used for collection of food remnants from snack bars and vending machines.

· Dust horizontal surfaces that are readily available and visibly require dusting.

· Spray buff resilient floors in main corridors, entrances and lobbies.

· Clean elevators and escalators.

· Remove carpet stains.

· Police sidewalks, parking areas and driveways.

· Sweep loading dock areas and platforms.

· Verify that there is adequate janitorial supply on hand.

THREE TIMES A WEEK:

· Sweep or vacuum stairs.

WEEKLY:

· Damp mop and spray buff all resilient floors in toilets and health units.

· Sweep sidewalks, parking areas and driveways (weather permitting).

EVERY TWO WEEKS:

· Spray buff resilient floors in secondary corridors, entrances and lobbies.

· Dust mop and spray buff hard and resilient floors in office space.

MONTHLY:

· Thoroughly dust furniture.

· Completely sweep and / or vacuum carpets.

· Sweep storage space.

· Spot clean all wall surfaces within 70” of the floor.

EVERY TWO MONTHS:

· Damp wipe toilet waste paper receptacles.

· Damp wipe stall partitions.

· Damp wipe doors.

· Damp wipe windowsills & frames.

· Shampoo entrance & elevator carpets.

THREE TIMES A YEAR:

· Dust wall surfaces within 70" of the floor.

· Dust vertical surfaces & under surfaces.

· Clean metal & marble surfaces in lobbies.

· Wet mob or scrub garages.

TWO TIMES A YEAR:

· Wash all interior and exterior windows and other glass surfaces.

· Strip and apply four coats of finish to resilient floors in toilets.

· Strip and refinish main corridors and other heavy traffic areas.

· Shampoo carpets in corridors and lobbies.

ONCE A YEAR:

· Wash all Venetian blinds and dust six months from washing.

· Vacuum or dust all surfaces in the building above 70" from the floor including light fixtures.

· Vacuum all drapes in place.

· Strip and refinish floors in offices and secondary lobbies and corridors.

· Clean balconies, ledges, courts, areaways and flat roofs.

· Shampoo carpets throughout the building.

ONCE EVERY TWO YEARS:

· Dry-clean or wash (as appropriate) all drapes.

ONCE EVERY THREE YEARS:

· Repaint classrooms and corridors.
Other templates are available at the PSFA. 
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