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EMPLOYEE INTRODUCTION
QUALITY
The basic definition for quality is a “measure of excellence or state of being free from defects, deficiencies, and
significant variations.” Another way to put it is "the totality of features and characteristics of a product or service that
bears its ability to satisfy stated or implied needs.”
What this means is that quality is the same as value. It is how we judge whether something is good or bad, and more
specifically how we determine if that something is going to service our needs.
Quality is very important for many reasons. It helps establish a good reputation in the community. It makes others
interested in what we are doing and more specifically, how we do it. It also helps build trust between you and your staff.
As professional custodians, we are evaluated on the quality of our cleaning. If we keep missing areas, then our customer
will be disappointed with the service we are providing, the service they have purchased. If they are disappointed with
our service, there is a good chance they will find someone else to do the job.
It is important that as you do your daily tasks, you remember to maintain a conscious effort to do your work well and to
do it right. Check your work as you go to make sure you are maintaining high quality standards. Remember our #1 goal
is to provide a clean, sanitary and safe environment for our students and staff.

SECURITY
General Physical Security:
Physical security is essential for protecting important assets. It forms the basis for all other security
efforts. Physical security refers to the protection of building sites and equipment.
In custodial services – these 4 areas of concern are your primary responsibilities:
1. Doors – Ensure all interior doors are shut and locked when you leave the room. Ensure all
exterior doors are secure and locked when you leave the building site.
2. Windows – Make sure all windows are shut and locked when you leave cleaning area.
3. Confidential Material – If you see confidential material, report it immediately to your supervisor.
4. Keys – Never leave your keys unattended. Losing keys is a very serious situation. It jeopardizes the physical
security of the building.
General Building Security Guidelines:
1. All building exterior doors and windows are to be kept locked at all times.
2. Doors shall be left unlocked or open, only while a staff member is in a position to monitor access through the
doorway.
3. No one shall provide or allow unescorted access to any building or room to anyone who is not known to them to
be a trusted staff member.
4. Any person who is suspicious or cannot provide staff identification must be reported to your supervisor.
5. If you witness a building problem, such as a faulty lock or door, a propped open door, or something potentially
dangerous, you must notify your supervisor.

HARRASSMENT
Harassment is defined as any conduct directed toward another person or group of people in the workplace, which is
based on race, color, national origin, physical handicap, disability, or sexual orientation. Or conduct for any reason
whether it is intended or not which has the effect of creating a workplace environment that is hostile, offensive,
intimidating, or humiliating to an employee may also constitute workplace harassment.
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“Sexual Harassment” means sexual advances, request for sexual favor, and or verbal or physical conduct of a sexual
nature when (a) submission to or rejection of such advances, requests or conduct is made either explicitly or implicitly a
term or condition of employment or as a basis for employment decision; or (b) such advances, requests or conduct have
the purpose or effect of unreasonably interfering with an individual’s work performance by creating an intimidating,
hostile, humiliating or sexually offensive work environment.
Under this definition, direct or implied requests by a supervisor for sexual favors in exchange for actual or promised job
benefits, such as favorable reviews, salary increases, promotions, increased benefits, or continued employment may
constitute sexual harassment.
While it is not possible to list all those additional circumstances that may constitute sexual harassment, the following are
some examples of conduct that, if unwelcome, may constitute sexual harassment depending on the circumstances,
including the severity of the conduct and its pervasiveness:
•
•
•
•
•

Unwelcome sexual advances, whether they involve physical touching or not.
Sexual epithets, jokes, written or oral references to sexual conduct; gossip regarding one’s sexual life; comments
relating to an individual’s body; comments about an individual’s sexual activity, or deficiencies.
Displaying sexually suggestive, objects, pictures, cartoons, paintings, photographs.
Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting comments,
abusive language.
Inquiries into one’s sexual experiences and activities.

Complaints of Workplace Harassment
If any employee believes that he or she has been subjected to workplace harassment, the employee has the right to file
a complaint within the organization they work for. This may be done in writing or orally.
Any employee desiring to file a complaint regarding workplace harassment may do so in a number of ways. The
employee may make the complaint to his/her supervisor. If the employee is not comfortable addressing the issue with
their supervisor, they can contact any member of their company’s upper management. Supervisors who gain knowledge
of or receive reports of harassment, in any form, must immediately forward the information to the Human Resources
Manager.
The employee may also contact Human Resources to make a complaint. Although the complaint can be made to anyone
in Human Resources, it will expedite the process to contact the Human Resources Manager.

TEAM WORK
Teams are very valuable. Many of you I am sure have been on one kind of team or another at one point in your life.
Teams are organized to accomplish a task. Sometimes that task is to win a game. Other times teams are put together to
get a job done. When teams are working together, they can accomplish a great deal more than one person can. The trick
is working together, staying focused on your task, and being responsible.
When we work together, we can accomplish more than working alone. The saying is true “many
hands make light work.” This is not only true for lifting heavy things, but also for getting many things
done. It is important to know each team member’s strengths. We should match what the individual
does best, to the task they need to accomplish. It is also important to not set a teammate up for
failure. Look for strengths and match these strengths with what needs to be done.
It is also important to stay focused on the task at hand. Great sports teams have a single objective in
mind when they take to the field. They understand they need to beat their opponent. Great work teams function in a
similar fashion. They work together at accomplishing clearly defined goals and objectives.
Knowing your responsibility is very important. Often teams of custodians must work together to clean large buildings. If
everyone does their share, then the job is done the way it should. If someone chooses not to do his or her part, then the
whole team suffers. Let’s work together.
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TIME CONTROL
One of the most challenging things to master as you clean your route is how to manage your time. There are custodial
industry standards associated with all types of cleaning processes. For example, each fixture in a restroom is currently
allocated 3 minutes. Let’s say there are 2 toilets, 3 urinals, and 1 sink in a restroom you are assigned to clean. According
to our current industry standards, you would have 18 minutes to clean these 6 fixtures times 3. This does not include
mopping, spot cleaning, mirrors, etc. It is important to not be bogged down doing one task, but rather work quickly,
carefully, and efficiently.

ACCIDENT PREVENTION & PERSONAL PROTECTIVE EQUIPMENT (PPE)
According to the Bureau of Labor and Industry, there were 4,836 workplace fatalities in 2015 due to unintentional
injuries. This is a sad and unfortunate statistics. Surprising most injuries are not due to equipment malfunction. Most
work place injuries can be attributed to human errors. Workers often get in a hurry and forget important safety policies
and recommendations.
Here are some important tips to help keep the work environment a safe place:
•
•

Report any unsafe or potentially hazardous conditions to your supervisor
Take care of it yourself; it could be as easy as closing a file cabinet drawer so no one trips over it, keeping your
work area clean, labeling hazards in the workplace etc.

Make sure the equipment, tools and machines you use are:
•
•
•
•

In good working order
Have machine guards in place
Are certified or maintained on a regular basis
Used properly and safely by yourself and others

Use caution when your work environment changes:
•

Just like you know you should use more caution when you are driving in the rain, you should use more caution
when your work environment changes as well. Beating deadlines, lack of sleep, being required to do something
new with little or no training, etc. … all these factors can lead to an accident because of carelessness, lack of
training/knowledge or rushing to get something done. Next time you find yourself in this situation, take the time
to think about what you are doing and how you can be safe so you do not cause an accident.

Wear personal protective equipment (PPE):
PPE is any type of facemask, glove, or clothing that acts as a barrier between infectious materials and the skin, mouth,
nose, or eyes (mucous membranes). When used properly, personal protective equipment can help prevent the spread of
infection.
•
•
•
•
•

It is essential that you use PPE when you are cleaning infectious materials.
Professional custodians primarily use two type of PPE: rubber gloves and safety glasses
Know what type of PPE to wear, for example, you need to know the proper type of glove for
the work you do and the materials you work with.
Know the proper way to wear your PPE for maximum protection.
Know how to take care of your PPE and perform regular inspections to check for holes in
gloves or protective clothing.

6

CLEANING PROCEDURES - EQUIPMENT
CHEMICALS & CHEMICAL SAFETY
It is paramount to use proper safety procedures when working with cleaning solutions. Avoid spraying chemicals into the
air to prevent chemical contact with your mouth and eyes. Be cautious, be careful, and always use proper personal
protective equipment when using chemicals. Make sure you understand all information listed on the MSDS of any
chemical you are using.

Material Safety Data Sheets (MSDS)
A material safety data sheet (MSDS) is a form containing data regarding the properties of a particular substance. An
important component of product stewardship and workplace safety, it is intended to provide workers and emergency
personnel with procedures for handling or working with that substance in a safe manner. An MSDS includes information
such as physical data (melting point, boiling point, flash point, etc.), toxicity, health effects, first aid, reactivity, storage,
disposal, protective equipment, and spill-handling procedures. You can find MSDS info at
http://sharepoint.cvsd.org/LT/sds/default.aspx

CLEANING CARTS
It is very important to assemble and supply your cart with all needed cleaning tools. Each cart should include:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

PPE / Gloves and Safety Glasses
Chemicals, Alpha-HP
Cleaning towels
Putty Knife
Mop
Trash Liners
Toilet Paper
Paper Towels
Seat Covers
Hand Soap
Sanitary Bags
Johnny mops
1 container of mixed chemical for cleaning toilets and urinals
1 container of mixed chemical for cleaning of drinking fountains and sinks

DUSTERS
Regular dusting is important to maintaining a healthy work environment. It is important to understand that moving dust
from one place to another wastes your time and reduces your cleaning efficiency. Proper dusting means capturing dirt
and soils completely, not just stirring them up into the air where people can then easily inhale them. One of the
essential purposes of a healthy high performance cleaning process is to protect the health of building occupants. By
using the appropriate duster and avoiding putting dirt into the air, we are helping those who use the building on a
regular basis to breathe easier and ultimately live healthier.
Dusting Procedure:
1. Assemble Supplies - Cloth or duster, appropriate personal protective equipment
2. Begin Dusting - Dust from top to bottom. Dust horizontal ledges, 70 inches and below. Include table leg braces,
and file cabinet handles.
3. Put Away Dusting Supplies - Ensure microfiber cloths are stored in appropriate "laundry" bags/containers
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4. Do not dust computers, radios, microwave ovens, copiers or other electronic devices.
5. Never move personal items

EXTENTION CORDS
The U.S. Consumer Product Safety Commission (CPSO) estimates that each year, about 4,000 injuries associated with
electric extension cords are treated in hospital emergency rooms. About half the injuries involve fractures, lacerations,
contusions, or sprains from people tripping over extension cords. Thirteen percent of the injuries involve children underfive years of age; electrical burns to the mouth accounted for half the injuries to young children. CPSC also estimates
that about 3,300 residential fires originate in extension cords each year, killing 50 people and injuring about 270 others.
The most frequent causes of such fires are short circuits, overloading, damage, and/or misuse of extension cords.
Extension cords are essential to our job of cleaning, however when using them, make sure you adhere to these safety
suggestions:
•
•
•
•
•
•
•

Use extension cords only when necessary and only on a temporary basis.
Make sure cords do not dangle from the counter or tabletops where they can be pulled down or tripped over.
Replace cracked or worn extension cords with new. #16 gauge cords that have the listing, of a nationally
recognized testing laboratory, safety closures, and other safety features.
Insert plugs fully so that no part of the prongs are exposed when the extension cord is in use.
When disconnecting cords, pull the plug rather than the cord itself. DO NOT USE ADDITIONAL CORDS
Never place an extension cord where it is likely to be damaged by heavy furniture or foot traffic.
Do not overload extension cords by plugging in appliances that draw a total of more watts than the rating of the
cord. Do not double up cords! It causes the first cord to overheat and begin twisting which breaks down the
insulation in the cord

FLOORS: AUTO SCRUBBERS
Auto scrubbers are efficient tools for cleaning all types of hard surfaces. The scrubbers, cleaning fluid, vacuum, and
squeegee all work together very effectively. The solution tank provides important storage for cleaning fluid; likewise, the
recovery tank contains all the dirt-filled fluid that once was on the floor.
Auto Scrubber Sequence:
1.
2.
3.
4.
5.
6.
7.

Perform initial auto scrubber inspection.
Inspect cleaning area.
Plan a cleaning pattern
Dry mop the area.
Fill solution tank with the appropriate amount of water or cleaning fluid.
Begin Auto Scrubbing
Once finished . . . Clean recovery tank screen; Empty recovery tank; Clean squeegee blades; Check Batteries for
water; Check Scrubber pads

FLOORS: BROOMS & DUST PANS
Brooms have been used for thousands of years – perhaps they are even the most primitive cleaning tool. Brooms are
used on hard surfaces to move small pieces of dirt and debris. Usually these pieces of debris are moved into piles,
collected with a dustpan, and then properly disposed of.
Using a broom properly does take time. Like all things, good broom work takes practice. Do not get discouraged if you
are having trouble.
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Dustpans are used to collect dirt and debris. They consist of a handle, three tapered wall edges, and one thin wall less
edge. Dirt and debris is swept into the pan over the thin wall less edge and held from escaping by the three other wall
edges.
There are a couple of tricky parts when using a dustpan:
1. Holding the dustpan while sweeping debris into it can be a challenge. It requires a bit of coordination and
muscle control.
2. Transporting the dustpan can also be a challenge as there are only 3 sides holding in the dirt and debris. Make
sure you tilt the pan slightly so the dirt stays in the pan.
3. When disposing of debris, make sure you put the dust pan completely inside the garbage container to avoid
spills and dust plumes

FLOORS: BUFFERS
A floor buffer or floor polisher is an electrical appliance that is used to clean and maintain non-carpeted floors, such as
hardwood, marble or linoleum. Floor buffers require two-hand steering and offer one or more variable-speed circular
rotary pads to dislodge dirt and dust from flat surfaces. It can also be used in conjunction with chemical cleaning
products to restore the floor to a smooth, glossy finish.
Typically, floor cleaner is sprayed on a section of the floor just before the floor buffer goes over the area. The cleaning
agent will help to loosen dirt and grime from the surface of the floor, making the process of obtaining a clean and glossy
floor much easier. Rotary pads operate at speeds that are determined by the type of floor. The controls are used to
manage the direction and speed of the rotary brushes during the operation.
Since buffing floors in different settings will require a variety of speeds and mobility, there are different sizes of the floor
buffers available. Increasing the speed and the pressure employed by the rotary brushes can move the floor buffer from
simply cleaning the surface to stripping off floor wax build-up.
Basic Buffing Sequence:
1. Inspect Area & Assemble Supplies - Make sure adequate floor finish exists
2. Inspect Buffer - Make sure you are using the appropriate buffer pad. Check cord and plugs. Make sure there are
no exposed wires or broken prongs.
3. Put on appropriate PPE as stated on all pertinent MSDS.
4. Post "Wet Floor" signs or other blockades around area to be buffed.
5. Dust mop and then damp mop area to be buffed. Do not rinse floor after cleaning.
6. Let floor dry completely
7. Dust mop the floor after the entire area is buffed.
8. Clean all equipment and return it to its proper storage location.

FLOORS: MOPS
It is essential to keep restroom mops separate from mops used in other areas to prevent cross contamination. Use
proper body mechanic when wringing out string mops. Use extra caution when moving cleaning fluid in mop buckets.
Mop water will be changed after cleaning each restroom and should never be used in a way that would cause cross
contamination between areas.

FLOORS: VACUUMS
Vacuums are one of your most valuable cleaning tools. Imagine trying to sweep a carpet. What a pain that would be. Not
to mention counterproductive to your cleaning purposes – as it would simply stir up more dust and dirt. As you probably
already know, vacuums suck up dust, dirt, and small debris and store them in a bag. There are 3 basic types of vacuum
cleaners: upright, portable, and the wet/dry.
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The Vacuuming Sequence:
1. Assemble Supplies
2. Inspect Vacuum - Inspect the bag - Remove the paper bag liner if the micro-filtration bag is 1/3 full. Use a hand
vacuum to clean inside of the cloth shell. Check the belt and the brushes; ensure they are correctly installed.
Check cord and plugs. Make sure there is no exposed wires or broken prongs
3. Inspect Area - Make sure all large debris has been picked up and thrown away.
4. Plug vacuum into the outlet nearest the area to be vacuumed.
5. Turn on the vacuum and begin vacuuming using the full extent of the cord.
6. When the cord is completely extended, turn around and vacuum in the opposite direction being sure to slightly
overlap the previous vacuumed area.
7. Continue vacuuming until carpeted areas are free of visible debris.
8. After completed process, properly wrap cord and store vacuum.

LIGHTS
Make sure to check your lights daily and replace burnt out bulbs as soon as possible. Burnt out bulbs are highly visible to
the public and give the impression of poor building maintenance. If it is a ballast issue, please turn in a work order
asap.

PUTTY KNIFE
The putty knife is usually used primarily for spreading pasty substances. Construction workers use them often when
finishing sheet rock, tile, or delicate concrete work. Custodians use putty knives to remove things from floors and other
surfaces such as gum, candy, glue globs, etc. This includes anything that was sticky at one point, and is now dry and
hard.
There are few safety concerns to understand when using a putty knife:
1. Always push the putty knife away from you. Although the flat edge is not sharp, the corners are. Be careful not
to cut yourself!
2. When using the putty knife, be careful to not damage the surface you are cleaning. It is easy to make gouges in
wood and plastic baseboard molding.

TRASH RECEPTACLES
General Trash in Offices, Cubicles, Classrooms, Common Areas, Cafeterias, & Hallways:
•
•
•
•
•
•
•
•
•
•
•
•
•

Pour the trash from each can into the trash receptacle on your cart.
Do not put your hands in the trash; use a tool to push the trash down.
Do not hold the trash close to your body.
Inspect the liner - if it is dirty, smells bad, torn or had food in it, then throw it away.
If the liner is clean, do not remove it but place the can back in the spot it was in before you emptied it.
If the liner had to be thrown away, replace it with a new liner.
Keep your back straight and squat to place the new liner in the can.
Neatly tie the new liner in place and tuck the knot so that it is underneath the liner edge.
Put the can back in the same spot it was in before your removed it.
Put on your gloves and safety goggles.
Spray the micro fiber cloth with a very small amount of your approved chemical and wipe away spills and spots
on the trash can and on walls near the trash can.
When the cart trash can is full, take the full trash bags to the proper dumpster.
Thoroughly wash hands and clean PPE’S.
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Trash in restrooms, locker rooms or shower rooms:
•
•
•
•
•
•
•
•
•

Put on your gloves and safety goggles.
If the trash is very full, do not use your hands to push it down-use a tool to push the trash down.
Remove the trash liner and trash from each can and place it in the trash receptacle on your cart.
Do not hold the trash close to your body.
Tie the top of the trash liner.
Spray a paper towel with a very small amount of your approved chemical and wipe away spills and spots on the
trashcans and on walls near the trashcan.
Keep your back straight and squat if necessary to place a new liner in the can and neatly tie the new liner in
place.
When the cart trash can is full, take the full trash bags to the proper dumpster and put them in that receptacle.
Thoroughly wash hands and clean PPE’S.

Garbage Cans, Periodic Cleaning
1.
2.
3.
4.
5.

Assemble supplies and appropriate PPE
Remove everything from the garbage can, including the plastic liner. Dispose of garbage.
Clean all surfaces
If needed, pressure wash garbage can with non-heated water. Return to original location once dry.
Insert new plastic liner and put away supplies.

CLEANING PROCEDURES – BY AREA
CLASSROOMS
Classroom Cleaning Sequence:
1. Assemble Cart, Equipment and Supplies - Gloves and goggles, micro-fiber dusting cloth, Alpha-HP, liners, broom
and dustpan, stocking supplies (soap and paper towels, as needed), vacuum, mop
2. Trash - Empty container contents into the large receptacle on the cart. If the liner is torn, dirty or wet replace
with a new liner.
3. Empty Pencil Sharpeners - Clean surrounding area of pencil shavings.
4. Security - As you move around the room, check all windows and doors and make sure they are shut and locked.
5. Stock and Clean Sinks - Stock paper towels and soap as needed. Rinse and spray cloth with multi-purpose
cleaner and wipe out sink and surrounding area. Polish faucet handles and spout.
6. Dust - Using a slightly damp, micro-fiber dusting cloth, dust all horizontal ledges that are 70” or below. Clean
chalk or dry eraser board tray—but never clean anything off the board itself unless the customer requests it to
be done or it is during the summer when classes are not in session.
7. Sweep and Dust Mop - Starting at the entrance, use your angle broom to sweep around the edges, out from the
corners, underneath desks and tables and bring the dirt and debris to the aisle way. Then using your dust mop,
bring all the debris to one area for pick up with the vacuum.
8. Vacuum - If there is also carpet in the area, vacuuming would be the next step. Vacuum along edges, under
desks, trash containers and behind doors. Please make sure to put objects back where they were when you
started
9. Mop - Starting at the entrance, go around the edges, into and out from the corners. Using a figure-8 motion,
make your way backwards out of the room.
10. Turn off Lights and Secure Door - Turn off lights as you exit a room. Make sure the door is locked

11

CLINICS
Clinic Cleaning Sequence: (Clinics are to be cleaned daily)
1. Gather Supplies - Trash bags, biohazard container, paper products, broom, mop, cloths, and vacuum cleaning
chemicals.
2. Put on appropriate Personal Protective Equipment
3. Sweep and police front entry. Vacuum front entry mats. Clean entry mats greatly reduce outside to inside dirt
transfer.
4. Dust all horizontal surfaces below 70 inches.
5. Clean and disinfect all drinking fountains
6. Clean all sick beds.
7. Dry mop hard surface floors
8. Vacuum and spot clean all carpets
9. Empty trash and Recycling - Dispose of recycling materials in designated recycling containers as instructed.
Replace trash/recycling liners and wash as needed.
10. Wet mop hard floor areas - Ensure you place "wet floor" signs at all entrances to the mopping area. Remove
signs only when floor is completely dry.
11. Closing Instructions - Shut and lock windows and doors. Turn off lights

COMMON AREAS
Common Area Cleaning Sequence:
1. Gather Supplies - Cleaning cart, cleaning chemicals, and personal protective equipment
2. Empty trash and recycling - Change trash/recycling bags as needed
3. Dust - Ensure you dust all horizontal surfaces 70 inches and below. As you dust, check the walls for any spot
cleaning that may be needed.
4. Spot clean tables and chairs - If there is a stain on a piece of furniture clean it if possible. If not possible, notify
your supervisor.
5. Clean Glass - Disinfect any counter tops or high use surface areas using Alpha-HP at a rate of 1:128.
6. Floor Care - Vacuum the floor if it is a carpeted area. Sweep and mop all hard surfaces. Place "wet floor" signs at
all entrances to common area.
7. Put away equipment; turn off lights.

ENTRYWAYS
Entryway Cleaning Sequence
1. Assemble appropriate supplies & PPE.
2. Empty trashcans - Empty trash in all entryway trash cans. Remove the trash with the liners. Spray a damp cloth
Alpha Hp at a rate of 1:128 and wipe away spills and spots on trash can and on walls near trash cans.
3. Vacuum entry way mats in both directions
4. Dust hallway ledges and horizontal surfaces - Lightly dampen clean dusting cloth. Clean all door handles, push
plates, and kick plates.
5. Clean Windows - Apply Alpha-HP at a rate of 1:128 to the window. Clean windows from the bottom to the top.
Add cleaning fluid to cloth as needed.
6. Clean corridors and hard floors with a dry mop - Position mop at end or beginning of entry corridor. As you
push, keep the mop head on the floor until the end of the corridor. Turn around, slightly overlap the mop head
with the previous dust mopped area, and sweep all debris into a pile. Pick up debris with dustpan and counter
brush or broom. Vacuum off the dust mop
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7. Vacuum Carpeted floors - Plug vacuum in outlet nearest the area to be vacuumed. Turn on vacuum and vacuum
until you reach the end of the cord. At the end of cord, turn the machine around and repeat the process in the
opposite direction being sure to overlap previous vacuumed area.
8. Mop hard floors - Place a wet floor sign at each entry to area to be mopped. Using a mop with floor solution,
start at back of the entry area or room and walk backward. Keep mop head flat on the floor. Use a figure eight
motion to cover floor and remove dirt and debris. After reaching the front of mopped area, place mop in a safe
area. When the floor is dry, remove the signs.
9. Clean up and put away tools - Place mops in the appropriate laundry hamper. Place the cloths in the
appropriate laundry hamper. Place rags in the laundry container. Thoroughly wash hands and clean PPE’S.

Entryways, Periodic Cleaning
1.
2.
3.
4.
5.

Roll up and remove matting
Sweep/vacuum under matting
Clean washable entryway mats with high pressure washer or extraction machine
Reinstall matting once entryway is dry
Perform high dusting procedures with necessary safety equipment.

EXTERIORS
Exterior Cleaning Sequence (Daily):
1. Assemble supplies and appropriate PPE
2. Perform debris clean up - Patrol the outside of the building looking for garbage and debris. Dispose of all
recyclable materials in appropriate containers -plastic bottles, aluminum cans, etc.
3. Empty and clean trash cans
4. Clean door handles and kick plates
5. Sweep - Sweep exterior sidewalks and vestibules with a high quality push broom or a blower.
6. Vacuum entryway matting - Ensure you are vacuuming the entryway mat in both directions.
7. Put away cleaning materials

Exteriors, Periodic Cleaning
1.
2.
3.
4.

Roll up and remove matting
Sweep/vacuum under matting
Clean washable entryway mats with high pressure washer or extraction machine
Reinstall matting once entryway is dry

GYMS
School Gym Cleaning Sequence:
1. Gather supplies and appropriate PPE - dry mop, broom, dustpan, garbage can
2. Put on appropriate Personal Protective Equipment
3. Perform Initial inspection - Check under bleachers and gather any personal items, clothes, bags, etc., and put in
pile near the gym door. Let your supervisor know about the lost personal items.
4. Dispose of recyclables – Place plastic and aluminum bottles/cans in appropriate recycling containers.
5. Sweep out all other debris - Sweep debris towards the middle of the gym floor. Use electric blower if available.
6. Close the bleachers
7. Dry mop the gym floor - Sweep up dust, dirt, and debris and dispose of properly.
8. Clean the floor - Use the auto scrubber to clean the floor. Remember to use wet floor signs when the floor is
wet. Make sure you are using Alpha Hp at a rate of 1:128 to avoid damaging the gym floor.
9. Put away equipment
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10. Remove the wet floor signs - when the floor is completely dry,
11. Turn off lights and lock the gym doors.

KITCHENS
Kitchen Cleaning Sequence:
1. Collect needed supplies and appropriate PPE
2. Dust all horizontal surfaces - Use dusting cloths. Move clockwise around the room cleaning wall fixtures, etc.
Spot clean any areas of the wall that may have gotten dirty. Use a cloth and Alpha-HP at a rate of 1:128.
3. Dispose of Trash and Recycling - Ensure recycling and garbage are bagged and placed in the appropriate
containers.
4. Clean all counters, tables, and cabinet fronts. Do not clean a table or counter if it is covered in dishes, pots, pan,
etc. Use cleaning cloths and appropriate cleaning chemicals.
5. Clean Sinks - Clean the inside of sink. Rinse and spray rag with Alpha-HP at a rate of 1:128 and wipe out sink and
surrounding area. Polish faucet handles and spout.
6. Sweep the floor and dispose of debris. When finished sweeping, vacuum the dry mop with a hand held vacuum
to avoid dirt and debris transfer.
7. Mop - Put down "Wet Floor" sign at all entrances. Use approved mopping system. Start at entrance behind door
first, along edges, and move backwards out of room.

LABS
Lab Cleaning Sequence:
1.
2.
3.
4.
5.

Gather Supplies - Trash bags, products, dry mop, wet mop.
Empty all trashcans. Replace can liner.
Stock all paper products
Sweep area with dry mop. Dispose of dirt and debris in appropriate container.
Wet mop the area. Ensure you post wet floor signs at all entrances to your mopping area and only remove "wet
floor" signs after the floor has completely dried.
6. Close windows, lock doors, and turn off lights.

LOCKER ROOMS & SHOWERS
Locker Room Cleaning Sequence:
1. Gather Supplies - brooms, mopping system, cleaning chemicals, microfiber cleaning cloths, vacuum (if locker
room has carpeted area)
2. Put on appropriate Personal Protective Equipment
3. Perform Initial inspection - Dispose of trash and debris. Pick up miscellaneous shoes and clothing. Put them in a
pile and notify your supervisor after you have finished cleaning.
4. Sweep the area with a dry mop. Avoid wet areas as you dry mop.
5. Disinfect the Locker Room Benches - Apply cleaning solution to a cleaning cloth. Clean all surfaces of the bench both horizontal and vertical.
6. Clean the Floor - Use mopping system for laminated hard floor, or vinyl tile. Use restroom machine or water
hose for concrete or ceramic tile floors. Use vacuum for carpeted areas.
7. Put away equipment
8. Turn off the lights and lock the door.
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Shower Cleaning Sequence:
1. Gather Supplies – Alpha-HP, towels, and shower cleaning brush.
2. Put on appropriate Personal Protective Equipment
3. Perform Initial Inspection - Check shower for debris: bars of soap, shampoo bottles, etc. Dispose of
appropriately. Check shower drain for clogs by running shower water for approximately 1 minute.
4. Spray shower walls with Alpha-HP at a rate of 1:128. Allow appropriate dwell time to kill bacteria.
5. Directly clean grout lines on the shower walls and floors with shower cleaning brush.
6. Rinse shower walls with clean water.
7. Mop floor with Alpha-HP at a rate of 1:128
8. Clean Drains

OFFICES
Office Cleaning Procedure:
1. Gather supplies - Trash can liners, personal protective equipment, dusting tools, vacuum, disinfecting chemicals,
and microfiber cloths
2. Check the trash/recycle can. Empty and check the liner. If dirty, replace. Check to see if there is dirt or food by
the trashcans, pick up and clean as necessary.
3. Dust the cubicle, right to left, top to bottom, and back to the front. All flat surfaces. Do not move any personal
items, or anything that is on the desktop, e.g., papers, pen, folders.
4. Disinfect tables as necessary
5. Check chairs for dirt, crumbs, or stains. If you find a stain, clean if possible. If not possible at the time report it to
your supervisor
6. Vacuum office area.
7. Push chairs in and move to next cubical. Remember do not touch anything on the surface of the desk. If you
notice "confidential material" let supervisor know immediately.

RESTROOMS
Bacteria Transfer
Restrooms are one of the most important places to clean thoroughly and correctly. They are often full of germs that
need disinfecting. Public restrooms come in a variety of shapes and sizes. They are used by all types of people, for nearly
every imaginable reason, and require consistent upkeep.
It is essential to use personal protective equipment is cleaning restrooms. Of all the places where there may be diseasecausing organisms, restrooms rank #1. Therefore, you need to protect yourself by wearing the appropriate items. It is
also important for you to not contribute to transferring bacteria and disease. Make sure your gloves are clean, before
you touch anything that you are not going to clean. What we mean by this is that your gloves should be removed when
you stock items such as paper products, etc. If your gloves are dirty, then what you touch with those gloves becomes
dirty. This is how germs and disease can be transferred from us, to our clients.

Restroom Cleaning Sequence:
1. Assemble Tools and Supplies - PPE (gloves and safety glasses), chemicals Alpha-HP, separate containers and
Johnny mops for toilet and sink cleaning, rolled paper towels, putty knife, door stopper, micro-fiber duster,
angle broom, dustpan, mop, trash liners, toilet paper, paper towels, seat covers, hand soap, sanitary bags
2. Make Announcement - slightly open door, Knock & Shout “Custodian”
3. Place "Restroom Closed" sign in doorway; take cart inside restroom and place sign in the middle of the doorway
4. Perform Initial Inspection - Inspect restroom for broken glass, gross events, etc. Clean these as needed.
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5. Pre-Spray - Apply PPE first. Apply Alpha-HP at a rate of 1:64 to the interior of toilets and urinals. Apply bowl
cleaner under the rim and around interior.
6. Stock - Remove gloves before refilling dispensers. Resupply: paper towels, toilet paper, seat covers, hand soap,
feminine products
7. Dust/Spot Clean - Horizontal ledges below 70 inches, and vent covers. Wipe down restroom stall walls with
cloths and Alpha-HP diluted at a rate of 1:128.
8. Sweep - Use angle broom. Sweep along edges and out from the corners. Bring to the middle of room. Pick up
with broom and dustpan.
9. Clean Sinks & Mirrors - Wipe down with Alpha-HP at a rate of 1:64 and paper towels. Clean mirrors from low to
high applying mirror cleaner directly to paper towel.
10. Clean Urinals - Wipe down with Alpha-HP at a rate of 1:64 and a towel to include the walls behind and beside
the urinal. Polish flush handle and pipes. Use acid bowl cleaner once a week
11. Clean Toilets – Flush. Use Alpha-HP at a rate of 1:64 and towels. Include walls behind and beside the toilet.
Polish flush handle and pipes. Use acid bowl cleaner once a week
12. Empty Trash - Put safety gloves back on. Remove the used liner by pulling straight up. Do not press down on the
trash there may be sharp objects in the trash that can cause injury! Tie off trash bag. Replace with new liner.
13. Mop - Put down "Wet Floor" sign in doorway. Use approved mopping system. Start at entrance—behind door
first, along edges, behind toilets, underneath trash container and move backwards out of room. As you mop, use
a figure-8 motion. Empty mop water after cleaning each restroom.
14. Disinfect Gloves - Before putting away your gloves, make sure you spray them with disinfectant.
15. Wash Hands & Remove Sign - Wash your hands thoroughly once completed with the process. Only remove wet
floor/restroom closed sign after the floor is completely dry.

STAIRWELLS
Stairwell Cleaning Sequence:
1. Assemble Supplies - Dusting materials, mop, and appropriate personal protective equipment. Make sure all
equipment is secured at the bottom of the stair well, prior to cleaning.
2. Dust & Spot Clean - With a cloth, begin dusting all dust-collecting surfaces lower than 70 inches. Spot clean
walls.
3. Disinfect Handrails – Use Alpha-HP at a rate of 1:128 to clean all handrails. Start at the top of the stairwell and
move toward the bottom.
4. Sweep stairs. Start at the top of the stairs and carefully move down. Removed dirt and debris with by sweeping
collected material into a dustpan.
5. Mop Steps - Post "wet floor" signs at top and bottom of stairs. Using Microfiber Mop, begin mopping steps. Stay
one-step below the step you are mopping. Move down the stairs carefully, mopping one stair at a time. If using
a string mop, ensure your mop bucket is at the bottom of the stairs in a safe location away from the stairwell.
6. Put Away Supplies and remove "wet floor" signs. Remember to only remove "wet floor" signs after the stairs
have completely dried.
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CLEANING PROCEDURES – BY SURFACE TYPE
COUNTERS, TABLES AND DESK TOPS
Countertops constructed from plastic laminate and or Formica are very durable. However, caution needs to be used in
the cleaning and care of these surfaces.
1. To clean these surfaces, mix a solution of Alpha-HP at a rate of 1:128 with water.
2. If using a spray bottle lightly spray surface to be cleaned and wipe with a clean cloth
3. When using a cleaning rag, wet rag in bucket of cleaning solution and ring out. Wipe surface clean with rag. If
residue remains wipe down with a dry clean cloth
4. Do not use scrubbing pad or any type of abrasive on these surfaces

FLOORS: Marmolium, Linoleum, LVT and Porcelain Tile
1. Sweep floor and remove all debris
2. Mix Alpha-HP at a rate of 1:256
3. Post a wet floor sign. If using a string mop begin by edge mopping area. After edging is finished, continue
mopping in a figure 8 pattern rinsing and wringing mop frequently. Ensure you overlap your mopping pattern so
as not to miss any area.
4. When using an auto scrubber mix the same dilution rate of 1:256. Inspect wheels and squeegee to ensure
they are clean and free of foreign objects that may scratch the surface of the floor. Use only a white pad when
cleaning these surfaces!
5. These floors require no additional sealers, wax or strippers. No mop oil or sweeping compounds on these
surfaces

MDF AND WOOD SURFACES
1. MDF is medium density fiberboard that is used in many of our schools in the building of cabinets as well as chair
rails and wall coverings
2. When cleaning MDF or wood it is important to keep moisture to a minimum
3. Mix a solution of Alpha-HP and water at a rate of 1:128
4. If using a spray bottle lightly spray area to be cleaned. Use a clean cloth to wipe.
5. If using a cloth to clean. Wet cloth and ring out. Wipe surface. If residue is present wipe with a clean dry cloth
6. Do not use scrubbing pads or any other abrasives on these surfaces
7. Once a month use furniture polish on all natural wood surfaces

WINDOWS
Window Cleaning Sequence
1. Assemble appropriate supplies & PPE.
2. Dust - all horizontal surfaces lower than 72 inches with dusting cloths. Apply water to the cloth if needed. Spot
clean window seal as needed.
3. Clean Windows - Apply Alpha-HP at a rate of 1:128 directly to window or mirror. Start low, and move higher as
you clean the window. Clean in a circular motion. Add window-cleaning fluid to your cleaning cloth as needed.
4. Quality Check - Make sure there are not spots or streaks on the window. Put away supplies.
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DEPARTMENT POLICIES & PROCEDURES
ATTIRE
•
•
•
•
•

District-supplied shirts must be worn at all times during your shift.
Employees will show up to work in clean, serviceable work attire. This projects a professional appearance to
staff, students and our community.
Badges are encouraged as well, but will not be used instead of district shirts.
If your shirt becomes unwearable during your shift, you may wear your badge until you can change into a clean
district shirt.
Closed-toe shoes must be worn at all times during a shift. No flip-flops or sandals!

HEAD CUSTODIANS’ RESPONSIBILITIES
•
•
•
•
•
•
•
•
•
•

Appearance and cleanliness of the building and grounds – kept in a neat, clean & orderly fashion
Head custodians have an area to clean daily; this time is counted against cleaning time assigned to your building
Ordering of supplies for the building
Assignment of custodial areas
Inspection of custodial areas to insure proper cleaning and sanitation
Sub evaluations
Must be available to staff and students for any help they may need throughout the day
Provide a positive work environment
All custodial areas will be clearly posted on a map in every custodial closet before the beginning of the school
year, so there is no confusion as to what subs’ duties are for a particular area.
Every building will have a plan in place describing how and what to do in the event there is no sub. This plan will
be posted in the custodial office.

LEAVES: PERSONAL & VACATION
To request Personal Leave, submit a “Leave Request Form” with at least 48 hours’ notice (according to contract). If the
proper form is not used, you will be asked to resubmit your request on the correct form, which may affect your timeline.
Although the contract does not specify how far in advance notice must be given for Vacation Requests, it does say that
employees must have written approval of the supervising administrator prior to taking vacation leave. The more
advanced notice given, the better chances we have of filling the shifts with subs. So, please have your “Leave Request
Form” in early to help us get them approved as quickly as possible.

ROOM INSPECTIONS
1.
2.
3.
4.

Head custodians need to be inspecting areas once a week
If there is more than one night person it helps to go thru areas together to ensure consistent cleaning throughout the
building
The custodial supervisor will be going thru areas periodically to insure our quality standards are being met.
There will be a room cleaning inspection checklist sheet that will be put on the doors of all classrooms during the summer
break. This will help keep track of where the building cleaning is at any given time
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SUBS
Requesting Subs
1. Put in for a sub thru the sub system
• All sub requests must go thru the sub system (through Illa Anderson, then approved by Bill Coder).
• Do not call subs yourself. If you would like a specific sub, put it on your request and we will attempt to meet
the request. Please know that many subs are booked at several locations and may be unavailable.
2. If no sub is available, overtime will be offered to the day custodian (up to 4 hours)
3. If the day custodian is not interested, we will begin calling the custodial “extra time” list
4. If no one is available, the day shift custodian will adjust their cleaning schedule the next morning to ensure the
bathrooms are cleaned and trash is picked up before school begins
•
•

During spring, summer and winter breaks, subs will only be given for absences of 3 days or more. Check the “No
Sub” box on your request if you are requesting less than 3 days on any school break.
We will do our best to ensure that no building is without a sub for more than one day.

TECHNOLOGY
•
•
•

Custodians may wear headphones at night, however only one earpiece may be worn. If both are worn, it creates
a safety hazard, as you cannot hear building alarms or people trying to communicate with you.
Personal use of cell phones will be restricted to your breaks and lunch. This includes texting.
Please keep the use of computers to a minimum.

TIME SHEETS
•
•
•

Time sheets are an important part of the payroll process. Often, a delay in pay can be traced back to improperly
filled out time sheets. See Appendix A: Sample Extra-Hours Time Sheet.
Make sure to fill them out completely: Employee name, employee number, position you are filling, person you
are filling in for, date, and sign.
All employees are responsible for their own paperwork.

WORK ORDERS
Work orders are to be put in for things that need repair that are outside the scope of work for custodians. Please make
your work order brief and to the point. For example, I have a burnt out ballast and a plugged up sink. This should be two
work orders with info like where the ballast is as well as the sink.
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APPENDIX A – Sample Extra-Hours Time Sheet & Absence Form
www.cvsd.org / For Staff / Business Office / Payroll & Benefits / Forms
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APPENDIX B – Room Cleaning Inspection Checklist
ROOM#/LOCATION: _________________

TASKS
1

Ceiling: dust & clean

2

Vents: remove and wash intake and exhaust vents

3

Lights: replace burned-out light bulbs

4

Lights: wash light covers & grates

5

Ballasts: make any necessary repairs

6

Walls: dust & clean

7

Blinds: dust & clean

8

Windows: wash

9

White Boards: clean

INITIALS

10 Shelves: dust
11 Sinks & Countertops: clean
12 Heating/AC Units: clean and replace filters
13 Desks: Clean
14 Desks & Chairs: check glides & replace as needed
15 Floors: vacuum
16 Floors: clean wet areas
17 Floors: wax wet areas if required
18 Carpet: pretreat
19 Carpet: clean
20 Doors: Wash frames, glass & knobs
21 Miscellaneous repairs:
22
23
24
25
26
27
28
29 When room is complete, place 12” strip of blue tape on door jamb
30 Room Complete
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DATE

APPENDIX C – Floor Coverings
School

Multi-Purpose
Room

Halls

Classrooms

Gym

Kitchen

Mica Peak/ELC

LVT

LVT

Carpet Tile/LVT

Mondo

Quarry Tile

Chester Elem

LVT

Carpet Tile

Carpet tile/LVT

Wood

Quarry Tile

Evergreen MS

LVT

Carpet tile

Carpet tile/

Wood

Quarry Tile

Greenacres Elem

LVT

Carpet tile

Carpet tile/LVT

Wood

Quarry Tile

Liberty Creek Elem

Marmolium

Carpet tile

Carpet tile/LVT

Wood

Quarry Tile

North Pines MS

LVT

Carpet Tile

Carpet tile

Wood

Quarry Tile

Opportunity Elem

LVT

Porcelain Tile

Loom carpet

Wood

Quarry Tile

Ponderosa Elem

LVT

Carpet Tile

Carpet tile/LVT

Wood

Quarry Tile

Riverbend Elem

LVT

Carpet Tile

Carpet tile/LVT

Wood

Quarry Tile

Summit

LVT

Carpet tile

Carpet tile/LVT

Wood

Quarry Tile

Sunrise Elem

LVT

Carpet tile

Carpet tile/LVT

Wood

Quarry tile
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APPENDIX D – Alpha-HP
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APPENDIX E – Chemical Dilution Chart
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