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On-Call Emergency phone.  It is the Head Custodians responsibility to ensure their building is opened ON TIME!

{Do not leave a message; you must speak to a person}

Step 2:  The evening person opening the building must “call-out” /notify their FOM, between the hours of 8:00

a.m. – 10:00 a.m. (DO NOT call the On-Call Emergency phone), of the absence reported to them.  {Do not leave a

message; you must speak to a person}.  Contact Facility Services if you can’t make contact with your FOM.

Step 3:  The FOM will contact the evening person covering the building.

Evening Crew:

Step 1:  Contact the Head Custodian before 10:00 a.m.  If you cand搉退ni



If someone needs to get in touch with a custodian because of an emergency situation, they should call the site's

Custodial Cell phone or the On-Call Emergency phone.

Employee Visitors/Guests

Custodians are not authorized to have  visitors/guests or pets at work during working hours.  This includes

children of any age during “Bring your Child to Work Day” or any other day.

4. CUSTODIAL RESPONSIBILITIES
Custodians are an integral part of the successful operation of every Portland Public Schools building. Every

student, teacher, administrator and visitor relies on the custodian performing his or her duties skillfully and in a

timely manner.

4-1 Responsibilities of the Day Head Custodian

Daily

● Disarm security system

● Turn on hall and restroom lights

● Check heating plant (log daily info into boiler operator’s binder)

● Check building exterior and interior for damage and vandalism (At first daylight)

● Unlock exterior doors at appropriate times

● Raise flag (Using appropriate protocol)

● Pick up paper, glass and other litter from grounds (At first daylight)

● Turn off switched exterior lights

● Check box in office for mail messages

● Check voice mail and e-mail

● Check  cell phone and radio for proper charge: carry at all times during shift and test cell as

needed.

● Respond to all in building requests promptly

● Perform all building specific meal duties

● Clean assigned building areas

● Spot-check rooms and restrooms for cleanliness

● Conduct building specific inspections and enter required info into Custodial Services Checklists

● Meet with evening crew to review activities, performance and special needs

● Complete section inspections for probationary employees

=
M C C C C

Ɣ

em

Ɣ

CCheck box Tlְ Check bo ’s discr

ion)

● Check l F褀 -U∐紀lter cut-off for boilers (log inf  into boiler operatos binder)

● Clean boiler roo)

● Check and pl �  d� n a ir compressor (log info into boiler operatos binder)

● Check snm s for dra inag)

● Conduct visnox s倀

y inspection of pl ground equipme t (note d ficieck es٦晀





● Check box in main office for mail messages

● Check voice mail and e-mail

● Check cell phone and radio batteries for proper charge (carry both at all times)

● Take down flag (Using appropriate protocol





● Mop spills

● Auto-scrub halls daily (weekly at minimum)

● Clean and disinfect drinking fountains

● Disinfect and wipe down all touch points (Door knobs, light switches etc)

● Empty waste containers and replace liners

● Remove writing and marks from walls, lockers, window ledges and doors

● Remove ink and black marks from floors

● Remove paper, dust, etc., from light fixtures, windowsills, ceilings, etc.

● Check exit lights and lights (Submit Work Orders as needed)

Stairwells (RED ZONE AREAS)

● Dust mop/vacuum steps and landings

● Mop stairs as needed (weekly at minimum)

● Clean spills from steps, landings and ironwork

● Remove ink and other marks

● Remove writing from walls and windowsills

● Disinfect and wipe down all touch points (Door knobs, light switches etc)

● Check exit lights and lights on landings

● Remove spider webs, cobwebs, debris and dust from window sills, ceiling, etc.

Restrooms (RED ZONE AREAS)

● Remove paper, etc., from light fixtures, windowsills and ceilings

● Sweep and remove trash

● Empty menstrual hygiene disposal bins (Replace wax liner)

● Refill paper towel, soap, menstrual hygiene and toilet tissue dispensers

● Dust around doors, ledges, vents and window ledge surfaces as needed

● Clean and disinfect sinks, urinals, toilets, dispensers and mirrors

● Clean metal sills under doors, and clean corners

● Mop floor

Locker and Shower Rooms (RED ZONE AREAS)

● Remove paper, etc., from light fixtures, windowsills and ceilings

● Sweep and remove trash

● Empty menstrual hygiene disposal bins (Replace wax liner)

● Refill paper towel, soap, menstrual hygiene and toilet tissue dispensers

● Dust around doors, ledges and window ledge surfaces as needed

● Clean and disinfect sinks, urinals, toilets, dispensers and mirrors

● Clean metal sills under doors, and clean corners

● Clean drinking fountains

● Clean shower walls

● Wipe shower room ceilings with squeegee or towe�d wi�wnfect su t  lil d�androertroght fixturh 
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Offices - Daily (RED ZONE AREAS)

● Remove trash and recycling

● Empty pencil sharpeners

● Sweep/Vacuum

● Mop floors

● Clean sinks and drinking fountains

● Disinfect and wipe down all touch points (Door ooum





● Sweep as needed

● Replace lights as needed (LED lighting requires a Work Order)

4-5 Custodial Closets and Care of Equipment

● Keep closet clean, stocked and organized

● Replace lights as needed (LED lighting requires a Work Order)

● Empty trash cans before storing

● Do not leave buckets full of solution in your closet overnight

● Clean and restock carts as needed. Make sure thathathaa



4-6 Check lists/Log books

All daily, weekly and monthly online checklists need to be completed promptly. The onsite boiler operations

log, generator tag/s, and fire extinguisher tags need to be kept up to date. The monthly fire report must be

kept up to date and be placed in the Fire-Life-Safety binder by the fire panel inside the building's main office.

It is the head custodian’s responsibility to maintain these records accurately and in a timely manner; failure

to do so can result in progressive disciplinary actions being taken. If you need assistance with any of these

duties contact your FOM for a training referral.

4-7 Clocking in/out

Everyone must clock in and out; for every work day
o





● Mop Bucket

● Wet Mop (Store an old mop ready to be discarded for bodily fluid clean-ups. These mops can

now be disposed of after the cleanup)

● Gloves (All sizes)

● Face Mask

● Dustpan

● Counter Brush

● Sponges

● 8-quart Bucket

● Small upholstery / carpet extractor (Make sure that all staff know where the eita
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● If the drains and gutters are located within a “No Access” area (edg
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7. SPACE SPECIFIC OPERATIONAL REQUIREMENTS
7-1 Childcare Areas

Childcare areas must be cleaned on a daily basis and the heat must be turned on early enough so that the

temperature is at 68 degrees before the children arrive. The temperature in childcare areas must be

maintained at 68 degrees while the children are present.

7-2 Health Rooms

Health rooms must be thoroughly cleaned and disinfected daily.

7-3 Home Economics / Kitchens

For gas stove pilot failure, shut off the appliance stop valve and notify Maintenance (63303).

7-4 Industrial Arts

Metal torches, shop forges, crucibles and gas solder pots generally can be serviced by Maintenance Services.

Notify Maintenance immediately of suspected leaks (63303) and Northwest Natural Gas (503) 226-4211.
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● Phone call: Auto-dialer calls “primary” number on studenn



9. HOW TO
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Not recyclable

● Waxed coy
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