The following information is submitted by Columbia Borough School District.  

Job instruction sheet development are in process developed for all buildings for the minimum cleaning requirements for each job description for each shift.

The following is a SAMPLE of job instruction sheets for substitutes or custodians from other buildings who may be asked to fill in at the high school due to an absence.  These sheets list the minimum regular tasks of the three positions on second shift.

This also provides the supervisor with a way to know when someone is out what specific tasks may need attention and better allocate our employee resources to get the jobs done.

Classroom Cleaning Procedure

For High School
1st East

1) Empty all trash cans: change bag if needed:  empty pencil sharpeners. Check lighting (If light out, make note to change toward end of shift )

2) Clean bathroom: following H2Orange bathroom cleaning procedure. Wet mop daily

3) Dry mop entire room, making sure to get under computer table, student desks, cabinets, teacher desk, bathrooms.

4) Clean sinks and counter tops, check for hand soap and paper towels, wet mop as needed: spots, spills, and high traffic areas!
5) Run vacuum on all carpets in classrooms.
6) Wash blackboard daily.
7) Any excessive dirty weekly area or surface; clean daily.

EACH OF THE FOLLOWING ARE TO BE COMPLETED ONCE A WEEK 
Monday:
Wash all student desktops and chair; wet mop two 



rooms - 101/103
Tuesday:
dust entire room, computers, movie screens, clocks, 
clean window seals, unit vents, windows, tops of cabinets, wet mop two classrooms - 105/107

Wednesday:
Buff hallway, making sure to buff into classroom doorway. Wet mop one room - 109




Thursday:
Wet mop two classrooms – 110/111:  and catch up on whatever is needed. 
Friday:
Wet mop hallways.  Wet mop two more classrooms - 113/115

Remember to change mops and mop water, rags as needed. This is important! If you don’t, you’re not cleaning, your just spreading dirt and germs around!

Classroom Cleaning Procedure

For High School


1st West

1) Empty all trash cans: change bag if needed:  empty pencil sharpeners. Check lighting (If light out, make note to change toward end of shift)

2) Clean bathroom: following H2Orange bathroom cleaning procedure. Wet mop daily.

3) Dry mop entire room, making sure to get under computer table, student desks, cabinets, teacher desk, bathrooms.

4) Clean sinks and counter tops, check for hand soap and paper towels, wet mop as needed: spots, spills, and high traffic areas!

5) Run vacuum on all carpets in classrooms.

6) Wash blackboard daily.

7) Any excessive dirty weekly area or surface; clean daily.

EACH OF THE FOLLOWING ARE TO BE COMPLETED ONCE A WEEK !!


Monday:
Wash all student desktops and chair; wet mop 




three classrooms - 117/119/121

Tuesday:
dust entire room, computers, movie screens, clocks, clean


window seals, unit vents, windows, tops of cabinets, wet


mop three classrooms - 123/124/125

Wednesday:
Buff hallway, making sure to buff into classroom doorway.


Wet mop two rooms - 127/131

Thursday:
Wet mop three classrooms – 130/132/122.  Catch up on


what ever is needed.

Friday:
Wet mop hall ways. Wet mop two classrooms - 120/118


Remember to change mops and mop water, rags as needed. This is important! If you don’t, you’re not cleaning, your just spreading dirt and germs around!

Cleaning Procedure

For High School

2nd Floor

1) Empty all trash cans - change bag if needed.  Empty pencil sharpeners. Check lighting (If light out, make note to change toward end of shift).

2) Clean bathroom, following the H2Orange bathroom cleaning procedure. Wet mop daily.

3) Dry mop entire room, making sure to get under computer table, student desks, cabinets, teacher desk, bathrooms.

4) Clean sinks and counter tops, check for hand soap and paper 

towels. wet mop as needed - spots, spills, and high traffic area.

5) Run vacuum on all carpets in classrooms.

6) Wash blackboards daily.

7) Any excessive dirty weekly area or surface; clean daily

EACH OF THE FOLLOWING ARE TO BE COMPLETED ONCE A WEEK

Monday: 
Buff hallways, making sure to buff into classroom doorways.

Tuesday:

Dust entire room, computers, movie screens, clocks, clean window seals, unit vents, windows, tops of cabinets.  Wet mop five classrooms - 200/201/202/203/204. 

Wednesday:
Wash all student desk tops and chairs.  Wet mop five classrooms - 205/207/209/211/213.                                                                                   
Thursday:
Wet mop five classrooms - 215/217/219/220/218.  


Catch up on what ever is needed. 

Friday:   
Wet mop hallways.  Wet mop five classrooms- 216/214/212/210/208/206.

Remember to change mops and mop water, rags as needed. This is important! If you don’t, you’re not cleaning, your just spreading dirt and germs around!

