
IV. SCOPE OF DUTIES 

School District Custodian 
2708 Classification 

A full description of duties is set forth in the classification descriptions 
published by the Civil Service Commission. Whether employed by the 
School District or by any other City department, duties assigned to custodial 
employees should conform to the scope of their classification description. To 
assist custodial employees, supervisors and administrators to recognize the 
skills demanded of a School District custodian, a list of custodial duties as 
they pertain to the school site custodian follows. In the course of daily 
assignments, a custodian is not required to perform each of these functions, 
but all custodians hired by the District should be prepared to perform any of 
these custodial duties as necessary. 

The following examples are duties of a school custodian: 

D sweeps, dust mops, wet mops, scrubs, strips and waxes floors 
in classrooms, offices, hallways, lobbies, cafeterias, and all 
other work site areas where appropriate 

D vacuums and cleans carpets and School District rugs 
D empties and cleans waste receptacles, ash trays/urns and 

pencil sharpeners in all work site areas 
D cleans, dusts and polishes cabinets, furniture and woodwork; 

cleans chalk trays and chalkboards 
D sweeps, cleans and mops stairways 
D cleans, dusts and washes walls and ceilings 
D cleans window shades, light fixtures and Venetian blinds 
D cleans and disinfects restrooms and restroom fixtures and 

replenishes supplies 
D may perform minor emergency repairs as unplugging sinks and 

toilets, boarding up broken windows, securing broken doors, 
and any repairs necessary to maintain the security of the 
school and safety of the students and staff 

D provides emergency custodial services in the event of student 
sickness, damage from the elements, etc. 

D removes graffiti when practical and possible 
D assists in minor moves and arranges furniture and equipment 

as directed by site administrators and supervisors 
D secures buildings, classrooms and exterior gates; turns off 

lights, locks doors and windows 

D replaces incandescent and fluorescent lights that can be safely 
reached from a 12 foot ladder and cleans fixtures 
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D cleans, dust mops and seals (or waxes as appropriate) 
auditoriums, gymnasiums, club houses and locker rooms 

D sweeps, washes down and maintains outside grounds, 
sidewalks, and play areas 

D assists gardeners in keeping planted areas free of hazards 
D cleans interior glass partitions and interior or exterior glass 

·which can easily be reached from the ground floor 
D raises and lowers outside flags 
D operates heating and ventilating equipment when authorized 

by the appropriate personnel and is responsible for maintaining 
emergency batteries 

D Reports evidence of vandalism; faulty plumbing, repair needs 
such as broken windows, doors, and locks; and all physical 
hazards on the work site. 

D operates scrubbers, buffers, vacuums and related electrical 
appliances and equipment 

D receives and signs for supplies, equipment and services when 
delivered into the building after checking as to quantity and 
condition of the shipment and places in storerooms, when 
necessary 

D allows site access to civic groups and authorized individuals 
with permits issued from the Property Management Office 

D performs emergency school errands when instructed by the site 
administrator 

D reports to the appropriate authority the presence of any 
unauthorized individuals loitering on School District property 

D performs water running protocol on drinking fountains 
D performs numerous other services which are only limited by 

the scope of the Civil Service classification description 

The following tasks are NOT AUTHORIZED and should not be requested of 
school custodians, except in emergencies: 

D supervision of students 
D personal services (e.g., making coffee, personal errands, etc.) 
D delivery of school supplies to classrooms 
D cleaning personal carpets 
D out of classification work (e.g., electrical, plumbing repairs) 
D large scale moves of furniture to different floors 
D moving of any large piece of furniture (e.g. pianos) which 

should be performed by furniture movers 
D hall guard duties 

Custodial Supervisors 
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2716 Classification & 2727 Classification 

As in the case of custodians, the scope of duties for a custodian 
supervisor is defined by the Civil Service classification for their position. In 
the San Francisco Unified School District, the above-referenced 
classifications are different in assignments. The 2716 supervises custodians 
in a small group of schools while the 2727 supervisory responsibilities 
include a large number of schools. The primary responsibility of any 
supervisor is to ensure the cleanliness of District sites. 

Included in the wide range of duties performed by these supervisors 
are the following: 

D all duties performed by School District custodians 
D instructs, trains and assists in evaluation of custodians 
D assists in preparation and review of regular work schedules and 

contingency schedules (used in event of manpower shortage) 
D inspects and evaluates work at all District sites 
D assists in disciplinary functions 
D orders supplies and equipment & facilitates the acquisition of 

supplies and equipment to work sites 
D acts as department liaison with administrators, teachers, staff 

and the public & handles complaints if necessary 
D prepares and maintains necessary custodial records, reports 

and requisitions 
D Makes recommendations regarding cleaning procedures, 

equipment, etc. 
D performs numerous other supervisory duties within the scope 

of the Civil Service Classification 

School District Section Supervisor 

2730 Classification 

This section supervisor is responsible for one of three sections in the School 
District. He/she inspects the buildings and supervises the custodial 
employees in their section as well as assist in supervision of all other 
sections. He/she reviews .schedules and assign custodians as necessary. 
He/she assists in the hiring and training of all custodians as well as assisting 
the Director in all facets of Department management. 

The 2730 Classification is also responsible for the installation, maintenance 
and the. 24/7 operation of the physical security for all SFUSD properties. 
Under general· direction, he/she administers the budget and contract for 
contracted security services. 
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3464 Manager, Landscaping Department 

This section supervisor is responsible for one of three sections in the 
School District. He/she inspects the buildings and supervises the custodial 
employees in their section as well. as assist in supervision of all other 
sections. He/she reviews schedules and assign custodians as necessary. 
He/she assists in the hiring and training of all custodians as well as .assists 
the Director in all facets of Department management. 

Manager II 

4992 Classification 

The Manager II is responsible for one of three sections in the School 
District. He/she inspects the buildings and supervises the custodial 
employees in their section as well as assist in supervision of all other 
sections. He/she reviews schedules and assign custodians as necessary. 
He/she assists in the hiring and training of all custodians as well as assisting 
the Director in all facets of Department management. 

The Manager II is also responsible for the installation, maintenance 
and the 24/7 operation of the physical security for all SFUSD properties. 
Under general direction, he/she administers the budget and contract for 
contracted security services. 

Director of Custodial Services 

4993 Classification 

The Director manages all facets of the Custodial Services Department 
including, but not limited to, departmental planning, directing department 
staff, evaluating and training department personnel, budgeting, coordinating 
department activities, and the hiring and assignment of new employees. 
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V. RESPONSIBILITY OF WORK SITE ADMINISTRATORS 

The site administrator and custodial staff must work hand in hand to 
assure a safe and clean school site. The custodian must rely on the site 
administrator's ability to implement his/her role. In turn, site administrators 
must be able to depend on their custodians. Only through a mutual 

< 
understanding of these reciprocal expectations can a successful cleaning 
program be established and maintained. 

In this effort, administrators can assist the custodians in several 
respects: 

Building Maintenance 

The custodian is dependent on a sound policy of building maintenance 
by the site administrator. A urinal that does not run properly, a defective 
bathroom ventilation system or non-operational toilets are all maintenance 
problems that create an unsanitary environment. These problems create 
bathroom odors that are extremely difficult to eliminate. Hallway walls with 
holes punched in the plaster will certainly lead to a corridor strewn with 
broken plaster. The custodian will have to cope with this on a daily basis 
until the problem is corrected. 

Repairs must be made promptly and it is the responsibility of the site 
administrator to assure that the physical plant is in sound condition. The 
custodian will inform the administrator of such problems, but the custodian 
does not have the authority to expedite repairs. Poor building maintenance 
places a tremendous additional burden on the custodian. This will impact the 
amount of time he/she can spend on classrooms or other scheduled 
assignments. 

The site administrator's ability to manage building maintenance 
demands will be reflected in the attitude of the custodial staff. Thus, steps 
should be taken to keep pigeons out of the building or the custodian will be 
wasting valuable time on a daily basis eliminating pigeon droppings. 
Leaking drinking fountains located in corridors should be promptly repaired 
and areas susceptible to rain intrusion must be immediately reported. The 
administrator's prompt attention to these matters has a direct bearing on 
the workload of the custodian. 

Site Security 

Graffiti and vandalism is a plague on most school facilities. Although 
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the custodian attempts to eliminate graffiti as practical, a sound program of 
building security is vital to help eliminate the problem and make the 
custodian's task manageable. The custodian is able to remove small 
amounts of graffiti, but a vandal can, in five minutes time, create three 
hours work for the custodian. In extreme cases, the problem must be 
referred to painters. 

Lack of supervision during passing periods or lunchtime, students in 
the hallways during class time and unauthorized persons on the premises 
must be controlled. Pupils should also be encouraged to leave the building 
promptly upon dismissal and should not be permitted to roam through the 
building unsupervised. Such appropriate supervision will eliminate soda 
spills and other litter in hallways and on staircases. 

Teacher Cooperation 

Teachers can lend a tremendous boost to the custodial effort. 
Administrators should inform teachers how they can assist the custodians. 
Teachers in rooms that have student desks with detached chairs should ask 
their students to set the chairs on top of their desk so that the custodian can 
thoroughly clean classroom floors. Also, students are often asked to pick up 
debris or scrap of paper and remove their school books off the floor during 
the last school period. Furniture should be left in order and free from books 
or pencils. This facilitates the custodian's job and allows custodians to spend 
more time on other assigned tasks. 

Cooperative teachers limit food or drinks in the classroom to rainy 
days or special celebrations. They insist that students clean out book 
holders on the side and under desks which are filled with litter. Student 
monitors are also asked to assist in the closing of windows at the end of the 
school day. 

Teachers should make their rooms available to the custodian as soon 
after dismissal as possible so that it will be unnecessary for the custodian to 
move from one end of the building to the other in search of unoccupied 
rooms. 

Student Participation 

School yards littered with debris and spilled milk after lunch and recess 
breaks create an undue hardship upon the custodians. A large school yard 
cluttered with uneaten sandwiches, soda cans, and potato chip wrappers can 
take one custodian hours to clean. The administrator can encourage student 
participation in the effort to maintain a clean school and save hours of 
custodial time. Students should not be allowed to leave a school yard until 
large scraps of litter are cleared. 
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Some school sites have gone one step farther and have taught 
students an appreciation of the ecology. All cans and bottles are recycled 
and students have formed committees to help clean the campus. Such 
efforts teach the students a sense of responsibility and are encouraged by 
the custodial staff. Administrators will be assisted in their efforts by the 
Custodial Services Department whenever practical. 

A student body that curtails its use of sodas, gum and sunflower seeds 
in hallways and classrooms will also facilitate the cleaning process. A 
considerable amount of cleaning can be Jost in removing spills, scraping gum 
and cleaning in and around leaking waste paper receptacles. 

Permits for Use of School Property 

It is the responsibility of the administrator to notify custodians of any 
permits for evening, Saturday, Sunday or other holiday events requiring the 
custodian's presence. Such notice must be given sufficiently in advance of 
such events to permit the custodians to arrange their personal affairs to 
accommodate these events. The custodian(s) should also be assigned 
custodial tasks that can be accomplished during this period if the permit is 
not during regular working hours. In the event any custodian in the school 
is unable to be on duty for any such affair, the administrator should contact 
the Custodial Services Office for a replacement. Custodial Services should 
be notified several days in advance. Last minute requests are often 
extremely difficult to fill. 

Communication with the Custodial Services Department 

Once schedules and expectations have been reviewed with the 
custodial staff, administrators should immediately inform the appropriate 
custodial supervisor if reasonable expectations are not met. The problem 
might merely be one of needed repairs or equipment, which can easily be 
resolved. However, whatever the nature of the problem, prompt attention 
to the cause will avoid unnecessary magnification of the problem. 

Employees not meeting expectations should immediately be informed 
of the nature of the problem. Custodial Services will assist in the disciplinary 
process if required. 

Attendance and Tardiness 

Custodial Services must be informed of the absence of any employee 
by the school site administrator or the custodial supervisor. In the case of 
unassigned employees, this is especially critical since Custodial Services 
maintains the payroll records for such employees. Assistance will be 
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provided when manpower resources permit. 

Chronic tardiness should also be reported. Custodial employees will 
not be paid for time not worked. Furthermore, discipline in such cases must 
be commenced as soon as possible. 

Performance Appraisals 

Administrators must prepare performance appraisals for their staff. 
Input and assistance from the custodial supervisor is available. Evaluations 
must be prepared yearly (January l5' through December 31'') for all 
employees and at more frequent intervals for probationary employees. All 
supervisors are authorized to do supplemental performance appraisals at 
any time. 

Out of Classification Work 

Administrators are cautioned against assigning out of classification 
work. Such assignments violate Civil Service rules and union contracts. 
Custodial Services will be happy to assist in the event any questions arise. 

Work Schedules and Keys 

Substitutes, when available, must be supplied with a current written 
work schedule and necessary keys. It is the responsibility of the site 
administrator to have these items available. On numerous occasions, keys 
are also needed for permit activities and emergency situations. The failure of 
a site to have the appropriate keys creates an undue burden on District 
personnel and should be corrected by the site administrator. 

Support of Custodial Staff 

A custodian may be hesitant to impose on an administrator's busy 
schedule; yet, he/she possesses valuable information. Administrators are 
encouraged to communicate with the custodial staff and support their 
efforts. 

The custodian can advise the administrator which rooms are abused, 
restrooms frequently vandalized staircases where students congregate and 
areas susceptible to graffiti. The custodian can also suggest possible 
solutions to maintenance problems. Based on such information, 
administrators are often able to take steps that will dramatically improve 
their school environment. 
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Although listed last, support of the custodial staff is the most crucial 
component of a successful maintenance program. Through cooperation and 
respect, improved techniques for maintenance can be instituted and 
custodians are motivated to provide the best possible school environment. 
The Custodial Services Department is proud of the fact that P.T.A.'s and 
various faculties have honored its custodians at various school locations. 
Support of the custodial staff fosters a strong bond between custodians and 
the school that works to the benefit of students and school staff. 
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VI. CLEANING ASSIGNMENTS 

Manpower Assignment and Substitute Policy 

Custodians are assigned to school sites based on the budget and a 
formula that takes into account several factors. The main factors are 
building square footage and the total budget allocation. Provisions are 
made for the health and safety of the student body and for necessary 
emergency services. This requires that all school sites are allocated custodial 
time during the day. In sites where the day custodian cannot clean the 
classrooms during his shift, custodial time is also scheduled at night. 
Whenever less than a full time night custodian is required, manpower is 
assigned accordingly. 

The San Francisco Unified School District presently has seventy 
elementary schools that, as a group, account for the greatest number of 
custodians. Middle and high schools, however, have a far greater allotment 
per site, due to the size of the physical plant. After staffing elementary 
sites, the remaining manpower is thus allotted equitably among the middle 
and high schools. 

The time allocated per square foot in our schools is far below the 
national average. However, each school should have adequate custodial 
coverage to assure health and safety needs of staff and students alike. 
Frequent reviews of manpower staffing are used to confirm that the 
manpower assignment is able to meet District goals. 

Substitutes, when available (e.g., temporarily unassigned or overtime 
workers) are normally assigned on the basis of health and safety needs. 
First, day custodial needs are given attention and then night custodians are 
assigned as available. Priority is based on the number and length of 
absenteeism at each school. 

Schools with their sole night custodian absent are more likely to be 
provided with a night substitute. A four-hour custodian will be assigned 
where practical to handle basic cleaning needs. Schools sites with custodial 
crews may sometimes absorb short- term absences. The crew members in 
such instances cover a larger area. 

Role of Time Standards and Scheduling 

Although time standards are vital to developing schedules for custodial 
use, flexible scheduling is the only workable solution. In schools with a high 
square footage per custodian, every custodial assignment on a schedule 
cannot be cleaned to the high standards desired on a daily basis. All school 

34 

69 



site schedules, nonetheless, are prepared by dividing all tasks equitably 
among custodians. 

In a flexible schedule, custodians, together with the custodial 
supervisor and the site administrator, determine how to carry out the tasks 
as thoroughly as possible. Flexible schedules must also take into 
consideration the time needed to handle emergency repairs and special 
requests. The custodian must always give priority to health and safety 
needs. Other tasks are rotated as practical to provide the best service 
possible. If necessary, tasks determined to be unessential are eliminated. 

The time standards provided in this handbook, therefore, should equal 
or exceed the time available. The standards indicate time that will be 
needed to provide OPTIMUM cleanliness. There must always be enough 
custodial time, however, to complete all essential tasks. 

Time standards will be averages only. They can be used in conjunction 
with expert advice to determine OPTIMUM cleaning times. In some small 
elementary sites, OPTIMUM cleaning on a daily basis might be possible. In 
larger high and middle schools, flexible scheduling is necessary. Unessential 
tasks must be rotated or eliminated as practical. 

Time standards therefore must be viewed in light of the above 
limitations. Standards are based on completion of an optimum job in a 
reasonably well kept facility. Standards must be adjusted to account for the 
condition of the site. Scheduled tasks must also be rotated in a flexible 
manner when time standards indicate such a need. 

Scheduling with Time Standards 

Knowledge of current time standards alone is not sufficient to prepare 
good schedules. Schedules should be prepared only when an in depth 
knowledge of all components of a custodian's assignment at a given work 
site is known. However, for the benefit of both custodial employees and 
administrators, the basic concepts of scheduling are reviewed. 

1. Fundamentals 
The actual working hours for a school custodian is seven and one-half 

hours due to breaks. The one-hour lunch break is on the individual's time. 
Within that period, there are many tasks that are often not apparent at first 
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glance. Each activity must be reviewed in order to prepare accurate 
schedules. Among overlooked tasks are the following examples: 

D open building & set alarm 
D set-up work equipment 
D raise flag 
D open building at night for individuals with a building permit and 

set up premises as required 
D minor repairs as requested 
D graffiti removal and cleaning hallway walls 
D transporting trash to dumpsters 
D receiving supplies & storing them 
D helping craftsmen gain building access & assisting them 

Any task done on a daily basis should be listed on the custodial 
schedule when feasible. Those tasks which are periodically needed should 
also be listed on the schedule. Custodians should be informed of the need 
and time-line to accomplish these tasks. Administrators should also be 
aware that whenever a custodian takes on a task that is not listed on a 
schedule, time will be taken away from other tasks. This will necessarily 
reduce the quality of other assigned tasks. In such instances, flexible 
scheduling should be employed. 

2. Non-Standardized Tasks 
Many custodial tasks are not easily prone to standardization. Thus, 

the time for opening a high school (e.g., 20 min.) might differ from the time 
to open a small elementary (e.g., 10 min.). In one District school, the 
custodian must work on six different levels, using six different janitor rooms 
and setting up and cleaning his/her equipment six different times. In other 
schools, this can be accomplished once, in a fraction of the time. 

Some tasks simply must be timed or estimated.· In some schools it 
takes fifteen minutes to dispose of trash; whereas, in others, it simply 
requires a three minute walk. Graffiti in some schools could take hours to 
remove while taking negligible time at other sites. 

Standards cannot be supplied for such tasks. When such tasks are 
included in a schedule, a reasonable estimate must be made. If not included 
in a schedule, all parties should recognize that such non-scheduled duties 
will affect the time actually spent on listed tasks. 
3. Scheduling with Standards: Examples 

Time standards can be of great assistance in setting up schedules and 
evaluating performance as reflected in the following examples: 
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Cleaning Classroom 

(750 sq. ft room - uncluttered classroom - reasonably clean tile floor -
cooperative teachers and students) 

AVERAGE TIME: 15 minutes 
Calculated as follows: 

dust mopping 
(10 min for 1000 sq. ft. in obstructed room) 7.50 min 
empty trash 
(estimate per room) 1.00 min 
empty pencil sharpener (if nee.) .50 min 
chalk tray (if necessary) .75 min 
arrange desks/move obstacles (if nee.) .75 min 
unlock\lock door, check windows 1.00 min 
turn lights on/off (as necessary) .25 min 
optional time 3.50 - 5.50 min 

Optional time use: 
de-gumming & spot mopping 5.00 min 
dusting 3.25 min 
chalkboards (if desired) 2.00 min 
clean marks off walls 3.25 min 
line trash basket .50 min 
set shades (if desired) .50 min 
service towel/soap dispensers 1.50 min 
clean sink 2.00 min 
change lights 5.00 - 10.00 min 
defer time for other uses ---

Vacuum Classroom 

(750 sq. ft room - uncluttered classroom - reasonably clean carpeted 
floor - cooperative teachers and students) 
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AVERAGE TIME: 22 minutes 
Calculated as follows: 

vacuuming 14.25 min 
(19 min for 1000 sq. ft. in obstructed room) 
empty trash 1.00 min 
arrange desks/move obstacles (if nee.) .75 min 
empty pencil sharpener (if nee.) .50 min 
chalk tray (if necessary) .75 min 
unlock\lock door, check windows turn lights 1.00 min 
on \off (as nee.) 
optional time 3.75 - 5.75 min 

Optional time use: 
spotting carpet 10.00 - 15.00 min 
other (see above) 

. 

Clean Kindergarten 

(750 sq. ft. room - uncluttered classroom - reasonably clean tile floor -
cooperative teachers and students) 

AVERAGE TIME: 20 minutes 
Calculated as follows: 

Same as tile classroom except 
daily spot mop 4.00 min 
refill dispensers/clean sinks 2.00 min 
optional time 2.50 - 4 . .50 min 

Clean Restroom 

(3 sinks - 3 commodes - 3 urinals - towel & soap dispensers reasonably 
clean and not abused) 

AVERAGE TIME: 27 minutes 
Calculated as follows: 

Clean & disinfect fixtures 
empty trash 
wipe mirrors 
replace supplies 
mop floors 
(Bathroom work estimated at 3 minutes 
per fixture, but includes all tasks) 

Clean Cafeteria 

(2000 sq. ft. - students assist picking up - daily wet mopping) 
AVERAGE TIME: 80 minutes 
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Calculated as follows: 
Empty trash cans 10.00 min 
Sweep floor 18.00 min 
(9 min for 1000 sq. ft. slightly obstructed 
sweeping) 
Damp mopping 46.00 min 
Preparation time 6.00 min 

Clean Locker Room 

(1500 sq. ft. - bathroom with seven fixtures - soda machine) 
AVERAGE TIME: 80 minutes 

Calculated as follows: 
Bathroom 21.00 min 
(3 min/fixture) 
Sweep 10.50 min 
(7 Min/1000 ft. unobstructed sweeping) 
Damp Mopping 24.00 min 
(18 min/1000 ft. unobstructed damp mopping) 
Empty garbage cans 10.00 min 
Equipment preparation 5.00 min 
Optional time (e.g., dusting, graffiti removal, 9.50 min 
remove gum, clean closets, wax, etc.) 

4. Custodial Operational Time Standards for S.F.U.S.D. 

Time tables are valuable as guides in setting schedules. These tables 
however are approximations only. Equipment available, building 
construction, skill of the custodian, distance to janitorial closet, and 
vandalism will affect cleaning times. Even conditions such as wet weather 
and amount of soil tracked into the building will affect time standards. 

The following operational time standards have been adopted by the 
Custodial Services Department for use in preparation of schedules: 

INTERIOR SWEEPING DUST MOPPING 

PER 1000 SQ. FT. PER 1000 SQ. FT. 
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IN MINUTES 

UNOBSTRUCTED 7 
SLIGHTLY OBSTRUCTED 9 
OBSTRUCTED 10 
HEAVILY OBSTRUCTED 14 

VACUUM 

PER 1000 SQ. FT. 

IN MINUTES 

UNOBSTRUCTED 

SLIGHTLY OBSTRUCTED 

OBSTRUCTED 

HEAVILY OBSTRUCTED 

RESTROOM 

PER FIXTURE 

OPTIMUM CLEANING 

3 MINUTES 

14 
17 
19 

DUSTING FURNITURE 

PER 150 SQ. FT. 

(CLEAR SPACE) 

2 MINUTES 

WINDOWS 

PER 100 SQ. FT. 

11. 50 MINUTES 

23 

IN MINUTES 

UNOBSTRUCTED 7 
SLIGHTLY OBSTRUCTED 9 
OBSTRUCTED 10 
HEAVILY OBSTRUCTED 14 

DAMP MOPPING 

PER 1000 SQ. FT. 

IN MINUTES 

UNOBSTRUCTED 16 
23 SLIGHTLY OBSTRUCTED 

OBSTRUCTED 27 
32 HEAVILY OBSTRUCTED 

40 

INTERIOR STAIRCASE 
PER FLIGHT 

(EXCLUDES SPOT MOPPING) 

5 MINUTES 

EMPTY CLASSROOM TRASH 
PER 2 CANS 

1 MINUTE 

WALL WASHING 

(MANUAL)/ 120 SQ, FT, 

PER 2 CANS 

36 MINUTES 
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DUST WINDOW LEDGES AND 
RADIATORS 

(PER CLASSROOM) 

2-3 MINUTES 

EXTERIOR SWEEPING 
(WALKWAY AND STEPS) 

11 MIN. /1000 SQ. FT. 

5. Sample Assignments 

CHALK TRAYS 

(AVERAGE CLASSROOM) 

45 SECONDS 

Given the variations in allotted custodial time, scheduled assignments 
must take into consideration available time. Thus, a high school custodian 
will typically spend a shorter amount of time in each room-- sacrificing a 
number of optional tasks . .In some elementary schools, many optional tasks 
can be performed on a frequent basis. 

The actual schedules prepared by Custodial Services supervisors fall 
into two categories. Time Specific Schedules will give beginning and ending 
times for each small series of tasks. General Assignment Schedules group 
many tasks together. Under the latter method, the custodian is encouraged 
to use available time in a manner that best benefits the entire school plant. 

Since resourcefulness is encouraged, General Assignment Schedules 
are in common use. Time Specific Schedules are used when a novice or 
substitute custodian requires a comprehensive guide. Both types of 
scheduling are acceptable. 

The following are sample assignments that might be acceptable under 
the appropriate set of circumstances: 

41 

76 



Generic Elementary 

Night Schedule 

2:00 PM - 11:00 PM 

2:00 - 2: 15 Sign in; Prepare equipment, Report to office 

2:15 - 4:15 Rooms 1 through 7 (15 min.) 

4:15-4:30 Break 

4:30 - 6:30 Rooms 8 through 15 (15 min.) 

6:30 - 7:30 Lunch 

7:30 - 7:50 2 Staircases 

7:50 - 8:10 Sweep hallways & empty accumulated trash 

8:10-8:25 Break 

8: 25 - 9: 50 6 Bathrooms 

9:50 - 10:45 Community Room 

10:45 - 11: 00 Clean Equipment, Secure Building, Set Alarm 
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Generic High School 

2nd floor - Night Schedule 

2:30 PM - 11:30 PM 

2:30 - 2:45 Sign in; Prepare equipment 

2:45 - 4:45 Rooms: 201 through 212 (10 min. ea.) 

4:45 - 5:00 Break 

5:00 - 6:30 Rooms 213 through 221 

6:30 - 7:30 Lunch 

7:30 - 8:10 Rooms 222 through 225 

8:10 - 8:25 South Stairs 

8:25 - 8:40 Hallway 

8:40 - 9:00 Boys Restroom 

9:00 - 9:15 Break 

9:15 - 9:55 Girls & Faculty Restrooms 

9:55 - 10:05 Empty Trash 

10:05 - 11:15 Boys Locker Room 

11:15 - 11:30 Clean Equipment, Help Secure Building, Sign Out 
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VII. CLEANING REQUIREMENTS 

Custodians, as well as site administrators and supervisors, must be 
aware of the custodial work product desired. There must be objective 
standards against which administrators, supervisors and custodians can 
measure performance. In this effort certain guidelines have been prepared 
for Department use. 

School Session Cleaning Standards 

It is difficult to gauge competent performance during the school term. 
Competent performance by a school employee depends upon making 
efficient use of available custodial time. Since work times vary from site to 
site, competent performance must be measured against the time standards 
provided. 

However, unsatisfactory performance during the school year is easy to 
pinpoint. Under no circumstances should any school site evidence 
characteristics of unsatisfactory cleaning. Assigned tasks should never be 
performed in an unsatisfactory manner. Unsatisfactory performance should 
immediately be dealt with and reported to the Custodial Services Office. 
Continued unsatisfactory performance will lead to disciplinary action. 

Optimum cleanliness is also easy to pinpoint. All custodians should 
strive for optimum cleanliness; and when sufficient time is available, a 
custodian should strive to meet optimum cleaning standards. Custodial 
Services will assist both custodians and administrators in this effort. Time 
restrictions may limit the ability of custodians to achieve the optimum in all 
areas. 

The following standards are in effect for all custodial staff: 

1. Standards for Restrooms 
Unsatisfactory: 

o any odors attributable to custodial neglect, [OR] 
o consistently littered and soiled floors, [OR] 
o heavily soiled walls and partitions, [OR] 
o consistently dirty mirrors, [OR] 
o dirty toilets with either scum lines, deposits in inside lip/bowl or 

dirty seat, [OR] 
o streaked urinals with water deposits or build up inside lips, [OR] 
o sinks with heavy build up and scum in bowl or on ledges, [OR] 
o consistently dirty or empty dispensers, [OR] 
o waste receptacles which are stained and/or not emptied, [OR] 
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o ledges with accumulated dirt and/or litter. 

Optimum: 
o Fresh scented and clean appearance; spotless floors; walls free 

of soil and any removable markings; mirrors with a bright shine; 
bathroom fixtures which have been disinfected with a bright 
shine inside and out; shiny chrome; clean and filled dispensers; 
clean and empty trash receptacles; operational lighting; ceilings 
free of paper wads and stains. 

2. Standards for Classrooms, Offices and Hallways 
Unsatisfactory: 

o tiled and carpeted areas littered after cleaning or containing 
accumulated 

o gum, spots, and marks, [OR] 
o heavily soiled walls and doors, [OR] 
o heavily soiled and dusty ledges, window sills, furniture or 

counters, [OR] 
o glass with highly impaired visibility due to continual lack of 

cleaning, [OR] 
o unemptied waste baskets, [OR] 
o fountains stained or filled with litter after scheduled cleaning 

[OR] 
o Burned out lights left not replaced. 

Optimum: 
o Clean floors which are free of dust, litter, and removable spots; 

walls free of all soil or markings; chalk rails free of dust and 
empty pencil sharpeners; empty and clean waste baskets; 
excellent glass visibility; shiny and dust free furniture, counters 
and window sills; clean and lustrous fountains and sinks; clean 
and filled dispensers; operational lights with clean diffusers or 
coverings. 

3. Standards for Stairs 
Unsatisfactory: 

o stairs filled with litter after cleaning, [OR] 
o stairs consistently sandy or dusty, [OR] 
o stairs stained by liquids, gum or other substances not removed 

after 
o custodial maintenance, [OR] 
o dust filled ledges on staircase, [OR] 
o constantly soiled or marked staircase walls due to custodial 

neglect. 
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Optimum: 
o Clean, mopped staircases with washed, dust free and unmarked 

walls and ledges. 

4. Standards for Cafeterias and Lunchrooms 
Unsatisfactory: 

o littered floors, [OR] 
o sticky, stained or dirty floors, [OR] 
o residual food stains on walls and/or heavily soiled walls, [OR] 
o Dirty, trash-filled garbage cans. 

Optimum: 
o Freshly mopped, sanitary and clean floors; lined, cleaned and 

empty garbage containers; clean, stain free walls. 

5. Standards for Exterior Grounds 
Unsatisfactory: 

o hazards present at any time of school day due to custodial 
neglect, [OR] 

o littered and dirty exterior due to custodial inattention, [OR[ 
o filled trash containers left standing in yards overnight due to 

custodial 
o neglect, [OR] 
o sandy areas left un-swept, [OR] 
o un-sanitary areas that are not washed as needed. 

Optimum: 
o Safe, clean and washed exterior grounds with minimal litter and 

constantly emptied trash containers. 
o All fountains cleaned on a daily basis. 
o All graffiti which cannot be easily removed is promptly reported. 
o All vandalism and hazards as cracked cement or leaking water 

pipes are also promptly reported to site administrators. 

Spring and Winter Recess 

Short holiday recesses allow optimum cleaning in all interior and 
exterior areas at the site. Other major maintenance tasks are carried out as 
time permits. Stairs should be thoroughly mopped. Problem areas at the 
site such as locker rooms should be scoured. Hallways and office areas 
waxed. 

When manpower permits, classroom floors/carpets can be waxed or 
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shampooed. Necessary custodial projects such as re-lamping difficult areas 
or floor maintenance of selected areas can be tackled. Special requests by 
administrators can be accomplished. 

Summer Recess 

Summer allows a complete program of building maintenance. Walls 
are washed and markings removed. Furniture has all resident gum detached 
and is then washed for use in the future year. Ceilings are dusted and stains 
removed. Lights are replaced as necessary and interior glass is cleaned. 
Ledges, window sills and difficult-to-reach areas are dusted or washed as 
necessary. Chalkboards and chalk trays are cleaned. 

Floors are completely refinished. This consists of stripping old wax, 
removing buildup, and applying protective shiny coatings. In carpeted 
areas, a program of shampooing and periodic extraction helps prolong carpet 
life and enriches the look of the carpet. All furniture is removed from areas 
to be serviced and then replaced after maintenance is complete. 

In locker rooms and restrooms, a program of in depth maintenance 
takes place. Restroom floors are scrubbed and sanitized after carefully 
washing walls and thoroughly sanitizing sinks, urinals and toilets. Lockers 
are cleaned and locker room floors are sanitized. Any shower stalls are 
scrubbed and disinfected. Floors are sealed as appropriate. 

In gymnasiums, he surrounding walls are dusted or washed as 
appropriate and bleachers are completely swept, dusted and washed down 
Gym floors are cleaned, screened and then protected by application of gym 
finish. 

A number of special projects are also undertaken which can include the 
removal of wax buildup on floors or baseboards, the elimination of difficult 
graffiti, and the disposal of unnecessary items as requested by 
administrators. 

A complete inventory of needed supplies and necessary repairs can 
also be made and reported to the site administrator. Recommendations for 
future custodial improvements can be reviewed at this time and discussed 
with crew members and supervisors. 
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VIII. MAINTENANCE OF CUSTODIAL AREAS 

Although it may initially seem inappropriate to have policies regarding 
custodial supply rooms and custodial hopper rooms, the maintenance of 
these areas is important to custodial operations. Efficient custodians are 
dependent upon the systematic storage of custodial supplies and equipment. 
Substitutes also depend on orderly custodial rooms and closets in order to 
find supplies and equipment quickly. 

The proper storage of supplies also saves this Department and the 
school site from needless expense, wasted time, and unnecessary hazards. 
Supplies stocked in a well-ordered supply room are not ordered at the last 
minute because they are replenished prior to being depleted. Safety also 
dictates that supplies be stored in a safe and non-hazardous manner. An 
inspection of custodial closets, therefore, provides a simple way to assess 
whether proper custodial procedures are being employed. 

Setting Up a Custodial Room/Closet 

Set up a custodial room/closet using the following guidelines: 

1. Organize the room/closet in a neat and clean manner taking into 
account the items used most often, the manner chemicals will be 
dispensed and the best way to utilize shelf space. 

2. Allow storage for a sufficient amount of heavy use items and 
determine appropriate reorder point. 

3. Use deep shelves for paper products. 
4. Chemicals must be easily read and stored in such a way that a 

leak will not create a potential hazard. 
5. Chemicals should be stored in a manner to protect them from 

accidentally falling. 
6. Heavy items should be stored on lower shelves. 
7. Sink areas must be kept clean and clear. Mops should be 

thoroughly rinsed, and equipment should be clean. No source of 
odors should exist. 

8. A space should be set up in which to do minor repairs when 
necessary. 

9. Carts and vacuums should be positioned so that they do not block 
access to supplies which are needed daily. Electrical outlets 
should not be hidden from view. 

10. All paper work should be filed in a neat and orderly manner. 
11. All schedules and other necessary documents must be 

prominently displayed for all interested parties. 

12. Limit the amount of personal equipment you have on site. 
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Personal possessions should be secured and the District assumes 
no liability for lost or stolen personal items. Televisions are not 
allowed in the custodial room. 

13. Do not store possessions of non-custodial staff in the custodian's 
room. 

14. Custodial rooms/closets should always be locked when not in use 
and students should never have access to these rooms/closets. 

Safety in the Custodial Room 

A number of safety practices should be observed in custodial areas: 

o Ladders should be stored so they will not topple. They should be 
tied down or chained when practical. 

o All material should be stored on shelves whenever possible. 
o Oily rags or mops should be stored in closed metal containers 

and all flammables should be stored in proper containers. 
o Trash should be put in dumpsters or exterior trash cans and not 

stored in the custodial room overnight. 
o Mops, brooms and other tools should be secured so they do not 

pose a hazard to individuals in the custodial room. 
o Check all equipment for frayed cords. 
o Bleach and ammonia should not be stored next to each other. In 

fact, bleach should not be in the building. 
o All chemicals must be properly labeled. This includes spray 

bottles. 
o Lights, especially fluorescent, should be properly stored. Used 

fluorescent lamps should be put back into the original box and a 
call made for pick up and proper disposal. 

o The storage of hazardous chemicals, the labeling of containers 
and closets containing hazardous chemicals, and the availability 
of Material Safety Data Sheets for these materials must conform 
to California law. 
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IX. EMERGENCY AND SAFETY PROCEDURES 

Job Related Injuries 

All injuries should be documented in writing, regardless of how small 
or insignificant they may seem to the injured person. The (DWC 1) form for 
this type of notification should be found at all sites. All cuts, serious 
scratches, mild strains, puncture wounds, etc. must be reported to your 
supervisor or the Custodial Services Department on the day of injury at 
(telephone 415-695-5535). A First Aid Kit is provided at each site for the 
specific use of the custodians. Its location should be accessible to all who 
may need it. 

Regardless to what day or time an injury takes place, contact the nurse 
hotline. The number is 415-241-6392. Normal hours are from Sam to 5pm 
Monday - Friday; leave a message on the recorder for afterhours and 
weekends. The call will be returned the next business day. For on the job 
injuries requiring medical assistance, report to Kaiser Occupation Clinic at 
601 Van Ness, suite 208 San Francisco, 94102, (Telephone: 415-674-7000) 
or St. Francis Occupation Clinic at 1199 Bush Street, suite 160, San 
Francisco 94109, (Telephone 415-353-6305) In the event that you are the 
only person at the site, call the 24-hour Emergency Security Hotline at ( 415) 
695-5665. They will assist you. If your injury requires immediate attention, 
dial .911 and ask for an ambulance. 

School Site Security 

The full complement of custodial staff assigned to each site is responsible for 
securing it so that it is safe and secure. 

Night Shift Security 

The evening custodian(s), usually the last to leave the site, must ensure the 
following areas are secured before departure: 

o Windows - All windows safely fastened and shut. Do this as you 
clean each room individually during the course of the night. 

o Doors - All doors securely closed and locked. 
o Electrical appliances - All electrical appliances not designated to 

stay on overnight, should be checked and turned off. 
o Plumbing - All taps/spigots, urinals, bowls etc. must be checked 

to ensure that all are securely turned off. 
o Lights - All lights, other than security lighting, are to be turned 

off. 
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o Gates - Make sure that all gates are closed and securely locked 
unless otherwise instructed. 

o Yard - Remove anything that may be dangerous or unsafe to 
normal pedestrian traffic after hours. 

o Alarm - At sites where an alarm must be turned on, make sure 
that you get a clear signal indicating the system is set up before 
you leave. Familiarize yourself with the zones protected by your 
system, (e.g., doors, windows with contacts, etc.). Make sure 
all these areas are secure before attempting to set the alarm. 
Notify the appropriate Alarm Company should there be any 
closing problems related to the alarm. The emergency number 
to call in the event the School District system will not set up 
correctly is 695-5665. You must also notify your Alarm 
Company/District Security if it is necessary to leave earlier than 
usual, or when entering at a non-scheduled time or day. 

o Emergencies - Any time you have a security or other emergency, 
during or after your shift, call 695-5665 for assistance. 

Day Shift Security 

The day custodians must check their sites first thing in the morning for the 
following areas of concern: 

o Yard - Make sure that it is clean and free of glass, feces or 
anything else that may be harmful to students. 

o Building - .Scan for evidence of damage/vandalism/burglary as 
you clean the yard. You must minimize the danger from any 
damage and then notify Buildings and Grounds at 695-5665 of 
the nature and extent of the damage. 

o Hazards - Secure any hazardous area so that students will not 
be harmed. 

o Gates/doors - Make sure all are unlocked before faculty or 
students enter the site. 

In the event that the day custodian is the last custodian on site at the end of 
each day, secure the site in the same manner as previously designated for 
the night custodian. 

Earthquake and Fire 

Each site has fire and earthquake assignments. If you are assigned to that 
site, you must review them periodically. Be fully aware of your role in these 
circumstances. 
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If you are assigned to a site that is new to you, familiarize yourself upon 
arrival, of the earthquake and fire safety procedures for that site. 

The following should always apply: 

EARTHQUAKE - If you are indoors stay there. 

o Stay away from glass or windows. 
o Locate a sturdy desk or doorway and stand under it. 
o If you are outside, stay there. 
o Get into the open. 
o Stay away from buildings and power lines. 
o Assist the site administrator in its aftermath. 

Areas that all custodians should be aware of: 

o The location of the main gas shut-off valve. 
o The location of the main water shut-off valve. 
o The location of the main electrical power switch. 

FIRE - Don't Panic! 

o If there is nothing that you can do to assist in the situation leave 
by the nearest exit in a calm and orderly manner to your 
designated rendezvous point. Assist there as necessary. 

Important things that all custodians should be aware of: 

o Fire drill procedures and your role in them. 
o How to use a fire extinguisher. 
o The three types of extinguishers available. 
o Which type of extinguisher to use on which type of fire. 

Communicable Disease - Prevention 

All custodians should practice basic hygiene measures as listed below in 
order to protect themselves and others from infection: 

o Maintain optimum health through good nutrition, adequate rest, 
exercise and appropriate medical supervision. 

o Keep fingernails clean and bathe regularly. 
o Avoid touching eyes, nose or mouth. 
o Avoid sharing personal items such as combs, gloves, boots, dust 

masks, etc. 
o Wash hands frequently. Proper hand-washing is the single 
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most important technique for preventing the spread of 
disease. 

o Ensure that all equipment you use is cleaned and sanitized at the 
end of the day, e.g., mops, toilet brushes, etc. 

Contact with Body Fluids 

Caring for children can involve a substantial amount of contact with body 
fluids including blood, stool, urine and vomit. Contact with body fluids is 
especially common in preschools and in classes for disabled children. It is 
therefore necessary to anticipate contact and take the following precautions: 

o wear latex or vinyl gloves 
o clean soiled surfaces 
o disinfect contaminated surface 
o dispose of contaminated items 
o wash gloves in disinfectant 
o wash hands thoroughly 

The above procedure should also be followed when cleaning hand-washing 
and lavatory areas. 

Hand-washing Procedure 

o Remove all jewelry. 
o Wet hands with running water. 
o Apply soap and lather well. Wash for 15 to 30 seconds. Wash 

front and back, between fingers and around and under 
fingernails. Use a circular motion and friction. 

o Rinse hands well under running water. Running water is 
necessary to carry away dirt and debris. Water should drain 
from fingertips. 

o Dry hands well with paper towels. Broken skin permits germs to 
enter. Dry gently. Avoid chapped skin breaks. Apply lotion as 
needed. Turn water faucet off with towel and discard towel. 

Use of Hazardous Materials 

In order to reduce the number of avoidable job accidents, CAL/OSHA 
mandates that all employers who use or store hazardous substances obtain 
specific information relating to those substances. These regulations are also 
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known as the hazardous communication program or "right to know" law and 
are set forth in California State General Industrial Safety Order- G.I.S.0. 
5194. The law states that hazardous substances must be evaluated and that 
information concerning their hazards be transmitted to all affected 
employers and employees. It also requires the transmittal of information to 
be accomplished through container labeling, secondary container labeling, 
pipe labeling, material safety data sheets, and employee training. 

There are two types of hazards: health hazards and physical hazards. 
The former are substances which are carcinogenic, toxic, reproductive 
toxins, irritants, corrosives, sensitizers, hepitoxins, nephrotoxins, 
neurotoxins, and agents which act on the hematopoietic system. The latter 
are substances which are combustible, flammable, explosive, organic 
peroxides, pyrophoric, unstable (reactive), water reactive or compressed 
gases. 

Material Safety Data Sheets are available for all custodial cleaners to 
alert individuals of the hazardous substances to which they may be exposed 
in each work place. Special attention should be given to carcinogens, 
explosives, and highly toxic substances. 

The Material Safety Data Sheet (M.S.D.S.) is a written presentation of 
safety and health information that can help the reader minimize the 
possibility of suffering an occupational disease or physical injury due to the 
inappropriate handling and use of a specific product. 

As a part of its Hazard Communication Program (HCP), this office 
checks that label information about chemical hazards and other hazardous 
substances is on containers used by custodians. This goal will be achieved 
by not allowing the release of certain chemicals until the following label 
information is met: 

o Container is clearly labeled as to the contents. 
o Appropriate hazard warnings. 
o The name and address of the manufacturer. 

The Custodial Services Department, in conjunction with trained District 
personnel, will provide training sessions and periodic workshops for its 
employees with regard to hazardous substances and correspondent 
regulations. Such training will inform employees how to identify health 
hazards and how to deal with hazardous materials. In addition, workshops 
will provide updated information about the law and current safety data. 
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X. BUILDING REPAIRS 

An effective custodian is aware of building maintenance needs. A 
building lagging in maintenance will make the custodian's task difficult and 
endanger the health and safety of students. The custodian's role, however, 
in obtaining necessary repairs of bathroom fixtures, leaking roofs, and 
dilapidated walls is advisory in nature. Minor emergency repairs are within 
the scope of custodial duties, but the custodian can only report major 
maintenance problems to the proper administrator. 

Emergency and Minor Repairs 

The school custodian is limited by both availability of tools and the 
scope of the Civil Service classification in making building repairs. The 
custodian will board broken windows and eliminate dangerous broken glass. 
He or she might temporarily fix peeling linoleum or a broken door when 
appropriate tools are available. Stoppages of bathroom fixtures that can be 
repaired by use of a plunger or other simple tools are within the custodial 
job scope. 

Custodians can often carry out simple repairs accomplished by use of a 
hammer or a screwdriver. Pencil sharpener repair, correctly hanging wall 
maps or picture screens and tightening door hinges are all simple tasks by 
which the custodian can assist the school administrators. All major tasks, 
however, are not part of a custodian's duties and should be referred to the 
School District Work Control Center. 

Major Building Maintenance Problems 

In the case of major maintenance problems, the school custodian's 
role is to advise the appropriate administrator, check that repairs are made 
and follow up in the event that no action is taken. A school custodian is 
often the first person to discover major maintenance problems. Unless 
these problems are reported immediately, they can cause serious damage to 
the school plant and/or injury to students and staff. 

Since the administrator's schedule is quite hectic, it is imperative that 
the custodian follow up on his initial report. If necessary repairs have not 
been completed within a reasonable time, administrators should be 
reminded. Where the repairs affect custodial operations, the custodian 
might contact the Custodial Services Department for further advice. 

During vacation periods, custodians are responsible for reporting 
needed repairs to the Work Control Center at 695-5525. 
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Miscellaneous 

A number of other miscellaneous duties also fall on the shoulders of 
the custodian. Custodians may move or arrange furniture from room to 
room on the same floor or within a room. Custodians also must replace 
burned out lights and lamps. They will check storage batteries and maintain 
the proper water level for these batteries. 

As a part of their routine work, custodians may be responsible for the 
efficient operation of the heating plant in schools having no operating 
engineers. Custodians will receive and carry out instructions from the 
Supervisor of Heating and Ventilation, or his designee, regarding the 
operation of heating, ventilating and fire protection equipment. 
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XI. BUILDING USE PERMITS 

The use of school premises is primarily for public school activities. Any 
other use of the building is restricted unless it is pre-approved. 
Noneducational activities are not to be allowed after normal school hours 
without an approved permit. 

The Office of Property Management is the department responsible for 
approving permits and allowing the scheduled use or rental of school 
property by non-school groups. The Office of Property Management also 
verifies that prospective renters have secured a proper insurance certificate, 
that they have agreed to comply with District policies, and that they have 
submitted any required fees. The administrator has the responsibility for the 
management of the school site, and his or her consent is usually sought for 
permit approval. 

The custodian on duty is an agent of the District and therefore is 
responsible for monitoring compliance with all established rules and 
regulations regarding Building Use Permits. The custodian must be aware of 
all such regulations and must be informed regarding his or her duties in 
protecting the interests of the District. The assigned custodian must be 
ready to take immediate action in the event of emergencies, vandalism or 
any improper use of the premises. 

Non-school personnel are not allowed on school grounds after normal 
school hours without a permit. If a night custodian is suddenly confronted 
by an unfamiliar group, the custodian should ask to see a copy of the 
permit. If it is claimed a permit exists but cannot be located, the custodian 
should contact Property Management, the assigned night supervisor or the 
Security Desk in order to verify approval. 

The site administrator is charged with notifying the custodian 
regarding the issuance of a permit and of the dates his or her services will 
be needed. Any special safety or security precautions should be explained. 
Should there be any problem in assigning site custodian(s) to cover an 
expected activity; the Custodial Services Department can be contacted for 
assistance in obtaining a replacement. This should be done at the earliest 
possible time so that prompt placement can be arranged. 

One custodian can normally cover more than one program in the same 
time frame. However, additional custodians can be requested through the 
Property Management Office if a need exists. When such permit activities do 
not occur during regular working hours, a custodian is allowed to start the 
work shift one-half hour before the activity and to end the work shift 
one-half hour after the time indicated on the permit. Such time is usually 
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adequate to set up the premises and secure the building; however, if 
additional time is needed, approval must be obtained from the Property 
Management Office. 

During the permit activity, an assigned custodian has the responsibility 
of checking that permittees do not occupy areas other than those designated 
in the permit. Permittees are not allowed to move or set up furniture 
without prior approval. Permittees are not allowed to smoke or drink 
alcoholic beverages on the premises. Permittees may consume food on the 
school premises with prior approval from the Property Management Office. 
In the event a permittees violates any conditions for use or if property 
damage is found, the Property Management Office should be notified on the 
next business day. 

If custodial coverage of permit activities does not occur during a · 
regular shift, the custodian is expected to perform periodic cleaning tasks for 
the site (e.g., wall washing, floor cleaning, etc.) when possible. The 
principal or custodial supervisor should assign a reasonable amount of work 
for the custodian during permit hours. Although the custodian is expected 
to clean portions of the site used by the permittees and to assist such 
individuals, any extraordinary requests (e.g., setting up a large number of 
chairs) must be approved by Property Management unless it is school 
related. 

Some permit activities are covered by custodians working approved 
overtime hours. In such cases, a Custodial Overtime Report form should be 
submitted to the Custodial Services Office by the end of the pay period. This 
will allow prompt overtime payment. Accurate information must be given on 
the overtime form so processing is expedited. In the "reason for overtime" 
column, for example, a custodian should enter "custodial coverage for [name 
of activity]", instead of a non-informational phrase as "opening and closing". 
Should you have questions regarding the overtime forms, contact Custodial 
Services prior to submitting them. 

The custodian must be certain that all permits are current and that the 
correct permit number is recorded on overtime forms. Normally, Building 
Use Permits expire on June 30th of each year. Permit holders are also 
limited to use of the premises during the assigned hours only, and any 
deviation must be immediately reported to Property Management. 
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XII. CUSTODIAL SUPPLIES AND EQUIPMENT 

Ordering Supplies 

Janitorial supplies include paper products, hand soap, cleaning 
chemicals and cleaning tools (brooms, dust pans, brushes, etc.). These 
items can be obtained by submitting a supply requisition by fax or, in the 
event supplies are depleted, by phoning the Custodial Services Office. 

Custodians, assisted by custodial supervisors, will complete requisition 
forms. These forms shall be filled in and submitted according to instructions. 
When ordering supplies, consideration should be given to the accuracy of the 
estimated amounts. Often, janitorial supplies are overstocked in storerooms. 
This is wasteful and burdensome since the funds can be used for more 
urgent needs. 

The Custodial Services Office orders most items and stocks them in 
the warehouse for emergency purposes. Should a site need supplemental 
supplies, the principal or custodians may fax or call to order needed items. 
However, it is unrealistic to keep all items available at all times. The 
supplies can be in the process of reordering, back ordered, delayed in 
delivery, or subject to other uncontrollable conditions. Under such 
circumstances, this office is aware of the inconvenience to the site, but must 
rely upon your patience until such supplies can be delivered. 

Occasionally there may be jobs requiring special tools and supplies 
which normally are not provided. The Custodial Services Department will 
assist in obtaining these needed items. Please feel free to contact this office 
for assistance in obtaining the correct tools or supplies. 

Principals, secretaries, or custodians may phone the Custodial Services 
Office for supplies. Unless the secretary at the Custodial Services office is 
not available or technical assistance is needed, direct phone contact with 
supervisors is not required. Contacting supervisors will not generate faster 
delivery. Orders phoned in are prioritized, and given to the delivery person 
who then schedules them according to priorities and routes. Usually, same 
day delivery is not possible. 

When ordering lamps, the caller should state the exact type of lamp 
that is needed. There are many types in use, and exact descriptions will 
result in more efficient service. Specificity in ordering most supplies will 
facilitate processing. 

Custodial Equipment and Equipment Repairs 

60 

95 



The Custodial Services Office is now able to facilitate some cleaning 
tasks with technologically advanced equipment, which can improve worker 
morale and effectiveness. Among equipment placed into service are 
44-gallon rubber barrels with wheels, janitor carts, mop buckets with 
casters, new wringers, floor machines, carpet extractors, yard sweeping 
machines, automatic scrubbers, and new vacuum cleaners. Equipment 
which is infrequently used is transported from school site to school site as 
needed. 

The Custodial Services Office is computerizing its equipment inventory 
system. The Department is able to rapidly access equipment when needed. 
Should any equipment be in need of repair, a phone call stating the nature 
of the problem and location of the equipment is all that is needed. 

To provide the District with a cleaner environment, it is necessary to 
start with proper work equipment. With a funded equipment budget, the 
custodial staff is in a better posture to provide school sites with a pleasant 
and safe environment. Suggestions about equipment and improved work 
procedures from custodial employees are always appreciated. 

Tool and Equipment Care 

Custodians must take care of their work equipment. A custodian may 
have trouble completing assignments if tools or machines malfunction due 
lack of maintenance. Tools that are cared for will be easier to use when 
needed and will assist the custodian in doing a better job. Proper care will 
prolong the useful life of the equipment and establish credibility when 
requesting more equipment in the future: 

The proper maintenance of tools and equipment is a sign of 
professionalism. A list of methods used in caring for equipment is therefore 
provided to guide the custodial staff in proper maintenance: 

1. Corn broom 
D Never stand a broom on the straws when storing. 
D Store broom where there is free circulation of air. 
D Wash broom as required, using a warm neutral solution, 
D Rinse in clear water and hang to dry. 
D Never use a broom for scrubbing or when it is wet. 
D Rotate the broom when using it so that it will wear evenly. 

2. Counter brush: 
o When brush becomes soiled, wash in warm neutral cleaner and rinse in 
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clear water. Shake out excess water and hang up where air circulation 
is good so brush will dry. 

3. Brush, deck scrubbing: 
o Rinse brush in clean water after each day's use and shake dry of 

excess water. 
o Store for drying in a position so that the bristles do not bear the 

weight of the brush. 
o Avoid knocking the brush against objects as such actions tend to split 

the brush block. It is not a hammer. 

4. Hard and soft bristle push brooms: 
o Clean brooms as needed by combing bristles. 
o Wash oily and very dirty brooms, as necessary, in a warm neutral 

detergent solution and rinse in clear water. Shake out excess water 
and hang to dry in such a manner that the bristles don't bear the 
weight of the brush. 

o To increase broom life, reverse the broom weekly by placing the 
handle in the opposite hole on the block. 

5. Water hose: 
o Drain the hose of any excess water and wipe the outside free of dirt 

and excess moisture. 
o Coi·I and properly store the hose in its assigned location. 

6. Putty knife: 
o Wipe the knife free of dirt and moisture after each day's use. 
o Store in a clean dry place. 
o Use only for the purpose specified. It is not a screwdriver or hammer. 

7. Microfiber Wet Tube Mopping System: 
The microfiber wet tube mop is a wheeled plastic bucket and wringer 

system; these tools should only be used to clean large spills, and other 
areas where the wet microfiber flat mop is not fit for wet mopping and 
laundry before ending of each shift. 

8. Squeegee: 
o Rinse the squeegee blade in clean water after each use. 
o Wipe dry and store in a clean dry location. 

9. Microfiber dust mop: 
o Microfiber mops are used as a replacement for the traditional treated 

dust mops; they must be washed daily in the laundry room or the 
custodial closet. 
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o Microfiber mops need to be washed with cold water only, with the 
all-purpose (green cleaning product). 

o The 60" and 36" microfiber.dust mops are used to clean large areas: 
hallways, gymnasiums and cafeteria/multi~purpose rooms. 

o The 24" microfiber dust mop is recommended for classroom cleaning 
they're smaller and lighter. 

D Broken or missing tools and equipment should be. reported 
immediately to your immediate supervisor or the custodial office for 
replacement. Do not throw away any of these broken items because 
of the life time replacement warranty. 

10. Microfiber Flat Mopping System: 
o Proper training and use of the microfiber system would eliminate cross 

contamination. 
o The microfiber system requires that the flat mops be changed after 

ea.ch room and laundry after the end of each shift. 

11. Upright/Back-Pack Vacuum cleaner: 
o Always pick up metal, rubber, or plastic objects before vacuuming 

because they can damage the machine. 
o Make sure the electric cable connector is plugged all the way into the 

electric outlet. When removing from an outlet, remove by the 
plug--not by the cable! 

o Before operating the machine, make sure the cord is not split and 
there is a ground plug. 

o Upon any signs of smoke or unusual odor, stop machine immediately 
and notify your supervisor. 

o Coil vacuum cord after each use onto the upper and lower hooks. 
o Make sure that the bag is not full, the brush is clean and hose is clear 

of foreign objects. 
o The back-pack vacuum can be for cleaning areas that cannot be 

reached with an upright vacuum. 

12. Other power operated equipment, General rules of thumb: 
o Do not attempt to operate a machine that makes unusual noise, is 

physically broken, and does not run as usual. 
o Do not try to turn on power unless you fully understand instructions 

for use. 
o Do not leave machine unattended. 
o Clean machine thoroughly after use by following directions for 

cleaning; 
o Clearly describe the problem when sending equipment in for repairs. 
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XIII. MISCELLANEOUS SERVICES 

The Custodial Services Department also offers a number of other 
services to its school sites. Both administrators and custodial staff should be 
aware of them. It is our intent to provide the best service possible within 
budgetary limitations. 

Solid Waste Removal Services 

This Department acts as liaison with the refuse disposal companies for 
the District schools and administrative sites. Requests for service changes 
must be approved by the Director of Custodial Services. Schools may call 
the responsible company directly to resolve problems regarding regular 
service. 

Recology /Sunset Scavenger Co. 330-1300 

Golden Gate Disposal Co. 626-4000 

Recycling and Composting Services 

Mixed paper, cardboard and co-mingled recycling is available to all 
School District sites as well as composting. We work closely with our 
contracted waste hauler as well as the City and County of San Francisco 
Department of the Environment to establish these programs. The DOE will 
make a school-wide presentation prior to the start of a composting program. 
According to the union MOU with the District, "Custodians in the normal 
course of their duties will handle material already set aside for recycling; 
however, recycling programs at District sites shall not be the 
work/responsibility of the custodian(s)." You may call the Custodial Services 
Department for clarification or assistance on the above. 

Pest Control Services 

All District sites are scheduled to receive regular servicing twice per 
month. The site custodian should accompany the service person to insure 
that all areas needing it are serviced. The custodian should sign the service 
slip at that time. Should any problems occur between calls, the pest control 
company may be contacted directly. Complaints which cannot be resolved 
directly regarding service should be noted and forwarded to the Custodial 
Services Office. 

Applied Pest Management: 
Contact person-Carolyn 1-800-244-1176 
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Window Cleaning 

The total interior and exterior cleaning of windows is ongoing and done 
on a rotational basis. The District currently has four window cleaners on 
staff. It currently takes about 3V2 years to complete the cycle. The interior 
glass is cleaned during inclement weather. The exterior is completed when 
weather permits. Special needs are addressed, as staffing and schedules 
permit, by calling the Custodial Services Office at 695-5535. 

Landscape Department 

The Landscape Department is responsible for all the planted areas 
around SFUSD schools and office buildings. We are also responsible for 
non-planted or back areas that may become fire hazards. We maintain 
approximately twenty five hundred trees, some over eighty feet tall. The 
Landscape Department has 14 gardeners, 1 truck driver and a manager. 
Most gardeners are assigned to a school or a group of schools to maintain. 
They are also required to report to the Landscape Shop at the Toland St. 
warehouse two days every other week to work at schools that have no 
assigned gardener. Their duties include mowing, weeding, pruning, watering 
and all other gardening tasks. Their most important duties are reporting or 
alleviating any safety concerns such as broken branches in trees or ruts and 
holes in athletic fields. 

We have four gardeners not assigned to a particular school or group of 
schools. Two of them go to schools with lawns and cut and edge from the 
"grass truck". One gardener drives the watering truck and waters lawns and 
newly planted trees. We have one lead gardener who does light repair on 
our power equipment, helps prioritize gardening assignments, takes the 
place of the manager when the manager is off work and picks up the 
workload as needs arise. 

The truck driver cuts all athletic fields and drives our dump truck. The 
driver picks up cuttings that the gardeners generate from pruning and 
weeding and takes them to the transfer station. The driver also operates 
the rest of our heavy equipment such as the tractor and the large chipper. 

The Landscape Department tries to provide as much service as 
possible with the resources allocated. Two weeks prior to the fall opening of 
schools, all schools receive service by our gardeners or a contracted service 
provider. 

Anyone with questions or service requests may submit a work order to 
Work Control or contact the Landscape Department directly at 695-5499. 
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Sweeper Truck 

The Custodial Services Department has a state of the art motorized 
sweeper truck similar to those that clean our streets. The thorough cleaning 
of yards and parking lots is performed on a rotational basis at District 
locations that are accessible. A gas blower is used to clear under benches 
and any other protrusions prior to the sweeping by the truck. It currently 
takes 2V2 to 3 months to complete a rotation. 

Anyone with questions or service requests (limited to emergencies) 
may contact the Custodial Services Department directly at 695-5535. 

After-hours Security 

The Custodial Services Department is responsible for maintaining 
the security for all District sites from 4:00PM to S:OOAM and 24 
hours on the weekend and holidays. Security pass codes should be 
updated each year upon the beginning of school. Administrators 
may contact daytime security at 415-695-5535. After hours security 
protocol for District staff and Visitors while on District Property are 
listed below. 

• Authorized personnel are responsible for turning off the 
alarm system and notifying the District Security Center at 
(415)695-5665 upon entering the site. 

• Authorized personnel are responsible for reporting all 
emergencies and security issues to District Security Dispatch 
Center at (415)695-5665. Life and Safety emergencies 
should first be reported to the SFPD (911) followed by 
notifying the District Security Dispatch at (415)695-5665. 

• Visitors should have.a copy of their permit available to 
provide to the SFPD or District Security Dispatch upon 
request. 

• Authorized personnel are responsible for securing the site, 
notifying District Security Dispatch Center and resetting the 
alarm system before leaving the site. 
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XIV. TRAINING AND ADVANCEMENT 

The Custodial Services Department is dedicated to providing all its 
employees with training in current custodial methods and with the 
opportunity for advancement in custodial and related fields. Although 
budgetary constraints have limited past efforts, this department has 
currently renewed its commitment to these important career areas. 

Custodial Training 

The Custodial Services Department presently provides the following 
opportunities for custodial training: 

Newly Appointed Custodial Staff 

All new employees are trained at the site of their first assignment. It 
is the responsibility of the Supervisor to meet each new employee and, 
along with other existing site employees, familiarize and train a new 
custodian to accomplish work assignments in an efficient and responsible 
manner. The progress of new hires is continually monitored by the Field and 
Section Supervisors. 

The team training technique is encouraged. A new custodian often 
works together with a supervisor or experienced co-worker during his first 
days on the job. The two individuals work side by side completing the 
assignment of the first employee and then proceeding to complete the 
assignment of the second employee. In this manner, a new employee has a 
solid basis for learning the techniques used by custodians in the San 
Francisco Unified School District. 

Although team training is not possible at all sites, the Department is 
aware of the work history of new custodial employees and will attempt, 
whenever possible, to make placement of employees based upon their 
training needs. 

On-Site Job Training 

Employee development must not end with a brief introductory training · 
session. Even experienced veterans should review their skills and learn 
modern custodial methods. In that effort, supervisors are required to take 
the initiative. Supported by materials and instruction from their section 
supervisors, each supervisor is required to continue the training process 
during their site visits. 

The newest custodial equipment, modern cleaning procedures and 
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School District standards are reviewed with the staff at each school site. 
The supervisor inspects to insure compliance with uniform standards of 
hygiene. Deficiencies are discussed and then corrected. 

The summer cleanup at each school site provides further opportunity 
for training. Hands-on review of new techniques and demonstration are 
possible. Novice custodians are given the opportunity to work alongside the 
experienced veterans. 

Training Materials and Classes 

This handbook is part of a continuing effort to provide the custodian 
with training materials. Other such materials regarding cleaning procedures 
and safety measures will be developed. Attendance at classes in asbestos 
awareness, lead clean-ups, sexual harassment and violence in the workplace 
are also required of all custodians. 

Additionally, supervisors attend a number of other custodial courses. 
Subjects include the evaluation process, sexual harassment, disciplinary 
actions and drug abuse. The information from such courses is used in the 
course of their duties and is passed on to custodians in the field. 

Performance Evaluations 

The City & County of San Francisco Performance Appraisal System has 
been implemented by the SFUSD. Like most similar systems, it aims to 
clarify duties and responsibilities, measure performance against objective 
criteria, identify training needs, establish individual work plans and generally 
enhance effectiveness. 

Appraisals are conducted once a year; and, depending on the 
custodian's status, a supplemental evaluation may be required more often. 
Rating factors include quality and quantity of work, work habits, attendance 
and punctuality, dependability and the ability to get along with others. 

During this process the custodian can discuss the report with his 
administrator or supervisor, request a conference with a reviewer or submit 
a written rebuttal. "Competent and effective" ratings or better may allow an 
employee bonus points when applying for promotional examinations. 

Advancement and Promotion 

The Custodial Services Department provides the opportunity for 
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advancement and promotion to all its employees. Although exemplary 
employees are encouraged to advance within this Department, a number of 
other opportunities exist with other City departments and in private industry. 

Notification of Opportunities 

Notification of promotional or lateral job related opportunities are 
normally announced by Custodial Services. Publication of these notices can 
also be found in the Weekly Administrators' Directive. Employees interested 
in promotions or other job opportunities can check availability on-line at 
sfgov.org for all City Civil Service positions or edjoin.org for any statewide 
school. district opportunities. 

Supervisory Skills Seminars 

When interest is expressed by a number of custodial employees, this 
Department will provide in-service training on supervisory practices. Such 
seminars will familiarize all custodians interested in advancement with the 
skills that will be required. 

City College of San Francisco offers tuition free classes in supervisory 
principles and practices. These classes are offered both day and evening so 
that all employees may attend, regardless of the work shift. For further 
information, you may pick up a schedule at any City College Center or call 
239-3000. 
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XV. EMPLOYEE BENEFITS AND SERVICES 

Every custodial employee, as well as supervisors and administrators, 
should be familiar with the benefits and services available to the custodial 
employee. Sources to obtain further information or modify benefits are 
equally important. The Classified Employee Handbook is the authoritative 
guide for such issues. The Custodial Services Office will also assist 
employees whenever possible. 

Custodial Employee Benefits 

Retirement 

The City Retirement Plan provides benefits for all permanent custodial 
employees. The Classified Employee Handbook contains a concise 
explanation of the plan. 

Retirement staff can provide further details and answer specific 
questions. The San Francisco City Employees' Retirement System is located 
at 30 Van Ness Avenue, Suite 3000, telephone 487-7000. 

Health Service 

The Health Service System provides health insurance coverage for 
permanent employees and their dependents. Temporary employees may 
join after completing six months of continuous service (and are employed a 
minimum of 20 hours per week). 

You may refer to the Classified Employee Handbook for more detailed 
information. Health Service Offices are located at 1145 Market Street, 3rd 
Floor, telephone 554-1750. 

Dental Insurance 

All permanent employees are eligible to become members of the ' 
District Dental Plan. This plan covers the employee and all eligible 
dependents. Temporary employees, upon completing six months of 
continuous service, may elect to subscribe to a group dental plan. The cost 
of such policy depends on the number of dependents to be covered and the 
plan selected. 

For information regarding coverage and deductibles, contact the 
Benefits Office, telephone 241-6101. 
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Other Employee Services 

Union - Agency Shop 

All custodial classifications are part of an Agency Shop agreement. 
These classifications are represented by Service Employees International 
Union Local 1021. An employee shall, as a condition of continued 
employment, transfer or promotion within the District execute a payroll 
deduction form, and thereby become a member in good standing in the 
Union, or execute a payroll deduction form, and thereby pay to the Union a 
bi-weekly service fee equal to the regular bi-weekly dues; or, in the case of 
an employee who certifies he/she cannot join or support an employee 
organization because of religious convictions or personal beliefs, shall 
execute a payroll deduction authorization form, and thereby pay sums equal 
to Union dues to one of the following: 

D Hospitality House 
D San Francisco School Volunteers 
D American Cancer Society 
D American Heart Association 
D Local 1021 San Francisco Unified School District Scholarship Fund 

There is a $50.00 initiation fee required for all new hires. Such fee is 
normally deducted from the first paycheck. 

The Union offices are located at 350 Rhode Island Street, Suite 100 
South, in San Francisco. For further information you may contact the Union 
office, telephone 575-1740. 

Credit Union 

As a District custodial employee, you are eligible to join the San 
Francisco Federal Credit Union located at 770 Golden Gate Avenue. Loans 
and saving are available through payroll deduction. A number of different 
investments are available. For further information regarding rates or 
benefits of membership contact the Credit Union, telephone 775-5377. 

Payroll Information 
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Pay Days 

Custodial Employees are paid bi-weekly, every other Wednesday. 
Information regarding shortages on an employee's paycheck can be obtained 
from the payroll clerk at. the assigned site or from the Payroll Office, 
telephone 241-6114. 

Payroll Deductions 

The payroll deductions for permanent employees include Withholding, 
Social Security, Retirement, Health Services, Union Dues and Disability. 

Temporary employees with no prior permanent status have similar 
deductions except for Retirement and Health Service. (Temporary 
employees do not contribute to the Social Security System, but are required 
to contribute toward Medicare.) In most cases, these employees, excluding 
As-Needed employees, are eligible for Health Service after 6 months of 
continuous service. 

Most employees (regardless of status) are covered by State Disability 
Insurance and have contributions deducted from their paychecks. A number 
of other voluntary deductions (e.g., Credit Union, increased withholding, 
etc.) may be authorized by the employee. 

A more comprehensive explanation regarding payroll deductions may 
be obtained from the Classified Employee Handbook or by contacting the 
Benefits Office, telephone 241-6101. 

Collective bargaining agreement, require that all Local 1021 member's 
shall have access to the District computer and printer during non-duty time 
within normal business hours at the work site or alternative District locations 
for the purpose of verifying salary deposits, viewing itemized wage 
statements ("pay stub") and printing hard copies thereof. 

Overtime/Holiday Pay 

Overtime work or holiday work is paid at 1-1/2 times the basic hourly 
salary for every hour worked. This means that an employee that is 
authorized to work on a paid holiday receives the normal daily salary PLUS 
one and a half time the normal salary that is equivalent to double time and a 
half. 

Premium Pay 

Employees shall be paid 8% more than the base rate, with a minimum 
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of one hour, worked between 5:00 PM and 7:00 AM. Premium pay will not 
be paid for time not worked, i.e., sick leave, vacation and holidays. 
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XVI. AFFIRMATIVE ACTION 

Affirmative Action Policy 

The policy of the San Francisco Unified School District prohibits 
discrimination of any applicant or current employee seeking employment or 
promotional opportunities. The selection of employees will be made based 
on the examination and ability to perform the duties of the job. The School 
District will also provide continuing programs to afford equal opportunities to 
women, minorities and other employees to achieve meaningful employment 
at all levels. 

Policy Regarding the Use of Slurs 

It is the policy of the City and County of San Francisco and the School 
District, and each of its officials, employees and agents acting in their official 
capacity, to treat all persons equally and respectfully, and to refrain from the 
willful or negligent use of slurs against any person on the basis of race, 
color, . creed, national origin, ancestry, age, sex, sexual orientation or 
disability. A slur, as used in this policy, is a word or combination of words 
that by its very utterance inflicts injury, offers little opportunity for response, 
appeals not to rational faculties, or is an unessential or gratuitous part of 
any exposition of fact or opinion. 

All persons are entitled by law to the right of equal treatment and 
respect. Slurs deprive members of the protected groups of this right by 
holding them up to public contempt, ridicule, shame, and disgrace and cause 
them to be shunned, avoided or injured in their occupation. By promoting ill 
will and rancor, slurs diminish peace and order. 

Policy Prohibiting Sexual Harassment 

Sexual harassment of School District employees is prohibited by the 
San Francisco Administrative Code. Sexual harassment is unwanted and 
unsolicited sexual overtures and advances. Behavior which constitutes 
sexual harassment includes, but is not limited to: 

1. Verbal harassment, e.g., epithets, derogatory comments or 
slurs; 

2. Physical harassment, e.g., assault, impeding or blocking 
movement, gestures or any physical interference with normal 
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work or movements; 
3. Visual forms of harassment, e.g., derogatory posters, letters, 

poems, graffiti, cartoons or drawings; or 
4. Requests for sexual favors or unwanted sexual advances. 

Sexual harassment occurs when this behavior unreasonably interferes 
with work performance, creates an intimidating, hostile or offensive working 
environment, influences or affects the career, salary, working conditions, 
job, or other aspects of career development of an employee or prospective 
employee, or is an explicit or implicit term or condition of employment. 

The following behavior by School District officials and supervisory 
employees constitutes sexual harassment: 

1. Failing to take corrective action when officials or supervisory 
employees know, or reasonably should know, that an employee 
in the line of supervision is being subjected to sexual 
harassment. 

2. Retaliation against an employee or applicant for employment 
because of a complaint that an employee or applicant was 
subjected to sexual harassment. 

The Civil Service Commission's Discrimination Complaint procedure is 
available for review and resolution of allegations of sexual harassment. 
School District officials or employees who are found to engage in sexual 
harassment are subject to disciplinary action. 

Also, the offices of the Human Rights Commission and the Commission 
on the Status of Women are available to provide assistance to any employee 
or applicant for employment. 
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XVII. ASBESTOS AWARENESS 

Your school building may have materials which contain asbestos and 
may release fibers into the air. Breathing asbestos fibers is dangerous. This 
fact sheet tells how to reduce exposure to asbestos fibers. Please read it 
carefully. 

Uses 

Asbestos was used as an insulating or strengthening material for many 
years. As such, asbestos is present in many materials found in School 
District buildings. Some of the more common applications are: 

1. Steam or hot water pipe insulation 
2. Thermal block insulation on the outside of some boilers, boiler flues 

and hot water tanks 
3. C. Sprayed-on or trowelled-on asbestos surface insulation on ceilings, 

beams and sometimes walls 
4. Transite wallboard 
5. Floor tile and mastic 
6. Asbestos-containing fire doors 
7. Asbestos fire curtains in auditoriums 
8. Asbestos roofing materials 

Exposure 

Asbestos is safe when in good condition. When it becomes damaged, 
fibers may be released. If loose asbestos dust is disturbed, i.e., by 
sweeping up damaged insulation, fibers may become airborne and be 
inhaled, contaminate clothing and even spread to other areas. 

Health Effects 

There is no known safe level of asbestos exposure; however, those at 
greatest risk of developing asbestos-related disease are those who have had 
the most exposure for the longer periods of time. 

Asbestos Related Diseases 

1. Asbestosis - A severe scarring of the lungs, causing shortness of 
breath. Death may result from heart failure. This is usually the result 
of heavy exposure for many years. 

2. Lung cancer - Cancers may result many years after first exposure, 
i.e., 20 to 30 years later. Smoking, along with asbestos exposure, 
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causes the risk of lung cancer to be multiplied to a much greater level 
than that of asbestos exposure alone. 

3. Mesothelioma - Cancer of the lining of the lungs or intestines. This 
form of cancer is only attributable to asbestos exposure and is totally 
incurable. 

4. Other cancers - i.e., digestive system, throat, etc. 

Regulated Areas 

Areas where asbestos is damaged, or where a removal is taking place, 
are posted with: 

"DANGER 
ASBESTOS 

CANCER AND LUNG 
DISEASE HAZARD 

AUTHORIZED PERSONNEL ONLY 

RESPIRATORS AND PROTECTIVE 
CLOTHING ARE REQUIRED IN THIS AREA" 

No one is allowed into these areas without full protection (proper 
respirator and clothing) and specific training. Call the Asbestos Control 
Program (ACP) to report any infractions of this rule. 

Labeling 

Warning labels are to be posted adjacent to routine maintenance areas 
which contain asbestos. These labels state: 

"CAUTION 
ASBESTOS HAZARD 

DO NOT DISTURB WITHOUT 
PROPER TRAINING AND EQUIPMENT" 

Emergency Notification 

If asbestos is suspected to be damaged, immediately notify the site 
administrator, the Environmental Health Office and your supervisor. Stay 
out of the area! Prevent others from entering the area until help arrives. 

Environmental Health Office 241-6226 
Custodial Services 695-5535 

XVIII. LEAD AWARENESS 
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Pathways of Exposure 

People can be exposed by breathing, eating, or drinking lead 
contaminants (inhalation and ingestion). Lead is distributed by the 
bloodstream inside the body to soft tissue (like muscles), and stored in 
bones. Lead is eliminated very slowly by the kidneys. People working in the 
custodial field may be poisoned during cleaning, eating or smoking if their 
hands are dirty with lead dust. The emptier the stomach, the faster is the 
absorption of lead into a child's system. Wash your hands frequently, 
especially before eating! 

Health Effects and Detection 

Very small doses can eventually increase to toxic levels because the 
effects are accumulative. Children absorb lead much faster than adults. 
Children under 7 year's old and pregnant women are at risk. A blood test is 
required to detect lead poisoning. Lead poisoning affects children and adults 
alike. Good nutrition is important. 

Lead poison affects brain functions. Severe poisoning can cause 
convulsions (shaking and tremors) and coma. Lead poisoning can slow a 
child's development and cause learning and behavioral problems. Lead 
adversely affects the cardiovascular system (the heart and blood vessels), 
and kidneys. Lead is difficult to remove from the body. Lead is stored in the 
bones and is very difficult to remove. 

Household Products 

D Imported Canned Goods 

Imported canned goods are sometime soldered with lead. They 
are hazardous and can be identified by their gray seams. 

D Home Medicines 

The following home medicines are hazardous and should 
not be used: Azarcon, Greta (Azarcon is a bright orange powder 
and Greta is a yellow powder. Both are given for stomach 
problems in Latino communities.), Pay-loofah (red powder used 
for rash or fever~ Hmongs), Ghazard (brown "digestive powder), 
Bala Gali and Kandu (black bean dissolved in "gripes water," and 
a red powder used to treat stomach aches; used in the Indian 
community), Kohi/Alkohl (a powder used as a cosmetic and to 
treat infections & the navel of a newborn - Arab communities). 
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D Dishware 

Avoid using dishes decorated with lead glaze and leaded crystal. 
Avoid using pewter-ware containing 50% lead. Exposure is 
compounded when dishes contact highly acidic foods like tomatoes, 
lemon, vinegar, etc. 

D Hobbies 

Avoid pursuing hobbies that involve lead usage such as: making 
stained glass, stripping antique furniture, soldering or reloading gun 
shells. 

Sources of Lead inside the House 

Before 1978, lead was commonly used in paint. Lead dust can be 
created by lead paint peeling, chipping or rubbed off through contact. These 
pieces break down and eventually become lead dust. The dust contaminates 
clothing, toys, carpeting, curtains, mini blinds, soil, etc. Dust may be 
tracked into the home. Children ingest lead dust by sucking on their fingers, 
chewing on toys, or playing with pets that have brushed up against dusty 
surfaces or rolled in contaminated soil and brought it inside. 

Paint failure can occur on surfaces painted with lead-based paint, such 
as window sills, wooden railings, crib sides or bed headboards and high 
chairs. Water can get contaminated when lead has dissolved into the water 
supply through old systems, from pipes soldered with lead or from old pipes 
and fittings made of brass. 

Sources of Lead outside the House 

Lead paint chips peel off and break down into dust. Lead dust 
contaminates the soil where children might play. Lead dust residuals remain 
from burned leaded gasoline. People and pets can track this dust into the 
home and onto furniture, floors and rugs. Lead dust can be brought in on 
soiled clothing. 

Play areas should be inspected for lead exposure, such as chipped or 
peeling paint from buildings and from play structures. Particular attention 
should be given areas where lead has been removed by scraping, sanding, 
blasting, grinding or stripping. 
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Renovation 

Fixing, repairing or maintaining any "at risk" unit or house can be 
hazardous, especially to pregnant women and children under 7 years old. 
Dry scraping, burning and sanding lead paint are dangerous. Belt-sanding 
even one board containing lead can contaminate a whole house and easily 
poison a child. Construction demolition in a house painted with lead paint is 
particularly dangerous. Children should not be near or in a space where 
dust may be created. Such contaminated area must be completely sealed 
and cleaned before allowing anyone to reenter the area. Never work with 
children in the area or let them back in before completing clean up and dust 
testing. 

Causes of Paint Failure 

D Water damage - any source of water can cause paint to peel 
D Moisture and steam from cooking and washing can also cause 

paint to peel and flake 
D Mechanical forces: abrasion, bumping, pinching compression 
D Plumbing leaks 
D Condensation in ceilings and walls 
D Water splashed in kitchen and bath 
D Sliding and friction against walls or trim 
D Compression against surfaces of closing doors 
D Banging the backs of chairs against walls or trim 
D Roof and roof flashing leaks 
D Paint applied to glossy or greasy surfaces 
D Wallpaper separation 
D Rotting or termite damaged wood 
D Incompatible paint on paint 

Where to Look for Potential Lead Related Hazards 

Lead dust accumulates inside the house on: 

D Window sills and inside ledges 
D Floors under the windows 
D Window curtains 
D Mini blinds 
D Common walking areas 
D Floor of the entrance hall 
D Rugs, especially wall-to wall carpets 
D Surfaces of furniture and appliances 

Lead dust accumulates outside the ho.use on: 
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D Outside porches 
D Outside stairs 
D Soil surrounding outside painted walls 

Check for paint failure: 

D In the kitchen and bathroom 
D Anywhere there is water damage, e.g., from a leaky roof 
D On trim and porch areas by the stairs, gutters, down spouts 
D Openings/frames around windows and doors that are not well 

sealed 

Cleaning Equipment 

D HEPA (HIGH EFFICIENCY PARTICULATE AIR) VACUUM - a powerful 
vacuum cleaner with a specialized filter that filters out small dust 
particles such as lead dust - a regular shop vacuum will not filter 
out the lead dust, will just blow the lead dust back into the room. 
An appropriate respirator must be worn when changing out the 
HEPA filter 

D Waterproof gloves, eye protection and disposable work suit 
D Disposable rags and paper towels 
D When using sponges, always dispose of them after use 
D Three buckets, string mops, painter's spatula and plastic spray 

water bottle 
D Use LeadSolv TM or any household detergent or cleaner containing 

phosphate (TSP) 
D Discard all contaminated disposable clothing and cleaning 

materials in a plastic bag sealed with duct tape 
D Store discards in a trash can with a tight fitting lid out of the reach 

of children 
D Do not mix contaminated clothing with other clothing in the 

washing machine - use a full measure of detergent with full water 
capacity to dilute and remove lead 

D Vacuum and other equipment should be wiped down with 
disposable wipes 

D Wear gloves when cleaning all other equipment with household 
detergent 

Procedure for Cleaning Contaminated Areas 

D Wear disposable protective clothing, waterproof gloves and eye 
protection 

D · Lightly mist area with water to keep dust levels down 
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D Move slowly 
D HEPA vacuum all surfaces 
D Start at the end farthest from the main entrance/exit 
D Begin at the top of each room and work down 
D Use a detergent or phosphate based cleaning solution and wipe 

down the area in the same order you HEPA vacuumed it 

Specific procedures for dusting, rotary carpet shampooing, gym floor 
care, wall washing and stripping floors are available from Custodial Services. 

Whenever in doubt, consult your Supervisor or the Asbestos Control 
Program. 
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