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 PLEASANT VALLEY SCHOOL DISTRICT

Custodial Checklist for School Breaks

Site: _______________Check() Spring (  ) Summer (  ) Winter (  ) Year:_______
Custodian's Name  (print) __________________________________________

Check ()  Custodian’s Regular Shift:  8 hr day (  ); 8 hr night (  ); 6 hr (  ); 4 hr (  )

Site Administrators:  To assist the Maintenance staff with guiding and monitoring site custodial projects during your absence, please attach any special project lists or instructions to this form, give a form/attachment to each site custodian, and return the completed forms to Maintenance at least 15 business days prior to the break.  Please be sure to sign each form at the bottom as acknowledgement.

Instructions to Custodian:  Check () each item below as you review and complete it.  Once all items are checked, sign and date the form and return it to your Administrator by the deadline he/she gives you.

(    )   WORK HOURS, BREAKS AND LUNCH SCHEDULE during breaks are as shown:




8 Hr Day Custodian
8 Hr Night Custodian*
6 Hr Custodian**
4 Hr Custodian**



Work Hours
7:00 am-3:30 pm
7:30 am-3:30 pm
9:00 am-3:30 pm
11:30 am-3:30 pm


1st Break
9:30 am-9:45 am
9:30 am-9:45 am
           None
          None


Lunch
11:30 am-12:00 pm
11:30 am-12:00 pm
11:30 am-12:00 pm
          None


2nd Break
2:00 pm-2:15 pm
2:00 pm-2:15 pm
2:00 pm-2:15 pm
  2:00 pm-2:15 pm

*
Night Shift Differential If Less Than 20 Consecutive Work Days; if more than 20 days, 7 am-3:30 pm
** 
Schedule may change; see Site Administrator before break.  Any change in hours must be approved by the Site Administrator with final approval from Maintenance/Operations prior to the break.
(    )
Approved time off during break:  Indicate dates/times of vacation, floating holidays, or other time off pre-approved by the Site Administrator.  
IMPORTANT: Time off other than the dates/times shown below will not be authorized during break. One custodian on site during break.

Date(s)___________________Time_________     Date(s):__________________Time_________

(    )
Custodial Machines and Equipment are or will be ready for use before break begins. All machines and equipment have been tested and any repair work orders have been submitted.  

(    )
CUSTODIAL SUPPLIES, LIGHT BULBS/LAMPS:  There is or will be an adequate supply available on site before break begins.  Inventory is done and anything needed has been ordered.

(    )
CONTACTS AND EMERGENCY PHONE NUMBER LISTING has been provided to me by my site.

(    )
PVSD custodial communication device is working.  During the break, custodians must test their device by contacting Maintenance at the beginning of each shift and keep it turned on during work hours.  All radios must be positioned on Channel 1.

(   )
SPECIAL INSTRUCTIONS AND/OR PROJECTS LIST for completion during the break may be attached.  If so, review it and discuss any questions with the Site Administrator before break begins.

I have reviewed, understood, and completed the items I have checked () above:

Custodian‘s Signature_______________________________
Date____________________

Site Administrator’s Approval/Signature_____________________________________________
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