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Scheduling Tasks
Hastings and Prince Edward DSB

School Name: 







	TASK
	# of times per year
	Who
	When
	Scheduled Tally

	Example: Change Filters
	2
	Alice
	July & January
	//

	ROUTINE TASKS
	
	
	
	

	1. Open the school
	
	
	
	

	2. Daily flushing of drinking fountains and testing well water if applicable
	
	
	
	

	3. Garbage pickup
	
	
	
	

	4. Washing desks
	
	
	
	

	5. Spray buffing, burnishing and dusting
	
	
	
	

	6. Sweep/clean hallways
	
	
	
	

	7. Vacuuming
	
	
	
	

	8. Cleaning entrance/door glass
	
	
	
	

	9. Cleaning portables
	
	
	
	

	10. Spot washing walls, doors, frames
	
	
	
	

	11. High and low dusting
	
	
	
	

	12. Flags – put out and bring in
	
	
	
	

	13. Clean cafeteria, auditorium, etc.
	
	
	
	

	14. Clean washrooms
	
	
	
	

	15. Clean daycare
	
	
	
	

	16. Clean kitchen
	
	
	
	

	TASK
	# of times per year
	Who
	When
	Scheduled Tally

	17. Lock up and arm system
	
	
	
	

	18. Clean fountains and fire doors
	
	
	
	

	19. Change burned out lights. Turn off lights.
	
	
	
	

	20. Dust locker tops
	
	
	
	

	21. Cut grass
	
	
	
	

	22. Shovel snow
	
	
	
	

	23. Sweep entrances
	
	
	
	

	24. Liaise with night shift custodian – safety issues/problems
	
	
	
	

	25. 
	
	
	
	

	26. 
	
	
	
	

	27. 
	
	
	
	

	28. 
	
	
	
	

	29. 
	
	
	
	

	30. 
	
	
	
	

	31. 
	
	
	
	

	32. 
	
	
	
	

	33. 
	
	
	
	

	34. 
	
	
	
	

	35. 
	
	
	
	

	36. 
	
	
	
	

	37. 
	
	
	
	

	TASK
	# of times per year
	Who
	When
	Scheduled Tally

	RESPONSIBILITIES
	
	
	
	

	1. Plan around school renovations and upgrades
	
	
	
	

	2. Evaluate evening shift custodians
	
	
	
	

	3. Access, organize and order cleaning supplies
	
	
	
	

	4. Evaluate and organize during the school year to plan ahead what needs to be done during the March Break and the Summer Cleanup
	
	
	
	

	5. Daily play ground inspection and yard safety cleanup
	
	
	
	

	6. Managing interruptions on a daily basis
	
	
	
	

	7. Responding to visitor, student, principal and teacher requests (e.g., getting the ball off the roof, putting up a bulletin board, moving furniture, cleaning bathrooms)
	
	
	
	

	8. Managing permit holder requests
	
	
	
	

	9. Complete PM Sheets
	
	
	
	

	10. Check boiler control panels and pressures
	
	
	
	

	11. Check unit in fan room
	
	
	
	

	12. Drain water from compressor tank
	
	
	
	

	13. Prepare scheduled maintenance work orders
	
	
	
	

	14. Change unit ventilator filters
	
	
	
	

	15. Clean equipment
	
	
	
	

	16. Review procedures (e.g., electrical safety authority, lock-out, etc.)
	
	
	
	

	TASK
	# of times per year
	Who
	When
	Scheduled Tally

	17. HVAC maintenance
	
	
	
	

	18. Check flat belts and V-belts
	
	
	
	

	19. Encourage and support the 3 Rs (reduce, reuse, and recycle)
	
	
	
	

	20. Encourage energy efficient lighting
	
	
	
	

	21. Complete annual maintenance logs for various equipment (e.g., D/X cooing coil, sump pumps, exhaust fans, air compressors, air handling units, Armstrong circulating pumps, hot water boilers, dampers, expansion tanks, entrance heaters)
	
	
	
	

	22. Complete monthly maintenance logs for unit ventilators
	
	
	
	

	23. Complete weekly maintenance logs for main circulating pumps
	
	
	
	

	24. Ensure there are sufficient recycling containers in each room
	
	
	
	

	25. Ensure these recycling containers are kept clean
	
	
	
	

	26. Empty recycling in bin on designated days
	
	
	
	

	27. Break down cardboard boxes and recycle on a daily basis
	
	
	
	

	28. Help EarthCARE team with school audits
	
	
	
	

	29. Keep building mechanical equipment well maintained for optimum efficiency
	
	
	
	

	30. Submit and follow up on work orders to keep toilets, taps, valves, and pumps from leaking, etc.
	
	
	
	

	TASK
	# of times per year
	Who
	When
	Scheduled Tally

	31. Be aware of energy consumption and properly operate building automation systems to maintain highest level of efficiency
	
	
	
	

	32. Keep weather stripping on exterior doors and vestibule doors closed
	
	
	
	

	33. Support the EarthCARE program in your school
	
	
	
	

	34. Help educate custodial staff, teachers and students to be more energy and environmentally efficient
	
	
	
	

	35. Enter work orders
	
	
	
	

	36. Attend staff and area meetings
	
	
	
	

	37. Lights
	
	
	
	

	38. Windows
	
	
	
	

	39. Walls
	
	
	
	

	40. Rads
	
	
	
	

	41. Stripping floors
	
	
	
	

	42. Rug Cleaning
	
	
	
	

	43. Health & Safety School Team
	
	
	
	

	44. Power wash furniture (chairs)
	
	
	
	

	45. Power wash washrooms
	
	
	
	

	46. Fire Alarm Sensors
	
	
	
	

	47. Test intrusion alarms, exit lights, emergency lights
	
	
	
	

	48. Test water, where applicable (monthly)
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