
JOB DESCRIPTION 

TITLE:     CUSTODIAN 

The job of Custodian is done for the purpose/s of maintaining an attractive, sanitary and safe facility for students, 
staff and the public; providing equipment and furniture arrangements for meeting, classroom activities and events; 
minimizing property damage, loss and liability exposure; and ensuring that assignments are completed in a safe, 
proper and timely manner.  

Job Requirements: Minimum Qualifications 

High School Diploma or equivalent 

Have or obtain a valid first aid card.  

Skills, Knowledge and Abilities 

SKILLS are required to perform multiple tasks with a potential need to upgrade skills in order to meet changing job 
conditions. Specific skills required to satisfactorily perform the functions of the job include; operating equipment used in 
industrial cleaning/maintenance; adhering to safety practices; preparing and maintaining accurate records. 

KNOWLEDGE is required to perform basic math, including calculation of fractions, percents and/or ratios; interpret 
written procedures, write routine documents and speak clearly; and understand complex multiple step instructions. 
Specific knowledge required to satisfactorily perform the functions of the job includes; methods of industrial cleaning; 
safety practices and procedures including the use of chemicals utilized in the cleaning process and the safe use of 
ladders and man lifts.  

ABILITY is required to schedule a number of activities; gather, collate and/or classify data; and coordinate a number of 
factors in the use of equipment. Flexibility is required to work with others under a variety of circumstances; analyze 
data, utilizing defined and similar processes; and operate equipment using various methods of operation. Ability is 
required to safely climb and descend a ladder and meet the weight restrictions to comply with OSHA and District safety 
standards for various pieces of equipment, including personal man lifts.  Ability is also required to work with a significant 
diversity of individuals and/or groups; work with data of different types and/or purposes; utilize a wide variety of job 
related equipment; in working with others, some problem solving is required to analyze issues, create plans of action 
and reach solutions. Problem solving with data is limited and with equipment is moderate. Specific abilities required to 
satisfactorily perform the functions of the job include; adapting to changing work priorities; communicating with diverse 
groups; meeting deadlines and schedules; setting priorities; working as part of a team; working with constant and 
sustained interruptions; performing strenuous duties for extended periods of time. Ability to perform the tasks with or 
without, direct supervision.  

Responsibility 

Responsibilities include; working under standardized instructions and/or routines, focusing primarily on results; 
providing information and/or advising other persons. Utilization of resources from other work units may be required to 
perform the job’s functions.  

Working environment 

The usual and customary methods of performing the job’s functions requires the following physical demands; significant 
lifting, carrying, pushing and/or pulling; significant stooping, kneeling, crouching and/or crawling; the use of ladders and 
lifts; the use of hand tools; occasional use of power tools; and significant fine finger dexterity. The job is performed 
under minimal temperature variations, some hazardous conditions, and in varying weather conditions.  

  

 



DUTIES: 

1.  Assumes responsibility for the opening or closing of the buildings each workday,       and for determining before 
leaving, that all doors and windows are secure and all lights, except those left on for safety and security reasons, are 
turned off. 

 
2. Each custodian is responsible for keeping an inventory of supplies, equipment, and materials used during their shift. 

 

3. Conducts an ongoing program of general maintenance, upkeep, cleanliness, and repair. 
 

4. Move furniture or equipment within the buildings as required for various activities as directed by Supervisor or 
Principal.  

 

5. Cleans up and puts away tools and equipment when finished using, or at the end of the day. 
 

6. Keep janitorial cart supplied and clean.  
 

7. Keep custodial closet, supply room, chair storage, and other work areas clean, tidy and stocked with necessary 
supplies.  

 
8. Empty mop buckets and clean bucket, strainer, and mop daily so they are ready for use the following workday.  

 
9.  Paint as required for the purpose of maintaining attractive facilities.  

 

10.  Inspect facilities to ensure they are suitable for safe operation, maintained in an attractive and clean condition, and 
identify necessary repairs due to vandalism, equipment breakage, weather conditions, etc. 

 

11.  Setup and cleanup of all school activities during your shift, including snow and ice removal in winter months, before, 
during and prior to end of activities.  

 

12. Responds to immediate safety and/or operational concerns (e.g. facility damage, injured and ill students and staff, 
alarm, etc.) for the purpose of ensuring school facilities are operational and safe to occupy. 

 

13. Carry a district radio with you at all times during the work shift for safety reasons. 

CLEANING: 

RESTROOMS: 

1. Clean and sanitize toilets, urinals and sinks daily. 
2. Wipe down and sanitize restroom partitions daily, clean doors and walls as needed to maintain cleanliness, 

check daily. 
3. Mop and sanitize floors daily. 
4. Clean once a month during in-service or breaks with tile cleaner. 
5. Empty, clean and polish sanitary napkin disposals daily. 
6. Clean, sanitize and polish all chrome and stainless steel daily. 
7. Fill soap dispensers as needed, check daily. 
8. Fill toilet paper and towel dispensers as needed, check daily. 
9. Keep feminine hygiene dispenser machines full, check daily. 
10. Change light bulbs and tubes as needed, check daily. 
11. Keep ceiling clean, check daily. 
12. Empty trash cans daily, change liners daily, sanitize trash cans as needed, check daily.  
13. Clean mirrors daily. 



CLASSROOMS: 

1. Dust window sills, counters and book shelves once a week, or more if needed, to maintain cleanliness. 
2. Dump wastebaskets and change liners daily, sanitize trash cans as needed, check daily.  
3. Empty pencil sharpeners daily.  
4. Straighten and clean desks, tables and chairs as needed, check daily. 
5. Repair or replace broken pencil sharpeners as needed. 
6. Remove gum, ink and miscellaneous from walls, ceilings, floors and carpets daily. 
7. Clean and sanitize classroom counters, sinks and drinking fountains daily. 
8. Fill towel and soap dispensers as needed, check daily. 
9. Clean windows, inside and out, as needed to maintain cleanliness, check daily. 
10. Vacuum carpets and/or sweep and damp mop classroom floors daily. 
11. Clean entry doors and windows as needed to maintain cleanliness, check daily. 
12. Replace light bulbs and tubes as needed, check daily. 
13. Dust blinds as needed to maintain cleanliness. 

HALLS AND COMMONS: 

1. Dust mop and/or damp mop daily, can spot mop but must maintain cleanliness. 
2. Vacuum carpets as needed to maintain cleanliness.  
3. Dust locker tops, bookshelves, and furniture as needed to maintain cleanliness. 
4. Wash walls and mopboards as needed to maintain cleanliness, check daily. 
5. Change light bulbs and tubes as needed, check daily. 
6. Wash entry doors and windows as needed to maintain cleanliness, check daily. 
7. Dump waste baskets and change liners daily, sanitize trash cans as needed, check daily. 
8. Clean, sanitize and polish drinking fountains daily. 
9. Dust locker tops weekly or as needed to maintain cleanliness. 

LOCKER ROOMS: 

1. Clean and sanitize showers, sinks and wash basins daily, polish all stainless and chrome daily. 
2. Damp mop and sanitize floors daily.  
3. Sanitize walls, benches and restroom area daily. 
4. Clean and sanitize locker room office and restroom daily. 
5. Dust locker tops as needed to maintain cleanliness, check daily. 
6. Clean and sanitize counter tops daily. 
7. Clean entry doors as needed to maintain cleanliness, check daily. 
8. Change light bulbs and tubes as needed, check daily. 
9. Wash windows as needed to maintain cleanliness, check daily. 
10. Dump waste baskets and change liners daily, sanitize trash cans as needed, check daily. 
11. Clean mirrors daily. 
12. Clean walls and mop boards as needed to maintain cleanliness. Clean sinks and fill soap and towel dispensers as 

needed, check daily. 
13. Clean, sanitize and polish drinking fountains daily. 
14. Fill all soap, towel and toilet paper dispensers as needed, check daily. 

OFFICES: 

1. Vacuum daily. 
2. Dust counters, windowsills and furniture as needed to maintain cleanliness, check daily. 
3. Dump waste baskets and change liners daily, sanitize trash cans as needed, check daily. 
4. Clean and sanitize restrooms daily, as described in restroom section. 
5. Clean mirrors daily. 
6. Clean walls and mop boards as needed to maintain cleanliness, check daily.  
7. Clean sinks and fill soap, towel and toilet paper dispensers as needed, check daily. 



8. Empty pencil sharpeners daily. 
9. Change light bulbs and tubes as needed, check daily. 

Gyms: 

1. Dust mop daily. 
2. Spot mop as needed to maintain cleanliness, check daily. 
3. Clean and mop bleachers as needed to maintain cleanliness. 
4. Clean walls, mop boards and pads as needed to maintain cleanliness, check daily. 
5. Change light bulbs and tubes as needed, check daily. 
6. Dump waste baskets and change liners daily, sanitize trash cans as needed, check daily. 
7. Clean, sanitize and polish drinking fountains daily. 

MISCELLANEOUS:  

1. Clean windows and doors in work area inside and out as needed to maintain cleanliness, check daily. 
2. Clean all entries to your area, inside and out daily. 
3. Change light bulbs and tubes as needed, check daily. 
4. Clean, empty and rinse equipment after each use. 
5. Clean, sanitize and polish drinking fountains daily. 
6. Small repairs on desks, TV stands, chairs, lunch tables, etc. 
7. All stainless and chrome cleaned, sanitized and polished daily. 
8. Assist maintenance personnel when directed by Supervisor. 
9. Keep sidewalks and steps clear of trash and debris at all times during your shift to help maintain an attractive 

facility. 
10. Report all repairs and safety issues promptly to Supervisor or Maintenance personnel. 
11. Clean light fixtures as needed to maintain cleanliness, (clean plastic diffusers, keep cobwebs off of fixtures, 

maintain lighting quality, etc.) check daily. 
12. May highlight a portion of your area, if necessary, as determined by Supervisor or Principal. 
13. Remove cobwebs throughout your assigned area as needed to maintain cleanliness, check daily.        
14. All other custodial duties as assigned by Supervisor or Principal. 
15. Report all safety issues and concerns to Supervisor. 

INTERPERSONAL RELATIONS: 

1. Be courteous and helpful to staff, students and visitors. 
2. Respond well to administrators’ requests. 
3. Report to work in a timely manner. 
4. Communicate with administrators concerning building needs, maintenance needs, grounds needs, staff needs 

and custodial needs. 
5. Do not use profane language or swear during your work shift. 

 


