Custodian Duties Checklist/ Job Description 

Knapp St. Reformed Church

UPPER LEVEL

SANCTUARY


Vacuum musicians area, platform, steps, aisles, and under pews.  Vacuum pews monthly or as needed.

 
Walk the pews weekly, checking for left bulletins or other trash

 
Check hymnal racks and pews for paper and trash weekly.  Arrange hymnals and Bibles in an orderly fashion and right side up in the racks.

 
Clean glass in interior doors and sliding windows as needed.  Dust sliding window sills.
 
Check window sills for flies.
 
Dust window sills, pew backs, heating units, piano (weekly), organ, pulpit, baptismal fount, and communion table as needed.
NARTHEX/ UPPER HALLWAY

 
Vacuum carpet, including stairs.
 
Clean entry door glass.

 
Dust stair railing, all heating units, sliding window sills, and shelves over coat racks as needed.

 
Clean the drinking fountain weekly.

 
Empty trash and replace liner as needed.

 
Clean the coffee carts & wipe down the high-top tables & chairs.

OFFICES/ COPY ROOM/  YOUTH SS ROOM (all of these every other week) 

CAGE (GYM BALCONY) / RESTROOMS (weekly) (Men’s, Ladies’, & private)
 
Vacuum carpet.  
 
Dust window sills and furniture weekly.

 
Clean inside windows as needed.

 
Empty all trash containers, replacing liners as needed.

 
Clean/ disinfect the restroom mirrors, sinks, and toilets; sweep and mop; replenish paper products, brown sanitary bags in stalls, and soap weekly.  Check air freshener in ladies restroom.
 
Vacuum youth cage as needed; dump trash weekly.
LOWER LEVEL

CARPETED HALLWAY AREA
 
Vacuum hallway to lower double door entry
 
Dust coat rack and shelf as needed
 
Sanitize drinking fountain weekly

Clean glass in hall doors and nursery doors as needed
 
Vacuum elevator carpet as needed

Men’s Restroom-- Mirror, sinks and counter, toilets and urinals (inside & out); sweep and mop; replenish hand soap and 
paper products; trash dumped; sanitize door knobs and light switches (all this at least weekly); check air freshener in hallway

Ladies’ Restroom-- Mirror, sinks and counter, toilets (inside & out); sweep and mop; replenish hand soap and paper products; 
trash dumped; sanitize door knobs and light switches (all this at least weekly)
CLASSROOMS & OFFICES—
 
Vacuum carpets, wipe tables weekly and white boards as needed; wipe door knobs and light switches, dust window sills, clean inside windows as needed; dispose of trash and replace liners at least weekly.  

INFANT NURSERY
 
Vacuum carpet weekly
 
Clean furniture as needed
 
Restroom—Mirror, sinks and counter, toilet; sweep and mop; replenish hand soap and paper products; trash dumped; sanitize 

door knobs and light switches (all this at least weekly)
TILED HALLWAY AND REAR ENTRY
 
Sweep & mop hallway weekly
 
Clean glass in entry area weekly
 
Vacuum carpet & rugs in entry area & gym entry weekly
 
Dust coat racks & shelves as needed
 
Check AED battery/ overall working order monthly, and report to office that it was checked
KITCHEN
 
Dump trash if needed

 
Wipe counters weekly; wipe/ buff stainless steel weekly
 
Sweep & mop floor weekly
GYM AREA
 
Sweep & clean edges and corners of gym floor as needed 
 
Mop with floor machine as needed
 
Sanitize drinking fountain weekly
 
Restrooms-- Mirror, sinks and counter, toilets (inside & out); sweep and mop; replenish hand soap and paper products; 
trash dumped; sanitize door knobs and light switches (all this at least weekly)
BACK STAIRS AREA
 
Sweep & mop floor in hallway running between gym and main hallway & under stairs
 
Vacuum back stairs as needed

 
Dump trash weekly

GENERAL

 
Buy/ order & replace vacuum bags

 
Inventory / purchase supplies for church/ events (e.g., paper products, bottled water (pastor’s office), coffee, tea, punch, cleaning supplies including vinegar and SOS pads).  (Sam’s Club or Gordon Foods have supplies)
SPECIAL EVENTS/ RENTALS:  
· Responsible for setup and takedown of tables and chairs in the gym

· Do a walk-thru after an event, making sure everything is satisfactory for Sunday service or next event.

INCIDENTALS or as needed:

Painting of Sunday School rooms/ restrooms/ offices as needed

Check first aid boxes and the battery on blood pressure cuff periodically

Watch for gym roof leaks

Wash mop heads as needed (Laundromat?)

Monitor Kleenex boxes and hand sanitizer pumps (LL room, nursery, kitchen, & narthex)

Check mouse traps

Garbage disposal

Clean ovens/ refrigerators

Pour water down dry drains in restrooms and kitchen (helps prevent odor)
Clean sanctuary before or after extra services (e.g., Maundy Thursday, Christmas Eve)
Provide signage for rental events (e.g., a gym rental may need a sign to restrict foot traffic beyond the gym)
Monitor fans and heaters

The custodial duties should be done by Saturday evening.  Special events may require some flexibility in the cleaning schedule.  

Inform the building committee of any needed repairs or problems with the facilities. 
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