REVISED 06 / 21 / 2002

LOS ANGELES UNIFIED SCHOOL DISTRICT

Maintenance and Operations Local District _______
Site Name: 








 Location Code: 












       
Total Mins. _____________
Hrs. _________









1st Break
_________AM/PM 
________AM/PM 

   Name:




 
ROUTE
 



Lunch 
_________ AM/PM
________AM/PM
   Working Hours:

AM/PM          until


AM/PM


2nd Break 
_________AM/PM
________AM/PM
   Schedule Prepared by:
_____________________________________  APM-PM-AOS-CPM-OTS
Travel Time ____________Mins.
_____-_____ AM/PM
SIGNING IN




Daily sign in, pick up keys, check with Plant Manager for daily instructions, and prepare supplies and equipment.

_________Mins.

RESTROOMS:

Daily provide these services in the following restrooms:

*Remove debris from ceiling,*Sweep and pickup all trash and debris, *Remove any stoppage, *Report any repairs needed-Daily *Clean and disinfect all surfaces (sinks, toilets, urinals, dispensers, walls, and partitions ) using disinfectant DSD-Daily. Use heavy-duty restroom cleaner-Weekly *Empty all restroom trash receptacles-Daily, disinfect with DSD-Weekly *Service dispensers, *Clean and disinfect mirrors, *Mop floor-Daily.

_________ Mins.
SWEEPING, VACUUMING: 
Perform all duties listed below.

*Pick up paper and debris everyday, *Empty pencil sharpeners, *Align furniture, *Spot mop floors, 

*Turn off heating units, *Adjust Venetian blinds, *Secure windows and lock doors.




*Clean chalkboard/whiteboard trays – DAILY








*Clean classroom sinks – DAILY










*Clean and service classrooms dispensers – DAILY











*Empty wastebaskets – DAILY 
*Clean and disinfect wastebaskets – DAILY 





Sweep rooms DAILY as listed below:
SCHEDULE:
Rooms: 








































Vacuum rooms DAILY as listed below:







Rooms:








































Dusting Schedule:
(Dust all horizontal surfaces, bookcases, file cabinets, etc.)

Monday


Tuesday

Wednesday
        Thursday
                 Friday

                           


        __
                  
_______
          
____________
  
______




                           


        __
                  
_______
          
____________
  
______
                           


        __
                  
_______
          
____________
  
______
_________ Mins.
Other assigned duties: 



















































_____-_____ AM/PM
CLEAN-UP, PUT-AWAY, AND SIGNING OUT:

Clean hopper sink daily, service dispensers, clean and store tools and equipment, stock supplies as needed.  Sweep and mop hopper room floors daily.  Secure assignment, turn off lights, turn keys in, and sign out daily.

CSP Daily sweeping

LOS ANGELES UNIFIED SCHOOL DISTRICT

Maintenance and Operations Local District _______
Site Name:








 Location Code: 












       
Total Mins. _____________
Hrs. _________









1st Break
_________AM/PM 
________AM/PM 

   Name:




 
ROUTE
 



Lunch 
_________ AM/PM
________AM/PM
   Working Hours:

AM/PM          until


AM/PM


2nd Break 
_________AM/PM
________AM/PM
   Schedule Prepared by:
_____________________________________  APM-PM-AOS-CPM-OTS
Travel Time ____________Mins.
_____-_____ AM/PM
SIGNING IN




Daily sign in, pick up keys, check with Plant Manager for daily instructions, and prepare supplies and equipment.

_________Mins.

RESTROOMS:

Daily provide these services in the following restrooms:

*Remove debris from ceiling,*Sweep and pickup all trash and debris, *Remove any stoppage, *Report any repairs needed-Daily *Clean and disinfect all surfaces (sinks, toilets, urinals, dispensers, walls, and partitions ) using disinfectant DSD-Daily. Use heavy-duty restroom cleaner-Weekly *Empty all restroom trash receptacles-Daily, disinfect with DSD-Weekly *Service dispensers, *Clean and disinfect mirrors, *Mop floor-Daily.

_________Mins.
SWEEPING, VACUUMING AND PICK – UP: 
Perform all duties listed below.

*Pick up paper and debris everyday, *Empty pencil sharpeners, *Align furniture, *Spot mop floors, 

*Turn off heating units, *Adjust Venetian blinds, *Secure windows and lock doors.




*Clean chalkboard/whiteboard trays – DAILY








*Clean classroom sinks – DAILY










*Clean and service classrooms dispensers – DAILY











*Empty wastebaskets – DAILY 
*Clean and disinfect wastebaskets – DAILY 





Sweep, Vacuum, or Pick-up the rooms EVERY OTHER DAY as listed below:
SCHEDULE I: (The 1st and 3rd weeks of the pay period see calendar)
Sweep Group A:  (Mon-Wed-Fri)



Sweep Group B:  (Tues-Thur)



Pick-up Group B:





Pick-up Group A: 





SCHEDULE II: (The 2nd and 4th weeks of the pay period see calendar)
Sweep Group A:  (Tues-Thur)



Sweep Group B:  (Mon-Wed-Fri)



Pick-up Group B:





Pick-up Group A: 







Dusting Schedule:
(Dust all horizontal surfaces, bookcases, file cabinets, etc.)

Monday


Tuesday

Wednesday
        Thursday
                 Friday

                           


        __
                  
_______
          
____________
  
______




                           


        __
                  
_______
          
____________
  
______
                           


        __
                  
_______
          
____________
  
______
Other assigned duties: 





































_____-_____ AM/PM
CLEAN-UP, PUT-AWAY, AND SIGNING OUT:

Clean hopper sink daily, service dispensers, clean and store tools and equipment, stock supplies as needed.  Sweep and mop hopper room floors daily.  Secure assignment, turn off lights, turn keys in, and sign out daily.

CSP Every other day sweeping
LOS ANGELES UNIFIED SCHOOL DISTRICT

Maintenance and Operations Local District _______
Site Name: 








 Location Code: 











       
Total Mins. _____________
Hrs. _________









1st Break
_________AM/PM 
________AM/PM 

   Name:




 
ROUTE
 



Lunch 
_________ AM/PM
________AM/PM
   Working Hours:

AM/PM          until


AM/PM


2nd Break 
_________AM/PM
________AM/PM
   Schedule Prepared by:
_____________________________________  APM-PM-AOS-CPM-OTS
Travel Time ____________Mins.
_____-_____ AM/PM
SIGNING IN




Daily sign in, pick up keys, check with Plant Manager for daily instructions, and prepare supplies and equipment.

_________Mins.

RESTROOMS:

Daily provide these services in the following restrooms:

*Remove debris from ceiling,*Sweep and pickup all trash and debris, *Remove any stoppage, *Report any repairs needed-Daily *Clean and disinfect all surfaces (sinks, toilets, urinals, dispensers, walls, and partitions ) using disinfectant DSD-Daily. Use heavy-duty restroom cleaner-Weekly *Empty all restroom trash receptacles-Daily, disinfect with DSD-Weekly *Service dispensers, *Clean and disinfect mirrors, *Mop floor-Daily.

_________ Mins.

SWEEPING, VACUUMING AND PICK – UP: 
*Pick up paper and debris everyday, *Empty pencil sharpeners, *Align furniture, *Spot mop floors, 

*Turn off heating units, *Adjust Venetian blinds, *Secure windows and lock doors.




*Clean chalkboard/whiteboard trays – DAILY








*Clean classroom sinks – DAILY










*Clean and service classrooms dispensers – DAILY











*Empty wastebaskets – DAILY 
*Clean and disinfect wastebaskets – DAILY 





Sweep, Vacuum, or Pick-up the rooms TWO DAYS PER WEEK as listed below:
SCHEDULE:




(select  sweep, vacuum days and check box)

Sweep Group A: (Mon-Wed ( ) or (Mon-Thur  ( ) 

Sweep Group B: (Tues-Thur  ( ) or (Tues-Fri  ( )
Pick-up Group B: (Mon-Wed ( ) or (Mon-Thur  ( )

Pick-up Group A: (Tues-Thur  ( ) or (Tues-Fri  ( )
(select  pick-up day and check box)

 


PICK-UP GROUPS A and B on 
( WEDNESDAY  

( FRIDAY   



( WEDNESDAY  ( FRIDAY Pick-up and perform all essential cleaning duties in Group-A and Group-B

Dusting Schedule:
(Dust all horizontal surfaces, bookcases, file cabinets, etc.)

Monday


Tuesday

Wednesday
        Thursday
                 Friday

                           


        __
                  
_______
          
____________
  
______




                           


        __
                  
_______
          
____________
  
______
                           


        __
                  
_______
          
____________
  
______
_________ Mins.
Other assigned duties: 






































_____-_____ AM/PM
CLEAN-UP, PUT-AWAY, AND SIGNING OUT:Clean hopper sink daily, service dispensers, clean and store tools and equipment, stock supplies as needed.  Sweep and mop hopper room floors daily.  Secure assignment, turn off lights, turn keys in, and sign out daily.

CSP Two day sweeping

LOS ANGELES UNIFIED SCHOOL DISTRICT

Maintenance and Operations Local District _______
Site Name: 








 Location Code: _________










       
Total Mins. _____________
Hrs. _________









1st Break
_________AM/PM 
________AM/PM 

   Name:




 
ROUTE
 



Lunch 
_________ AM/PM
________AM/PM
   Working Hours:

AM/PM          until


AM/PM


2nd Break 
_________AM/PM
________AM/PM
   Schedule Prepared by:
_____________________________________  APM-PM-AOS-CPM-OTS
Travel Time ____________Mins.
_____-_____ AM/PM
SIGNING IN AND OPENING PLANT:

Raise flag, open plant, offices and restrooms.  Operate boilers, wall heaters and air conditioners.  Open designated gates inspect plant, check for vandalism (correct & report) FLUSH drinking fountains – Daily, Turn off  EXTERIOR lights – Daily  

_________ Mins.

BREAKFAST PROGRAM:





*Clean and disinfect tables – Daily 

*Setup and prepare for breakfast program – Daily *Sweep and pick up trash in breakfast area – Daily  

*Clean tabletops, empty and reline trashcans after breakfast program – Daily 

LOCATION


























_________ Mins.

EXTERIOR LUNCH SHELTER (and or Nutrition program):






*Setup and prepare for lunch program – Daily *Sweep and pick up trash in lunch area – Daily  

*Clean tabletops, empty, clean, disinfect and reline trashcans after lunch program – Daily 

*Hose lunch shelter – Daily 













 
NOTE: Tabletops and benches are cleaned and disinfected by custodial personnel – Daily 

LOCATION


























_________ Mins.

 INTERIOR LUNCH SHELTER:





*Remove trash and debris from tabletops – Daily




*Empty, clean, disinfect and reline trashcans – Daily *Sweep and mop floor – Daily 




 
NOTE: Tabletops and benches are cleaned and disinfected by cafeteria personnel – Daily 




LOCATION




























_________ Mins.

EXTERIOR:
*Parker vac/sweep arcades, sidewalks and parking lot(s) on a rotating basis.

LOCATION












*Water lawns, mow lawns, prune landscape, clean up leaves, trims shrubs, etc. on a rotating basis.


LOCATION












*Clean, disinfect and flush drinking fountains – Daily

LOCATION












_________ Mins.

RESTROOMS:

Daily provide these services in the following restrooms:

*Remove debris from ceiling,*Sweep and pickup all trash and debris, *Remove any stoppage, *Report any repairs needed-Daily *Clean and disinfect all surfaces (sinks, toilets, urinals, dispensers, walls, and partitions ) using disinfectant DSD-Daily. Use heavy-duty restroom cleaner-Weekly *Empty all restroom trash receptacles-Daily, disinfect with DSD-Weekly *Service dispensers, *Clean and disinfect mirrors, *Mop floor-Daily.

_________Mins.

Other assigned duties:
 











_____-_____ AM/PM
CLEAN-UP, PUT-AWAY, AND SIGNING OUT:

Clean hopper sink daily, service dispensers, clean and store tools and equipment, stock supplies as needed.  Sweep and mop hopper room floors daily.  Secure assignment, turn off lights, turn keys in, and sign out daily.

CSP Exterior
Employee Signature

Date





