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· Defines assignment to be performed.
· Defines the location of the job to be performed.

· Determines how often the job is to be performed.

· Defines the responsibilities for each employee.

· Indicates working hours and break periods.

· Provides clear instructions for new and substitute employees.

· Allows the employee to pace him/herself.

· Ensures fair distribution of the workload.

· Corrects and prevents personnel conflicts concerning work assignments.

· Increases job confidence and promotes good morale.

· Develops and maintains uniform work standards.

· Allows a supervisor to objectively evaluate employees’ work performance.

· Provides supporting documentation that can be used as evidence in a disciplinary procedure.

Instructions For Preparing Work Schedules

The Plant Manager is responsible for the preparation of the work schedules, however  the Plant Manager may request assistance from the Area Operations Supervisor.  The site administrator and the Area Operation Supervisor must approve final work schedules. 

Getting Started:

1. Prepare data inventory work sheets.

2. Prepare a “time and motion work survey” of the entire plant, including buildings and grounds.

· Time and motion refers to the actual time studies performed for each task.  Use suggested average time factors established with the Clean Schools Program, or perform a time and motion study supervised by the Area Operation Supervisor.

· List all tasks to be performed and give each task a time factor.

· Allocate time for each task based upon the frequency standard agreed upon by the site administrator, Plant Manager and Area Operation Supervisor. 

· Use Forms 73.126a, 73.126b (Work time survey).
3. Obtain a simple plot plan of the school site showing the location of all buildings and grounds areas.  If a plot plan is not readily available, draw a simple plot plan on an “8 ½ x 11” sheet of paper (It does not have to be elaborate).

4. Divide and group the various buildings and grounds into “work routes” depending on the total labor allotment hours, and the number of working hours assigned to each employee.  To eliminate guesswork on your assignments, check the workload on each route against the “work time survey.”
5. The various buildings should be grouped together as close as possible, to eliminate expended time and energy walking from one to another.  Use your plot plan as a visual aid in making up Building and Grounds Worker routes.

6. After each route is equalized and established, arrange the plot plan to indicate each Building and Grounds Worker’s area of responsibility.  This will give both you and the employee an excellent visual picture of the entire division of the workload and defines each employee’s responsibilities.  
(See sample color-coded plot plan attached).

Write It:

7. At this point, it is time to write the work schedules using the following guidelines:

· Use the standard schedule forms.  Adjusted labor hours determines frequency.
(CSP exterior, CSP daily, CSP every other day, CSP two days weekly).

· When possible, schedule the cleaning of areas when unoccupied.

· Be thorough in showing each task to be performed and the day of week that the task is to be done.  Example:   Dusting scheduled on a rotating basis, specify the location by room number and indicate the specific day of the week when the task is to be performed.

· Rotation of sweeping may be effectively scheduled by grouping various locations and specifying which day each group is to be swept.  A classified pay period calendar can be used very effectively for this purpose.  It is suggested that these calendars be prepared for the complete school year, with copies available to all interested parties.  (See sample pay period calendar attached). Any task performed daily does not require a calendar.  

· Indicate specific lunch periods on the work schedule as well as other authorized break periods.

· Clearly define “other assigned duties” and “miscellaneous” tasks.

· Allow a total of 480 minutes on an eight-hour assignment, including two break periods 10 minutes each, excluding lunch time 30 minutes.
Try It Out:

8. All work schedules shall be performed on a temporary basis and “tested” by putting them into effect on a trial basis.  The test period must be for at least one week;  any adjustments can be made before the final schedules are approved.    Notify Building and Grounds Workers that the preliminary schedules are on a trial basis and subject to change during that period.  Encourage B&G Workers to discuss any concerns they may have regarding the schedules during the “test” period.

Adjustments:

9. Schedules are to be kept current and up to date.

10. If the amount of labor hours at a site is increased, decreased or adjustments become necessary to improve efficiency, the Plant Manager shall make the adjustments in a timely manner. 
Adjusted schedules must be made available to all concerned.

11. Temporary changes to the work schedules can be made by the Plant Manager to cover situations such as absenteeism or special school programs.

12. Except for short periods of time during emergency situations (not to exceed 10 working days), the Plant Manager shall not change the working hours of any employee without first consulting the site administrator, Complex Project Manager, and the Area Operations Supervisor.  Authorized changes during vacation periods must be approved by the site administrator, and the Area Facilities Service Director.

Implement:

13. The Plant Manager prepares at least four copies of each work schedule and work time survey.

14. The Building and Grounds Worker, Site Administrator, and Area Operations Supervisor receive a copy. The Plant Manager will retain a copy for his/her records.

15. The Plant Manager shall post a copy of each work schedule in the Plant Manager’s Office.  The schedule may be enclosed in a sheet protector and affixed to the wall or cupboard in the hopper room on each route, where it will be clearly visible.
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Note:
This is a general schedule outline describing work to be performed and the location it is to be performed.  The assigned employee is responsible for all work described, as well as other related work in the assigned area, whether or not specified on the schedule and may be assigned to work in other sections of the plant.

ASK QUESTIONS  The Plant Manager and Assistant Plant Manager are here to assist you, be sure to follow the instructions of your immediate supervisor at all times.


REMEMBER THESES RULES:

1. REPORT TO WORK ON TIME, if you arrive late, sign in at the time of your arrival.

2. Do not leave the job early without signing out.  Sign in when the shift begins and sign out when you leave.

3. Do not take more time than  the scheduled break and lunch periods



(Lunch and break periods cannot be combined).

4. If you must be late or absent, you are required to contact the school as soon as possible.  If someone is available, describe the reason for your absence to the school administrator. 

My supervisor has explained the attached Work Schedule and I have received a copy.

___________________________________


__________________________
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