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AGREEMENT

THIS AGREEMENT, made and entered into this& s"”‘day
of;&kruﬂry 1370, between THE BOARD OF EDUCATION OF
THE TOWNSHIP OF MILLBURN (hereinafter called the "Board") and
COMMUNICATIONS WORKERS OF AMERICA, AFL-CIO (hereinafter called
the "Union"):

ARTICLE I- PURPOSE

The Board and the Union have entered into this Agree-
ment for the purpose of establishing conditions under which
employees, as hereinafter defined, shall be employed to work for
the Board and procedures for the presentation and resolution of
grievances, and for the purpose of regulating the mutual rela-
tions between the Board and said employees with a view to promot-
ing and insuring harmonious relations and cooperation.

ARTICLE II - RECOGNITION

The Board recognizes the Union as the exclusive bar-
gaining agent within the purview of Chapter 303 of the Laws of
1968 with respect to the terms and conditions of employment
for a unit of non-professional employees consisting of custod-
iéns, groundsmen, maintenance employees and matrons, exclusive
of the head groundsmen, the head maintenance man, the head cust-
odian in the senior high school and the head custodian in the
junior high school and such other supervisory personnel as may

be emploved by the Board.



ARTICLE IIXI - DUES CHECK-OFF
The Board agrees to deduct from the pay of each em-

ployee who furnishes a written authorization for such deduction
on a form acceptable to the Board, during each calendar month,
the amount of mohthly Union dues., Dues shall be Four Dollars per
month, or such other amount as may be certified to fhe Board by
the Union at least thirty (30) days prior to the date on which
the deduction of Union dues is to be made. Deduction of the
Union dues made pursuant hereto shall be remitted by the Board
to the ﬁnion} c/o Secretary~- Treasurer, Communications Workers
of America, AFL-CIO, 1925 K Street, N.W., Washington, D.C.
20006, prior ta the end of the calendar month for which such
deductions are made, together with a list of employees from
whose pay such deductions were made.

ARTICLE IV - GRIEVANCE PROCEDURE

A. The purpose of this procedure is to secure at the
lowest possible level equitable solutions to the problems which
may, from time to time, arise affecting employees as a result of
the interpretation, application or violation of this Agreement
between the Board and the Union. -

B. 1l. A "grievance" shall mean a complaint by an em-
ployee that there has been as to him a violation, misinterpretation,
or inequitable application of any of the provisions of this Agree-
ment between the Board and the Union.

‘2. The term "grievance", and the procedure relevant

thereto, shall not be deemed applicable in the following instances:



(a) The dismissal by the Board of a pro-
bationary employee;

_ (b) In matters where a method of review is
exclusively mandated by law, or by'any rule, regulation
or by-law of the State Commissioner of Education or the
State Board of Educétion; |

l(c) In matters where the Board is without
" authority to act; and
(d) In matters involving the sole and un-
limited discretion of the Board as set forth in Article
.XII'heréof. .

C. 1. An employee having a grievance shall present
it, either orally or in writing, to his immediate supervisor
within ten (10) working days after the occurrence of the event
from which the grievance arises. An answer shall be submitted
in writing within five (5) working days of the presentation of
the griévance. The answer shall be submitted to the'employee
and to the Union. 2 !

2. If the employee or the Union is not satisfied
with fhe answer received or if an answer is not received, the
grievance shall be put in writing, signea by the employee, and
presented to the Secretary of the Board within five (5) working
days from the expiration of the time period provided in paragraph

1 hereof. The Secretary of the Board shall, within five (5)

working days of the receipt of the written grievance, arrange a



meeting with the employee and the Union. The Secretary of the
Board shall give to the employee and the Union a written answer
to the grievance within five (5) working days after the date of
such meeting.

| 3. If the employee or the Union is not satisfied with
the written answer resulting from the preceding step or if no
answer is received, the Union shall within five (5) working days
following the e#piratioﬁ of the time period provided in the pre-
ceding step submit a written request to the Secretary of the
Board for a hearing of the grievance by the Board at its next
scheduled meetiqg following the receipt of the request or, in
any case, not later than fifteen (15) working days following
the receipt of the request by the Secretary.of the Board. The
Secretary of theiBoard shall schedule a meeting for the hearing
of the gfievance and shall advise the employee and.the Union of
the time, date and place of the meeting not less than five (5)
days prior to the séheduled meeting date. The President of the
Board, or such person as may be actiﬁg as President, shall with-
in five (5) working days following the:hearing submit an answer
to the employee and to the Uhion.

| 4., (a) If the employee or the Union is not satis-
fied with the written answer resulting from the preceding step
or if no answer is received, the Union may within five (5) work-
ing days following the expiration of the time period set forth
in the preceding section submit a written request to the Secre-
tary.og the Board to refer the grievance to advisory arbitration

before an arbitrator, mutually agreeable to the Board and to the



Union, who shall be selected from the list of the American Ar-
bitration Association. .

(b) In the event thét a grievance is taken
to arbitration, the compensation and expenses of the arbitrator
shall be shared equally by the Board and fhe Union. kThe cost
of any transcript shall be borne solely by the party requesting
it. The arbitrator shall not have the power to alter, amend,
add to or revise any provision of this Agreement.

D. Saturdays, Sundays and holidays shall not be con-
sidered working days in the computing of the time provided for
in the foregoing? Any written decision or written answer to a
grievance made at any step which is not appealed to the succeed-
ing step within the time limits provided, or within such additién-—
al period of time as may be mutually agreed upon in writing, shall
be considered final'settlement and such settlement shall be bind-
ing upon all parties. |

“E. Any employee shall be entitled to the assistance
of a Union officer or represenéative in all steps of the fore-
going grievance procedure. An employee:shall not lose pay for
- time spen£ during his regular working hours at the foregqing
steps of the grievance procedure. In the event that it is nec-
essary to require tﬁe attenaance of other employees during any
of the above steps, such employees shall not lose pay for such
time.

F. The number of days indicated at each level of the
grievance procedure shall be considered as a maximum and every
effort should be made to expedite the process.

5
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G. Nothing hefein contained shall be construed as
limiting the right of an employee having a grievance to dis-
cuss the matter informally with his immediate supervisor.

ARTICLE V ~ SENIORITY

A, lSeniority for the purpose of this Article shall
be based upon an employee's continuous length of servicé with
the Board. | ‘

- Be All employees shall be considered probationary
emploYees for the girst year of their employment. Probation-
ary employees may be disciplined or terminated at any time for
any reason wﬁ;tsoever at the sole discretion of the Board and
they shall not be entitled to utilize the provi%ions of the
Grievance Procedure. Upon completion of such probationary
period, their seniority will be dated as of the date of the
commencement of their employment. In the event that two (2)
employees commence their employment on the same date, their

respective seniority shall be determined by the alphabetical

order of their last names.

rd

-

C. The Board shall maintain a seniority list of em-
ployées, copies of which shall be furnished to the Union. The
Board shall furnish to the Union the names of new employees
hired not later than fifteen (15) days following the date of
their employment.

D. An employee's seniority shall cease and its em-

ployee status shall terminate for any of the following reasons:



1. Resignation or retirenent.

2. Discharge for cause.

3. Continuous layoff for a period exceeding
six (6) months.

4. Failure to report to work for a period of
three (3) coﬂsecutive scheduled working days without not-
ification to the Secretary of the Board of a justifiable
excuse for such absence;

5. Failure to report back to work immediately
upon expiration of vacation, leave of absence or any re-
newal thereof unless return fo work is excused. |

E. Whén thé Board decides to reduce the number of
employees in any particular job title, the employee or employees
in such job title with the least seniority shall be laid off
first. _

F. Employees shall be recalled.to work from layoff
in the order of their seniority, provided that they have the re-
quisite qualificétions and ability to pesform the work available.

G. l. As a matter of policy, the Board will endeavor
to £ill permanent job opéhings by promoting employees from the next
‘lower rated job title in the bargaining unit where such employees
have the requisite qualifications and ability to perform the work.
Where there are two or more employees with equal requisite gual-
ifications and ability to perform the work, the employee with the

greatest seniority in the bargaining unit will be promoted.



2, Permaneﬁt job openings shall not be deemed to
occur when a'vacancy exists at a particular job level until all
employees at that job level have had the opportunity to trans-
fer to.fill that vacancy within five (5) days following the
posting of notice of vacancy.

3. A permanent job opening or vacancy in the
bargaining unit shall be posted on appropriate bulletin boards
for a period of five (5) calendar days. |

4. Each employee who is promoted shall serve a
- probationary period of six (6) months in his new post. The pro-
‘bationary period shall be extended so as to include the summer
months in each case wherein the summer months are not included
within the six (6) month probationary period. The probationary
period for the purposes of this paragraph shall relate.solely
" to the pefformance of the empioyee in the position to which he
is promoted; in all othér respects the employée shall retain
all rights accruéd under this agreement.

H. Overtime at each school and the Education Center
shall be assigned in accordance with a’seniority list which shall
set>forth the names of the employees at each particular school
and the Education Center in the order of their seniority. The
first overtime assignment at any particular location shall be
assigned to the most senior employee on the seniority list for
that location. If the most senior employee is unwilling to ac-
cept the overtime assignment, the next most senior émployee
shall have the opportunity to accept that assignment. Overtime
assignments will proceed down the seniority list. If an employee

8
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to whém an overtime assignment has been offered shall decline
to accept that assignment, he will be passed and will not be
offered any other overtime assignment until his turn is again
reached. If an employee is offered an overtime assignment and
is unable to perform the assignment because he is unqualified
to do the work assigned, he will be offered the next overtime
assignment. Groundsmen and maintenance men will maintain their
own seniority lists to which the above rules will also apply.

I. Temporary or part time help employed by the Board
shall not be subject to the provisions of this Agreement, and
shall not acquire any rights hereunder. Temporary employees
shall be those who work less than four (4) continuous months
during any calendar year. Part time employees shall be those
who work less than én average of twenty (20) hours per week.

ARTICLE VI - WAGES

A. Effective July 1, 1970, the wages for the various

job categories shall be set and paid in accordance with the fol-

lowing schedule:

SCHEDULE
WAGE SCALE :
cLass Bl cLASS c2 : " MATRONS3

12 mo. 10 mo.
6,200 . 5,500 | 3,400 2,833
6;400 5,700 3,600 3,000
6,600 5,900 3,800 3,167
6,800 6,100 , 4,000 3,333
7,000 6,300 4,200 3,500

7,200 6,500 4,400 3,667




Note 1. Class B includes head custodians of all elementary schools and of
the Education Center, assistant head custodians of the senior high school
and the junior high school and the head painter. No employee in Class B
shall receive an increase of less than $600. for the term of this Agreement.
Note 2. Class C shall include all custodians, groundsmen, painters and
maintenance men not enumerated in Class B above. No employee in Class C
shall receive an increase of less than $550. for the term of this Agreement.
Note 3. For the first year of this Agreement, it has been determined to
be unfeasible to place all matrons directly on the wage scale outlined
above. Increases in salary paid to matrons range from a minimum of $340.
to a maximum of $525. for the term of this Agreement.
B. When an employee is temporarily transferred to a
job in a higher classification for a period of eight (8) or more
hours, he shall be paid the rate of pay for that classification
if higher than his normal pay rate for all work done on such job.
"When an employee,is temporarily transferred to a job calling for
a lower rate of pay, he shall be paid the rate of his regular
job. _
ARTICLE VII - HOLIDAYS AND VACATIONS
A. The Board's existing policy with regard to vaca-
tions shall continue in effect for the term of this Agreement,
i.e., each employee who has been continuously employed for six
months shall receive one day of vacation for each month of
continuous employment provided that the total number of vacation
days shall not exceed ten; employees who have been continuously
employed for not less than one year and for not more than ten
years shall receive ten working days of paid vacation; employees
who have been continuously employed for more than 10 years shall
receive fifteen working days of paid vacation.
B. Seniority shall prevail in the selection of vaca-

tion time off when practicable.
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C. Employees shalllbe paid vaéation pay before the
start of their vacations.

D. 1l. During the term of this Agreement, the.designated
paid holidays shall be July 4th, Labor Day, Thanksgiving, the
day after Thanksgiving, Christmas Eve, Christmas, New Years'
(January 1), Washipgton's Birthday, Good Friday and Memorial Day.
In addition, each employee shall be granted one additional holi-
day to be selected by the employee, subject to the approval of
the Sécretary of the Board. Each employee shall give not less
than five (5) working days notice of his selection of the addi-
.fional holiday toshis immediate supervisor.

2, Should a holiday fall on a Saturday,.it will
be celebrated on the preceding Friday. Should a hqliday fall
on a Sunday, it will be celebrated on either the preceding
Friday or the succeeding Monddy, as determined by the Secretary
of the Board.

. VIII - OVERTIME AND CALL-IN PAY

A. The regular work week for employees shall be forty
(40).hours. All hours worked in excesd of forty (40) hours in
any one week shali be paid at overtime rates. The hours of any
excﬁsed absence with pay under the terms of this Agreement shall
be counted as hours worked.

B. Overtime rates shall be as follows: hours of
overtime worked, except oﬁ Sundays and holidays, shall be paid
at one and one-half (1-1/2) times an emplqyee's reguiar pay rate;
hours of overtime worked on Sunday shall be paid at two (2)
times an employee's regular pay rate; hours of overtime worked

11



on holidays will be paid at one and one-half (1;1/2) times an
employee's regular pay rate plus a day's pay for the holiday.

C. Whenever an employee is required to report to work
after having discharged his duties during the normal working day,
the employee shall be guaranteed a minimum of two hours of work
at overtime rates. This provision shall not apply when the
overtime hours worked are an extension of the normal work day.

ARTICLE IX ~HEALTH CARE BENEFITS

Not later than July 1, 1970, the Board at its sole
cost and expense, will provide the following health care ben-
'efits: Blue Cros;, Blue Shield, Major Medical and Rider J
health insurance on a faﬁily plan basis.

ARTICLE X - LEAVES OF ABSENCE

A, Sick Leave

1. Each employee shall accumulate one (l) day of
sick leave for each month of his scheduled employment within the
calendar year. The number of unused days in any year shall be
accﬁmulated from year to year, as long as employment is contin-
uous. k |

2., Extra sick leave in cases of extended illness
when all accumulated sick leave has been exhausted shall be as
follows: 5 days for each year of service after the fourth year
~and continuing through the twentieth year; 100 days for the
first twenty years of service plus 10 dayg for each of the next
ten years of service through the thirtieth year; 200 days for

employees having thirty-one years or more of service. The Board

may exceed these amounts depending upon the circumstances in
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a specific case.

3. The purpose of sick leave is to provide relief
in cases of personal sickness, personal accident, illness in the
immediate family and quarantine. Any other use of sick leave
shall be a violation of this Agrecment.

4. Continuous personal illness absence of five
(5) days or more must be certified by a properly licensed phys-
~ician.

5. All sick leave days used'in accordance with the
provisions of this Agreement shall be paid at the employee's
normal wage rates.*

B. Maternity Leave

l. As soon as any female employee shall become
aware of her pregnancy, she shall immediately notify her immed-
iate supervisor. ArrangementsAshall be made for a maternity
leave of absence, without pay, which will be for a minimum per-
iod of six (6) ménths and a maximum period of one (1) year, with
termination of work normally to be no later than four (4) months
-prior to the estimated date of arrival/. |

2., Any such employee who has been granted a matern-
ity leave of absencé, may be required,.before she is permitted to
return to active duty, to undergo an examination by a physician
mutually agreeable to the Board and the employee, and any other
examination deemed necessary by the Board, so that it might sat-
isfy itself that the employee is able to perform her duties in a

proper manner.

13



C. Jury Duty and Court Appearance

l. Any employee who is required by law to serve
on a jury in a court of record, upon satisfactory proof to the
Board 6f such service rendered, shall be reimbursed by the Board
for and during the time he is required to be in attendance in
Court in an amount equal to the difference between his regular
pay and his jury pay.

| 2. When an employee is called for jury service,
he shall be excused from work on the days when he is required
~to be in_court, provided, however, that if the time required
for jury service in any one day does not extend beyond 12 o'¢lock
noon, the employee will be required to report for work for the
remainder of the day.

3. In the event an empioyee is required to appear
in a court of law in a matter which does not involve moral turp-
itude on the pérf of the employee, he shall receive his regular
pay for time so Spent'in court. |

4. Each employee Fequiring time off for jufy
duty or court appéarance shall nétify his immediate supervisor
as soon as possible of the déy or days involved.

D. Personal Absenceg

Absence for personal reasons will be allowed with
pay provided the absence is approved, in advance, by the Secre-~

tary of the Board.

14



ARTICLE XI - JOB DESCRIPTIONS
Work assignments shall be made in accordance with job
descriptions set forth in Schedule A annexed hereto.
ARTICLE XII - MANAGEMENT RIGHTS
The Board reserves to itself sole jurisdiction and auth-
ority over matters of policy and retains the right, subject only
to the limitations %mposed by the language of this Agreement, in
accordance with applicable rules and regulations:
(a) To direct the members of the bargaining unit;
(b) To hire, promote, transfer, assign and retain
‘employees in positions in the school district;

_(c) To suspend, demote, discharge or take other
disciplinary action against members of the unit in appropriate
cases, subject to an employee's right to resort to the grievance
procedure; |

(d) To relievc members of the bargaining unit from
duty becaﬁse of lack of work or for other legitimate reasons;

(e) To maintain the efficiency of the school dis-
trict operaﬁions entrusted to the Boaré;

(f) To determine the methods, means and personnel
by which such operations are to be coﬁducted and

(g) To take whatever action may be necessary to
carry out the mission of the school district in emergency situa-
tions.

ARTICLE XIII - EX HAUSTION OF REMEDIES
The procedures set forth in this Agrecement for the res-

olution of controversies, disputes, questions and proposals shall
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be exclusive and no other prbcedures shall be employed until the
procedures set forth herein are fully exhausted.
ARTICLE XIV - EFFECTIVE LAWS

The Board and the Union understand and agree that all
provisions of this Agreement are subject to law. In the event
that any provisioﬁ of this Agreement shall be rendered illegal or
invalid under any applicable law orlregulation, such illegality
or invalidity shall effect only the particular provision which
shall be deemed of no force and effect, but it shall not affect
the remaining provisions of this Agreement.

.ARTICLE XV - TERM OF CONTRACT

This Agreement shall become effective July 1, 1970,
and continue in effect until June 30, 1971, and from year to
year‘thereafter unless and until either of the parties desire
to change or terminate the same. The party desiring such change
or-changes or termination shall notify the other party in writing
of that fact prior to October 1 in the year prior to the proposed
date of change or termination, and after notification negotiations
shall commence. I

IN WITNESS WHEREOF, the parties hereto have caused
this Agreement to be executed on their behalf.

The Board of Education of the
Township of Millburn

By: - i
= ",,)/' 7 /’/7 - - [ [P

{uj i B O i & L e

V4 L

Communications Workers of America,
AFL-CIO

By: = >

° z “ ‘// ' = j,l ) -
Pd \,\1, /// - . { )
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SUPPLEMENTAL AGREEMENT

.

This Supplemental Agreement made and entered into
this 25 th day of 7-&5)-140.»'\/ 1970, between The Board of
Education of the Township of Millburn (hereinafter called the
"Board") and The Communications Workers of America, AFL-CIO
 (hereinafter called the "Union"):

WHEREAS, the Board and the Union have this day executed
a certain Agreement respecting the terms and conditions of em-
ployment of the custodians, groundsﬁen, maintenance employees
and matrons, exclusive of certain supervisory personnel, and

WHEREAS, said Agreement ié, by its terms, effective
July'l, 1970, and it is the mutual desire of the Board and the’
Union to carry certain provisions of said Agreement into effect
immediately: . | ,

.IT IS HEREBY AGREED that said Agreement, exclusive of
ARTICLE VI - Wages, ARTICLE VII - Holidays and Vacations,
ARTICLE VIII - Overtime and Call-in Pay, and ARTICLE X - Leaves
of Absence, shall be in full force and e“fect immediately.
Wages presently being paid by the Boaéd shall remain in effect
until July 1, 1970. The Board's present policies on holidays
and vacations, overtime, call-in pay and ieaves of absence
will remain in effect until July 1,1970.

The Board of Education of the
Township of ;Millburn )

B s A 1 L- . P 5, T e s ) >
¥,* T~ 4 /41,(,JL, Cen~ /L)\uiin{L bv"/

D

Communications Workers of America,AFL-CIO
By H s 2 £ ” ~
W 7, | VT

: //nf ez 1. “H
: W)
_L/Q" [bﬂ_‘l—lﬂ/ ? ,SZ s s P 02 7/:-‘;1/
7




SCHEDULE A

MITLDURI TOULISHIP PUBLIC SCHOOLS
Mllburn, llew Jersey

JOB DESCRIPTION: OPLRATIONS AID MAIIITEIAICE PERSQINIEL

Class B - Blementary Head Custodian and llead Custodisn Dducabicn Center

Qualifications:

1. Must be able to read and write and follow writien and verbal
instructione. :

2, IMugt possecs Hew Jerscy State firemanls license of at least
P ,
black seal grode.

3. Hust be familiar with and capable of operating any machine or
tools assoclated with janitorial and minor maintenance worice

L. Mushb be able to work with a minimum of supervisicn,
Supervision:

Day to day evalunation of performance and respensibility for overseeing
the effectiveness of head custodion shall be responsibllity of the
building principal. The head cuatodian shall respond to the direction
of the prinecipal in scheduling work and neeting the needs of the
students, teachers, and scheol,

General supcrvision in use of fools and materials of this activity
shall be Agsistant Superintendent for Dusiness or his
desirnated represcentative.

Duties and Responsibilities:
1. Must recognize that the school and adjacent grounds for which
he assumes responsibility becone his plant. The cleanliness;
appearance and safety of the bullding and grownds iz a reflection of
his efficiency. - .
2. Shall be a working supervisor of the custedians in his school,

3« Shall perform as required, in addition to th2 supervision,

operation and maintenance of boiler roon and heating system in an
effilcient and safec manner the cusgtedial tasks scheduled undor closs
HCH

EH

io Shall be responsible for making minor repairc and assisbing in
malsing najor repairs «s the need arisco.

5. Shall reccive end distribute or have digtributed school supplics
as required by Ulie bullding principal.
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6, Shall assume responsibility for perforning and supervising grounds
maintenance activitics, snouw and ice removal fron walks, ebtc., nol
handled by prounds waintenancs departmente.

’

7. Shall be awmilable or sce that a custodian-is available when
extra activities beyond the regular school doy(s) tale place. e shall
be available to assist the using group as nceded.

’;Jd'

n

b
.
L

e

8. Shall be responsible for the 1“Op"T use of custodial supplies anl
cquipment and will preparce an annual order.

9. Shall be fanmiliar with the fire detection systen, assist with {ire
drills, and be alerh to report any deficioncies in the fire detectior
fire alawm systems.

10, Shall nake written requests to principal for maintenance service
on items not capable of heing handled at the local level,



Page 3, JOB DESCRIPTION: OPFRATIONS AID IATNTEIAUCE PERSOUIEL
Class B - Assistant llead Custodians Junior and Senior High School
Qualifications:

1. IMust be capzble of receiving and giving written and verbal
instructions related to arca of assignment.

2. Iuvst have knovledge and capability of performing all activities
listed under Class “C" Custodians,

3. Shall possess llev Jersey State Tiremants llicense of at least
blaclk scal grade,

Li, lnst be able to work with a minimm of supervision.
Supervision:

1. ©Shall be directly responsible to head custodian.
Duties and Responsibilities:

1. Shall be working nember of custodial staff,

2. 5Shall receive instructions from head custodian and supervise
implementation of same on the shift or worldng unit assigned.

3. Shall be man in charge on shift or working unit assigned,

L. Shall assume duties of head custodian in his absence.



Page L.

Class

C « Custodians

JOB DESCRIPTION:

Qualifications:

1.

2.
36
b

OPERATIONS AND MATUTENAICE PERSOIRIEL

Hust have knowledge of tools, maberials and ptendard practices
necessary Lo naintain his asgsigned orea in a clean, orderly
maner &s oubtlined herein and hereafter.

Must e able to Lfollow verbal and wltiten instructions.

Must msed standard physicel qualificationse

Iuat bs able to make minor wepairs,

Supervislen:

Lo

Rezponsible to Head Custodian ab all timeg.

Dubies and Responsibilitless

The tasks listed baslow are primarily those relatezd to ths ¢leaning
activities and are nolt exclusive, The custodion shall be expected to
perform all tasks assigrned by his pringipal or supervisor. These would

include among others:

of auditorium, mulii-pvrpose or other rooms
lunch periods, ete; wolguading, shordng snd distedibution of supplies end
materials; emergency classroom cleanups, oW,

A

Dally Tasks in Rooms « including

1.
2,
2

Lo

50

Sweep entire floor area.

puitiing up and talding dowm the flags preparation

for moekings, assemblies.

effice and special areas.

Spot mop end mop heavy teafiic lanes as nscesnary,

Dugt and clean all furniture,

window sills, cabinet tops,

chalr xails, flcor meldings. doors, vensiien blinds and

all other oxposed surfaces as

- oy
n‘\.,'-‘ C CED 3-.?‘"" [
-

Clean ginks, drainbosxrds, fountains and other plumbing

fizctures,

Renove pencil, ink, erayons, chalk and any othar writings
or mzuks from walls, doors, and cthesr surfaces,

Enpty wastebaskets,

Clesn challocards and chalk twoys and chalkbourd ercsers in
sceordance with proper procedure. (Jr. cnd Sree Iighe)

Replece burned oubd 1ipht bulb

Adjust shades,

!
s and/or tubes,
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Ac Daily
10.

i1,

12,

Be Dadly

56
G,
Te

PTasks in Rooms (continued)

Avrenge aL_ furniture.

Repordt on all items in need of repair. This insludas hovdiore.
shades, desks, chairs, glass, locks, elactrical fixtures, pi annfg
wvater leaks, gas lesks, and any or all other fixturss or equipment
obsexrved,

Before leaving room male certain thet everything is in crder. DBe
sure o lock all windeows and doors as required.

Taoles in Vaghrooms and Lavolborics:
Ranova all trash,
Sweep floor area and wed nop.

2

Vesh wells and partibticons to remove any wrlting, obazcenities,
and/or pornographic drawings,

Cleen weinales, telled bowls, tollet seabs, toilet bases and
toilet hardware. These must reot high standards of cleanliness,

Clesn sinks and wmixrors,
Refill. towal, toilet tissve and soap dispensers.

Clean door handles and/or door pushers,

Co Deilly Tasks in lallwsyss

1.
2.

3e

Clean all heliway areas with treated dust mops.

Vet mop spotted and/or otherwiss soiled arsas,

Fmpty all trash cense

Clean fountaing, :

Dust or damp wipe meldings, lockers, wilndow wslls, radiators, ete,
Rumove 2ll writing or mayrkings fron walls, loclkers, ebte,
Tasks in Stairwsy Aveas:

Swesp shairs and landing areas.

Spoh mop stairs and landing areas as required,

Dust or damp wipe hand »ails, moldings, elc.

Remove writing from walls,

Cleon door pushers and handles and glasde
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Class C « Cusbodions (Conlt)

Daily Tasks in Cafeterias and Lunchrooms.

L.

Daily

1o

Task

Lo
2,
3.
ko
5

In addition 4o the usuad cleaning routine an effort moust be
maintained to kesp the Lfloors, tebles and chairs in an
especinlly clean and senitary conditlong,

Tasks Ouisides

Haindain & safe and presentable appearance of the building and
adjacent grounds,

to be done when necessary.

Serubbing or stripping and waxing of floors.
Clean lipght fixlurss in all aress.

Clean inside windows in all areas.

Vash out waste baskets,

Such other tasks as the Board of Tducation, School Principal o
supervisor shall deem advisable from time to tine.

Repairss

p S

Make necessary repalrs or adjusiments, tightsning of loose screus,
etc, thabt can bs done with simple tools such as screwsdrivar,
plicrs or adjustsble wrenchs including the replatement of buroken
glass, unless an extension ladder is required.

Emergencieas

1.

St

Lo

Shall respond to emergancies dictated by conditions of an wnusual
nature such as shoveling snovw, spreading de-icing pellebs, nopping
or picking up vater, etga

. .
2t

During swmer months, custodlans shall perform tasks aseigned by
head custodian thal are necessary to propare school buildings
for fall opening of school, These tasks shall include, but notb
be limited toe

3, Boiler and heating systen cleaning,

be ¥loorr stripping and wsxing.

Co GCleaning and relanping of lighiing fixzburas,

do Cleaming and poilshing all desks, chairs, and furnituvre,
‘@, Cleaning and checldng of all wivents,

£, Cleaning and repairing all window blinds,
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Clese C -~ Groundmon

Qualificationss

1.
2o

Must have knowledge of simple tools,

Must be eble to follow verbal and wweiidten instructions,

Supervisions

1.

2,

During growing seascen and at time when thsre is work to

L XA 1

be done on grounds, shall be dirsctly roesponsible to
haad grovndsnan,

then 1t 1s lmpessible cx irpractical to work on grounds or
unds equlipment work,other assignments w wacde,
d ui % work,oth te will be

Dutles and Respensibilities:

1.

20

Perform tasks related to upkeep of grounds, such ast

&
b,
Cs
do
€a
Lo
g
e

Grass cubtiting and edging

Shrubbery trirming

i’lsn’cdng

Heading and mulching

Leaf raking

Athletie flsld maintenance and upleep
Snew removal

Any other tasks assoclated 'ir11 grounds umfe»:—)p including,
if capoble, operation of nowers, tractors, siv.

Perform tasks essigned In off seagson which may includs
cugtodion assipgnment o maintensnce helper sssignment. Under
such clroumstances, job dsscription for assignmsnt prevails,
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Qu i]fJ_'f“'a'(": 59
1. st be able to follow verbal and uwritten instruections.
2. Must te able to identify tools and materials of consbrucbion,
Supervision:
1. Dirsctly vesponsible o hesd of maintensnce.
Duties znd Regponsibilitiss
£ 5

1. Shall perform maintensnce tasks assigned.
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Class D » MATROH.

- Qualifiecatiomss
Jo Must have knovledge of materisls snd standard preactices
nacessary Lo maintain assigned areas in & clean, orderly
Mmannes.
2. Must be able to follow verbal and wmitbm instructions.
Suparvisicas
s Responsible to Head Custedian at all times.

Duties and Responsibilitiss:

Ao

B,

Daily Tasks in offices and spsclal arsas,

b
2,

3o

Yo
5S¢
6.
Te

Dust all furniture and couwater tops.

Dust, wips clean or wasb all windeiy gllls, chair rails, moldlags,
partitians, pictura ranes, telaphones, interce: phenes and
5?531{91'59

Dust 21l walls belew six fest in beight. Vipe cleen and/or wash

as ndcessary, Remove all wrdiing and mavkings from walls,
Vacuisy :J.J earpeted areas.

Emplay pem&i-ah&rpmarso

Empty wastebaskets.

Speb elsan 81l glass on eatrances fp rooms.

Daily Tasks in Washrooms, Lavaterdes and Lecker Roowmsg

1.
20
30

Lo

5,

6.
7o

-

Remove a1l trash,
Sweep floor arsa and wat wspo

Wash walls and partitions to rezove amy writing, ebscenitiss,
md/er pornographbic dramingd.

Clean tellet bowls, tollat seats, tollet bases znd toillet
hardvara. These mugt meet Wigh standards ¢ cleanliness.

Clean sivks and nirrers.
Refill towel and todlet tdssue and ether dispensers.

Clean deor handles and/or door puchers,
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C. Daily Tacks in Halls and Stalruays.
1. Thoroughly clean 1l drinking founbains.
2e Dust or domp wipe handrails, moldings, etc,.
3. Romove writing or marks from walls, lockers, o sther surfoces. -
Ly Spot clean gll glass on entrance dooit.

D Daily Tasks in Cafeteria.

1. Assist in maintaining the clsan and sonitory conditien of the
cafeterdia as direclted by the hesad cusiodian

the tsacherts dining area. iy

2. Assume responsibility for tho clean and sanitary conditicn of

E, Tasks te be doug when necessarye
1, Cloaa the trophy casege.
2. Asslst in emerpensy clemm-iup.
3, Clean omsaz;s and reflll ehallk,
be Da:tt and damp wips guditerdvm shairs,
go Poligh furaifuwra, planes, eis.
6, Assist in delivery of teaching suppliesn,
T. Assist in cleaning of regwlar classroons
F. limltations: | "
1, A matroa zh2ll not bs requirad to eperate any floor machine,

polisher, o mechanical davice of a nalwre that exceeds the
gize of a howo widt. Vacuum cleapars for offize slesning shall

.

be e ¥haolo and eapable of being rolled from place to place.

2. A matrem £hall not he required te use a atepladder or step siteol
highor then 48 nscagsary to extend her xreach boyend B feetb,

3. 4 matren shall not be requlired to lift heavy items,
Maxcimum wedght shall bs that of a 10 quart pail of water,



