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The mission of East Stroudsburg Area School District Custodial Department 
is to provide a clean and safe environment for students, faculty, staff and visitors 
while maintaining facilities at the highest standard possible with the resources 
allotted.  
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OUR DISTRICT, OUR DUTY 
 

A clean school ensures a positive and healthy environment 
for everyone involved. Show your school pride with a clean facility that fosters 
productive learning and positivity. Work together as a team to ensure that 
everyone does their part to make your school a clean and safe place to learn. 

 
As custodians, you are the “first line of defense” not only when it comes to 

environmental services but also preventative maintenance. All custodians are 
responsible for changing ceiling tiles and light bulbs in their assigned areas. If 
you notice a maintenance issue anywhere in building it is your duty to report the 
issue to your immediate supervisor.  
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DAILY CLASSROOM CLEANING ROUTINE 
 

• Check lights – if any are out, please replace.  
• Empty trash receptacles – liners must be changed every day 
• Empty pencil sharpeners  
• Sanitize sinks, counters and restock paper towels  
• Clean whiteboard using whiteboard cleaner or streak-free cleaner 
• Straighten desks and chairs 
• Sanitize desktops and chairs with disinfectant  
• Dust mop the entire room  
• Spot mop floors when needed 
• Vacuum floor, where carpeted, 2-3 times a week  
• Spot clean carpets as needed 
• Clean classroom door glass  
• Close and lock all windows, turn off lights and lock doors 
• Report any maintenance issues in writing to your custodial supervisor 
• Sanitize all classroom touch points with disinfectant  

 
o Door knobs 
o Faucet knobs 
o Cabinet knobs 
o Light switches 
o Desk tops 
o Chairs 
o Pencil sharpeners 
o Locker/cubby area 
o Hand sanitizer pumps 

 
WEEKLY CLASSROOM CLEANING ROUTINE 

 
• Dust all surfaces, including all bookshelves, ledges and window sills, ledges  
• Clean marks off walls  
• Clean classroom windows 
• Dust blinds and shelves 
• Clean trash receptacles with disinfectants 
• Use backpack sprayer to fog classroom with disinfectant 
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DAILY RESTROOM CLEANING ROUTINE 
 

• Check lights and replace burnt out bulbs 
• Restock paper towels, toilet tissues and soap dispensers 
• Empty all trash receptacles and change liners  
• Girls restroom – replace bags and sanitary napkin receptacles 
• Clean mirrors and any stainless surface with streak-free glass cleaner 
• Clean and disinfect sinks 
• Clean and disinfect toilets and urinals 
• Clean marks off walls and stalls 
• Disinfect touch points on stall doors and walls 
• Mop floors with a disinfectant cleaner  
• Disinfect door handles and hand dryers 
• Spray all sinks, toilets, urinals and trash receptacles with disinfectant spray  

 
DAILY LOCKER ROOM CLEANING ROUTINE 

 
• Check lights and replace burnt out bulbs 
• Restock paper towels, toilet tissues and soap dispensers 
• Empty all trash receptacles and change liners  
• Girls restroom – replace bags and sanitary napkin receptacles 
• Clean mirrors and any stainless surface with streak-free glass cleaner 
• Clean and disinfect sinks 
• Clean and disinfect toilets and urinals 
• Clean marks off walls and stalls 
• Disinfect touch points on stall doors and walls 
• Mop floors with a disinfectant cleaner  
• Disinfect door handles and hand dryers 
• Spray all sinks, toilets, urinals and trash receptacles with disinfectant spray  
• Disinfect all shower fixtures including shower handles 
• Disinfect locker touch points 

 
WEEKLY LOCKER ROOM CLEANING ROUTINE 

 
• Clean out drains in shower area 
• Dust tops of lockers using dust mop 
• Use backpack sprayer to fog room with disinfectant 
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DAILY MAIN ENTRANCE, EXITS AND VESTIBULES CLEANING ROUTINE 
 

• Check lighting including exit signs – replace burnt out bulbs 
• Clean all doors and windows 
• Vacuum all entry mats and carpets 
• Mop all floors  
• Disinfect door handles and vestibule touch points 
• Clean all showcase glass, if applicable 

 
WEEKLY MAIN ENTRANCE, EXITS AND VESTIBULES CLEANING ROUTINE 

 
• Dust all ledges, heaters and vents  
• Dust tops of showcases, if applicable  
• Use backpack sprayer to fog with disinfectant 

 
DAILY OFFICE/ADMINISTRATION CLEANING ROUTINE 

 
• Check lights – replace burnt out lightbulbs, when needed 
• Empty trash receptacles, including paper shredder can 
• Change trash liners 
• Disinfect counters and sinks  
• Clean windows and window sills 
• Vacuum all areas 2 to 3 times a week as needed 
• Disinfect all touch points 

o Door knobs 
o Ledges 
o Chairs 
o Communal desk tops 
o All areas of copy machines, including touch pads and keyboard 
o Communal cabinet knobs 
o Communal refrigerator door handle 
o Light switches 

 
WEEKLY OFFICE CLEANING ROUTINE 

 
• Dust mini blinds, vents, tops of cabinets and baseboards 
• Use backpack sprayer to fog with disinfectant 
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DAILY HALLWAY CLEANING ROUTINE 
 

• Walls – clean all marks off walls 
• Clean windows, window sills and showcases, if applicable 
• Empty trash receptacles 
• Change trash liners 
• Clean and disinfect water fountains, including nozzle and buttons 
• Check lights and replace burnt out bulbs 
• Dust mop all halls  
• Spot mop or auto scrub 
• Disinfect all locker touch points, if applicable  

 
WEEKLY HALLWAY CLEANING ROUTINE 

 
• Dust tops of lockers, vents and showcases, if applicable 
• Use backpack sprayer to fog with disinfectant 
 

STAIRCASE CLEANING ROUTINE 
 

• Dust mop/vacuum/wet mop daily 
• Clean all ledges and handrails with disinfectant daily 
• Remove marks from walls and kickplates daily 
• Clean windows with streak-free glass cleaner daily 
• Disinfect all door panic bars or door handles  
• Use backpack sprayer to fog with disinfectant 
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SCHOOL EVENTS CLEANING ROUTINE 
 
Prior to event: 

• Set up event as per approved Use of Facilities form 
• Spot clean and disinfect restrooms in effected areas 
• Hallways – dust mop or auto scrub 
• Clean and disinfect water fountains 
• Empty trash cans – replace trash can liners 
• Spot clean and extra rooms needed for event 
• Make sure all doors are open and lights are on at least one-half hour prior 

to event 
 

** THE ABOVE TASK SHOULD BE DONE AS A TEAM/ALL INDIVIDUALS ON EACH SHIFT 
SHOULD PARTICIPATE TO PREPARE FOR EVENT ** 

 

During event: 
• Introduce yourself to activity coordinator and establish a form of 

communication 
• Disinfect touch points every thirty (30) minutes  
• Disinfect touch points in bathrooms every thirty (30) minutes and restock 

paper towels/toilet tissues as needed 
• Empty garbage cans as needed  
• Disinfect touch points on garbage cans 
• Touch points include: 

o Door panic bars and handles 
o Bleacher railings  
o Staircase railings 
o Elevator buttons, if applicable 
o Water fountains 
o Bathroom faucet handles 
o Hand dryers 
o Soap dispensers and hand sanitizer pumps 
o Touch points on bathroom stall doors 

 

After event: 
• Clean and disinfect restrooms in areas affected by the event, in 

accordance with the aforementioned Daily Bathroom Cleaning Routine 
• Hallways- dust mop or auto scrub – clean and disinfect water fountains 
• Clean any additional rooms affected by the event in accordance with 

the aforementioned Daily Classroom Cleaning Routine 
• Empty trash and change trash can liners 

Use backpack sprayer to fog affected areas with disinfectant  
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GYMNASYUM CLEANING ROUTINE 
 

• Check all lights, including exit signs, and replace all burnt out bulbs 
• Empty trash and replace trash can liners 
• Dust mop floors and only use properly treated mop heads 
• Damp mop when needed 
• Use BONA system to properly clean floors as needed 
• Clean and disinfect water fountains 
• Use backpack sprayer to fog with disinfectant weekly 

 
WEIGHT ROOMS CLEANING ROUTINE 

 
• Check all lights, including exit signs, and replace all burnt out bulbs 
• Empty trash and replace trash can liners daily 
• Clean mirrors with streak-free glass cleaner daily 
• Disinfect weight benches and exercise machines daily 
• Sweep and spot mop floors daily 
• Use backpack sprayer to fog with disinfectant biweekly 
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LIBRARY CLEANING ROUTINE 
 

• Check all lights and replace burnt out bulbs 
• Empty trash and replace trash can liners daily 
• Vacuum thoroughly daily 
• Dust shelves bi-weekly 
• Use backpack sprayer to fog with disinfectant weekly 
• If the library has a lounge area - Use disinfectant spray to disinfectant 

spray to disinfect sofas/fabric furniture daily 
• Disinfect all touchpoints daily 

o Desktops 
o Door handles/panic bars 
o Chairs 
o Ledges 
o Light switches 
o Printer/copy machines 
 

DISINFECTING COMMUNAL ELECTRONICS ROUTINE 
 

When cleaning and disinfecting communal electronic devices, such as 
computers and/or Chromebooks, use Fullsan II Disinfectant Cleaner. Spray 
Fullsan II on a microfiber cloth and wipe the device clean. Do not spray cleaning 
products directly on electronic devices.  
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CUSTODIAL CLOSET STANDARD 
 

• Custodial closets should be cleaned daily at the end of each shift 
• Mop heads and buckets must be cleaned after each and every shift 
• Large garbage cans must be disinfected weekly 
• Slop sinks must be cleaned weekly 
• The below listed items should be in your cart at all times: 

o Dust mop 
o Broom 
o Dust pan/whisk broom 
o Rubber gloves 
o Rags 
o One spray bottle clearly labeled “FULLSPARKLE GLASS CLEANER” 

• Full Sparkle Glass Cleaner – use on windows, mirrors, glass, 
stainless steel, chrome.  

o One spray bottle clearly labeled “FULLSPARKLE HEAVY DUTY 
CLEANER”  

• Full Sparkle Heavy Duty Cleaner – cleans and removes 
greases, oil, dirt, grime, etc. 

o One spray bottle clearly labeled “FULLSAN II DISINFECTANT CLEANER” 
• Fullsan II Disinfectant Cleaner – use for disinfecting areas as 

indicated above 
o Can liners 
o Feather duster  
o Plunger 
o Whiteboard cleaner 
o Cleaning swab clearly labeled “TOILETS AND URINALS ONLY”  
o Cleaning swab clearly labeled “SINKS ONLY” 
o Vacuum cleaner 

• ESASD standard cleaning products are as follows: 
o Fullstan 
o Fullsparkle Heavy Duty Cleaner 
o Fullsparkle Glass Cleaner 
o Concur 

• Make sure your cart is stocked at the end of your shift 
• Make sure all buckets and spray bottle contents are marked clearly  
• Vacuum bags must be emptied weekly 
• Electrical panels should not be blocked in custodial closets 
• Make sure your closet has an SDS book and it is up to date  
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CLEANING PRODUCTS 
 

 All cleaning products at ESASD have an SDS (Safety Data Sheet) in a 
binder located in the custodial closet. Please make sure that you review these 
documents because they contain very important safety information such as 
product name, emergency contact numbers and health hazard data. If you 
discover a cleaning product in your inventory that does not have an SDS, notify 
your immediate supervisor immediately and I will provide the necessary 
information.  
 

All custodial closets are set up with automatic dilution control systems for 
dispensing chemicals. Please use these systems so the proper dilution rate is 
achieved. Overuse of chemicals will cause unacceptable build-up, hazy finishes 
and will cost the district extra money in supplies. Always handle chemicals safely 
by reading and following all directions. Annually every dilution control system, 
district wide, will be serviced by a licensed vendor. Again, please read and 
follow all directions. NEVER mix chemicals together. Keep all containers cleary 
labeled.  
 

When using cleaning products and equipment, it is important to follow 
safety guidelines and the product/equipment instructions. Some cleaning 
products, such as disinfectants, have a specific contact time. A disinfectant 
contact time is the time necessary for the product to be on a surface in order to 
kill bacteria/viruses. At ESASD, we use Fullsan II Disinfectant Cleaner that has a 
contact time of ten (10) minutes. 
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DAILY CLEANING RECORD 
 
 Every room in each building will have a DAILY CLEANING RECORD.  This 
checklist is to be filled out any time a custodian cleans the area and/or 
disinfects touchpoints. Once the record page is full it must be given to your 
immediate supervisor. A blank one is then to be put in its place. The supervisor 
will retain the records until the end of the fiscal year. (See resource pages for 
copy of the Daily Cleaning Record) 
 

TIME MANAGEMENT 
 

One of the important keys to success in cleaning your assigned area is to 
understand and use proper time management. You must prioritize your duties 
and spread them out over the workday. If you are unable to complete all duties 
in your area on your assigned shift, you must prioritize the cleaning routines. For 
instance, disinfecting classroom touch points and cleaning bathrooms take 
priority over vacuuming and dusting.  It is very important to use your time 
efficiently and manage your area wisely.  
 

On nights that activities or events take place at your building, it should be 
common practice to touch up that area prior to the event at the start of your 
shift. The rule of thumb for the evening of an event would be to touch up your 
classrooms and hallways knowing that you will need to spend more time 
cleaning up the event area. The minimum requirements for your assigned area 
on the nights of an event are: (1) all trash is to be emptied and can liners 
changed; (2) that restrooms are thoroughly cleaned and disinfected; (3) 
hallways are thoroughly cleaned, and (4) office/classroom touch points are 
disinfected. Under no circumstances should you compromise restroom 
cleanliness and disinfecting touchpoints throughout your assigned area. The 
toilets/urinals/sinks must be properly sanitized, mirrors need to be cleaned and 
the floor sanitized by thoroughly mopping or auto scrubbing.  
 

One other function of time management is to make the least number of 
extra trips through your area. Plan your shift by making sure you have enough 
supplies on your cart. All of the equipment you need should be with you. The 
fewer trips you make back and forth to the supply closet will always result in 
more time to accomplish your assigned tasks. 
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CUSTODIAL EQUIPMENT PROTOCOL 
 

Before using equipment such as carpet cleaners/extractors or auto 
scrubbers, you must fill out the provided Pre-Operation Checklist. This process is 
to ensure that the equipment is in proper working order before beginning your 
task. Before return the equipment you must clean it thoroughly after every use 
and fill out the provided Post-Operation Checklist. 

Name:         

Equipment:         

PRE-OPERATION CHECKLIST  

o Check the battery fluid and charge level  
o Check the tank cover seals for damage and wear  
o Check the condition of the scrubbing brushes 

(Remove any string, banding, plastic wrap, or other debris wrapped 
around them)  

o Check the squeegees for damage, wear and for deflection adjustment  
o Check the vacuum hose for debris or blockage  
o Drain and clean the recovery tank  

POST-OPERATIONAL CHECKLIST  

o Clean the solution and recovery tanks  
o Clean the vacuum fan inlet filter  
o Check the scrub head and brushes for banding, plastic wrap and twine  
o Check the squeegees for damage or wear  
o Check the vacuum hoses for debris or blockage  
o Check the battery charge levels to determine if the batteries need 

charging  
o Check the fluid level of all battery cells and place the machine on the 

charger, if needed  

List below any problems that occurred during operation.  

OPERATOR ____________________________  DATE ____________________ 

SUPERVISOR __________________________ DATE ____________________ 
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DAILY CLEANING RECORD 
 

 

Area:         
 

Date/Time Print Name Daily 
Cleaning 

Touch Points Signature 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  
£  £  

 

  £  £   

  £  £   

 
When record is full, please submit to your immediate supervisor. 
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Copy of Google Form Document Titled “Cleaning 
Product Registration Form” 

 
This document will be used by non-custodial personnel in the event that they are 
requesting to introduce a new cleaning product into ESASD environment. 
 



 


