Custodial Year End

Classroom Check List
“Generic Example” given to teachers.  After school ended, there were some non-contract days to explain dates

Name______________________________  Room Number____________

Note:  Having students complete these items in your room prior to leaving for the summer assists us in our efforts toward in-depth cleaning and maintenance tasks.

Custodian *********** will sign-off the following items on Monday, June 8th before you can leave for the summer.
1. Student Locker Clean-out Wednesday, June 3rd. – Have students remove all items from lockers.  Students also remove stickers, tape, writing on lockers and wipe lockers clean.  Use #64 cleaner and allow it time to dwell.

2. ____ Unless you’re going to use them next year, please clear all surfaces, walls, ceilings, blinds, cabinets, doors, boards and windows of unwanted items.

      ie:  hangings, tape, staples, labels and tacks, etc.

3. ____ Have students remove from their desks all stickers, nameplates, tape, gum and clean marks off both the interior and the exterior surfaces.  The way the furniture is left now is the way it will be when you return.  Use #64 cleaner and allow it time to dwell.

4. ____ Remove all materials from the tops of staff desks, tables, file cabinets, light fixtures, counter tops, movable bookshelves and any movable furniture.  We’ll be moving these for cleaning of carpets or refinishing of floors.  Anything under or on windows needs to be removed, so that we can dust the blinds and clean the windows.

5. ____ All pets and plants are your responsibility for feeding and watering.  Please take them home for the summer.

6. ____ Remove all perishable food items from your rooms.  Unplug room refrigerators, wipe out excess water from melting ice in the freezer and leave doors propped open.

7. ____ Cover computers, overhead projectors and media cart equipment. Library computers also get covered.  (Check with ***** for bags)  Teachers are responsible for labeling all computer cords and disconnecting them from the walls.  All A.V. and overhead equipment stays in your classroom.  Please don’t take them to the Library.

8. ____ Provide a list of items needing repairs or special attention.  You may write these on the back of this page.

9. ____ Make a map of your room layout on a separate sheet of paper and post it in your room, if you want your room furniture put back the way it was.

10. ____ Take your food items from the Staff/Quad workroom and Staff Break room, including refrigerators.  We can then defrost and clean them.

Thank you for your help.  Have a great summer!  We’ll start moving furniture into the halls Monday, June 15th.  

