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All positions and responsibilli
defined in the custodial handbook.

The Supervisor of Buildirngs and Grounds 1s respori-
sible for the maintenance and repair of all buildines=
:

. I3

Al grounds. He ur she shall have direct supervision
of his or her maintenance c¢rew and he or she 1s re-
roaralible to the Business Adminilstrator,

The Head Zustodian is charyed with supervision of
21 custodians in his or her building. It is his or
her responsibllity to see thal necessary work is done
proeperly.  He or she 1s responsible t.0 the administra-

bt

Pion of his or he: bullding.

A1l custodiar.- in the bullding are the responsi-

yitity of the Head Custodian., He or she 1s theilr 2~
vicor and will ma-t recommendstions a. to each aﬂ',
ablility to the adm nistrator of the building. wr‘%7oiﬁf

of the custodian's work by any cupervisory employee
shall he dlrewtea to the Head Custodian of the bulldi:
ffor correct ion.

In order to avold unnecessary prollems, all main-
fenance and custodial personnel are directed to f
the above procedures.

Austin ‘E. Lepine
Asst. Superintendent/Ru
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ARTICLE I

RECOGNITION

The_Highland Park Board of Educetion recognizes the
Highland Park Maintenance and Custocial Association as
the exclusive negotiations representative as defined in
Chapter 123, Public Laws of 1974, State of New Jersey,.

for 211 maintenance and custodial personnel employed
by the Board.
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® NEGOTIATION PROCEDURE

Deadline Date

The parties agree to enter collective negotiations in accordance with
Chapter 123, Public Laws of 1974 in a good faith effort to reach
agreement on all matters concerning the terms and conditions of
employment. BOth parties agree to conform with deadlines established
by P.E.R.C. concerning commencing negotidtions. ,

.-. Any Agreement so negotiated shall apply to
all members , be reduced to writing, and be signed by the Board and
the Association. :

Information

During negotiation, the Board and the Association shall present
relevant data, exchange points of view and make proposals and
counter-proposals. The Board shall make available to the Asseci-
ation for inspection at reasonable times that information which
is available to the public.

Agenda

Each party shall submit to the other, at least three (3) days
prior to a negotiation meeting, an agenda covering matters they
wish to discuss. ‘

Non-Reduction of Benefits

Unless otherwise provided in this Agreement, nothing contained
herein shall be interpreted and/or applied so as to eliminate,
reduce nor otherwise detract from any terms and comdittens of
employment existing prior to its effective date.

Modifications

This agreement shall not be modifiei in whole or in part by
the parties except by an instrument in writing only executed

by both parties. . / :

Statutory Savings Clause

Proposed new rules or modifications of existing rules governing
working conditions shall be negyotiated with the majority repre-
sentative before they are established. When an agreement 15
reached, it shall be embodied in writing and -igned by the autho-
rized representatives of the Board and the Association.

If any provisions of this agreement or any application of this
agreement to any employee or group of employees is held to be contrary
to law, then such provisions of applications shall not be deemed valid
and subsisting except to the extent permitted by law, but all other
nrovisions or applications shall continue in full force and effect

-2 - K



GRI' VANCE PROCEDURE

Definition:

A. A grievance shall mean a cldim by an employee that there has been
either a misinterpretaticn, misapplication, or vi:olation of board
policy or this agreement. A grievance shall also mean a claim by
an employee that there hes been an administrative decision ad-
versely affecting him.

B. 1. It is agreed by both parties tha: these procedures will
be kept as informa! and confidential as may be appropriate
at any level of this procedure.

2. Failure at any step of this procedure to communicate the
decision on a grievance within the specified time limits
shall permit the aggrieved party to proceed to the next
step. Failure at any step of this procedure to appeal
a grievance to the next step witain the specified time .
Timits shall be deemed to be aacsptdnce of the decision
rendered at that point.

3. It 1s understood that empioyees shall, during and not-
withstanding the pendency of any grievance, continue to
observe all assignments and applicable rules and regu-
lations of the board until such yrievance and any effect
thereof shall have been fully determined.

4, Since 1t 1s important that griéevances be procéssed as
rapidiy as possible, the number of days indicated at
each level should be considered as a maximum and every
effor?t should be made to expedite the process.

5. ° Any aggrieved person may be represented at all stages
of the grievance procedure by himself, or, at his
Cotl L LY e repreaenfat;ve selected 0r approved by

th@ A55un1atlon

Crisvance Procedure:

£

4 grievance to be considered under this procedure~MQst be
aitiated by the employee within thirty (30) days of the
iéme the employee knew or should have known 0 the. ocLisrENCe .

’ Um:

Any employee who has a grievance shall discuss 1t first
with his immediate superior and buillding principal s
separately or together; in an attempt to resolve Th@
matter informally at tr 5 ?uvel _
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ARTICLE 1V

EMPLOYEE RLIGHTS

Pursuant to Chapter 123, Public Laws of 1974, the Board ag
that every employee of the Board shail have the right to freely o
ize, join, and support the Association for the purpose of engagy
collective negotiations and other concerted activities for their mu
aid and protection.

o

As a duly elected body exercising covernmental power un
Law of the State of New Jersey, the Board agrees that 1t shall
rectly or indirectly discourage or deprive Or CO&rce any emplo
the enjoyment of any rights conferred by Chapter 123, Public
1974, or other laws of New Jersey, or of the United State - 1
shall not discriminate against any employee with respect to N
wages, or any terms or conditions of employment by reason of
ship in the Association, his partiCipation in Assocration
collective negotiations, or his 1nstytution ot any grieva
or proceedings under this Agreement or otherwise with resp
terms or conditions of employment. :

mployee shall be disciplined, reprimanded, or re

Mo e o
ithout just cause. Any such action asserted Dy the Bo
or representative thereof, shall be subject to the grieva
herein set forth.

Wnenever any employee 15 required to appear before
concerning any matter which could adversely affect the cont
of that employee in his employment or the satary or an

ng thereto, then he shall be given prior wr it
asons for such meeting or interview and shall be e

i

entative of the Association present to advise

during such meeting or interview

ot

repre

cept as otherwise provided in this Agream
yisi of Chapter 123, Public Laws of 1974, The H
ducation, hereby retains and reserves unto itself all

, authority, duties and responsibiiities conferred
ted in it by the laws and the Constitution of the St
Jersey and of the United States, including all decisional
regulations of the State Department of Education and Commi
Fdycation of the State of New Jersey.

&

i
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JOINT COMMITIEE

The parties hereto believe that the efficiency of
respective employee's service to the student population
cchools and the welfarc of the employees will be het®o~
by periodic meetings of a Joint Committes wnesetn boih
ployer and the employees may discuss and implement sugg
for improving the services of the empioyees.

The Committee shall consist of the Superintendent
desiagree and two other members designated by the Superi
and three members designated by the Association. The C
shall meet four times per year (September, November, Fe
and Acri1).on the date and time to be mutually determin
members of each committee. Other meetings may be reguested
e#ither group &S necessary.
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FRINGE BENEFITS

General Benefits:

A, Pension

New Jersey State law reauires that all personnel belong
to a pension system. C(ustodrans hired before July 1, 1966
are members of the Teachers' Pension and Annuity Fund, and
all custodians employea after July 1, 1966 must join the
Public Employees' Retirement Fund. These two funds are
almost 1dentical so 1t doesn't make any difference whicn
fund vou belong to. Thne penefits of this tund are too
invoived to explain here, but booklets are avatlable n
the Central Office 11 you so desire.

B. Health Plan

The Board of Education wilt provide i1nsurance coverage
through the Connecticut General Life Insurance Company
as per agreed contract covering healtn, hospital,
surgical and major medica: exnenses.

The Board also agrees to provide Dental Care Benefits
as per égweed contract with a $25 per person deductible
clause, :

Eniraoliments are at the reguest of the employee and
are subject to the contracting company's enroliment
policies and conditions.

The Board of Education reserves the right to change
ins @réﬁﬁe ﬁ&?ﬁ%@f . No employee will recelve a decrease
in benefits as 2 ult of any change.

rice statt shall pe elygible tor

Custediana and Mainter
e the Saiary gquide agreement

~vacations as lizted

In computing vacation years ub tO two years of wartime
military service will be allowad. Personnel employed
after January 1 shali receive no Credit tor that schoo

year,

§
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Vacation poiicy will be administered as follows:

Custodians and maintenance staff will receive vacations
according to senfority. (Years worked in Highland Park.)

A11 vacation time must be tsken during the summer
months or during period wher schools are closed for
vacations. No vacations snhall be allowed the week
before school opening.

Special vacation requests, outside of the times

listed above. must be approved by the Head Custodian,
the school principal, and the Business Administrator.
This also applies to extra vacation time without pay.

New personne® hired dﬁffﬂg the school year (Sent 1)
will be given one day's vacatinn for cacn montn worked
providing he compietes the school year (June 30).

A1l vacation dates are subject to the approval of
the Head Custodian, the buiiding principal and the
Business Administrator.

Summer vacation requests must pe submitted by June 1,
winter vacation requests by December 1. Requests

must be signed by the building principal and submitted
to the Business Administrator for approval of these
dates.

A11 vacations must be taken during the period earned
and are not accumulative,

Night men are not reauired to work days except in an
emergency during the schooi year, During the summer
m%ﬂi%§§ all crews will work days,

Miscellaneous

Custodians zhall be given uniforms up to three per year
as needed.

Custodians shall have 1n esch bu» d ng fouil weather gear
one set per year until adequate gea( 15 purchased,

Painter shall have
Maintenance men will have coveralls as necessary

1

'white" instead of standard uniforms,



TRANSFERS AND PROMOTIONS

A11 job openings shall be posted in all schools before outside
interviews are sought.

Applicants must apply within three da§s ot posting date following
the procedure listed below.

A Transfers

1. School to Schocl ;
A1l requests for transfer from one building to anothew mi-*
be 1n writing to the Business Administratoy e dequest
will be evaluated on the following pasis:

‘Reason for the request.

Evaluation of wock record,

Length of =ervice in the school system.
Approval of principel of building to
which the transfer 15 requested.

D5 U

1. Maintenance Crew
A1l requests for transter rrom o buviding to the maintenance
staff must be in writing 10 tre Business Administrator list-
ing qualifications for trne ¢ ne reguest will then
be evaluated on the follow . no padés;
a. Qualifications for the position.
b. Evaluation of present work record. B
c. Approval of the Superintendent of Buildings and Grounds.
B. Promotions

1. Head Custodian

The appointment of a h=ad custcdian in a building will be at
the recommendation of the buildaing principal in that building.
Length of service will be a faitor 'n the selection but it
will not be the sole factor or the most important. The most
important factor in the selection will be for the person to
meet the requirements :s outiined 'n the Job responsibilities
and qualifications. Tris tan pest pe determined by the pres-
ent attitude and job being done

C. Evaluations

The evaluation of custodian and mainierence personnel 1s intended
to 'mprove building operat un and ma i ntenance. [f 1s also intended
to form the basis for recommen




It is the Prihcﬁpa1“s responsibiisty to bfficia]?y evaluate
each of the men in his building.

Each head custodian is to comp?ete two evaluations on each of
his men; the first one by November 1, and the second one by
April 1. These are to be turned in to the building principal.

The buildina principal will send a preliminary evaluation to
the Business Administrator by November 15. He may send ad-
ditional evaluations as he sees tit.

The official evaluations must be completed by the principal
of the building and submitted to the Business Administrator.
It is suggested that the head custodian and principal co-
ordinate their evaluations, but the second official evalu-
ation must be completed by April 1.

The maintenance sta?i w11l be evaluated by The supes Jisur of

Buildings and Grounds in the same way and meeting the same
date deadlines.

-1l -
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HEALTH ALLOWANCES

Hocpitalization (overage

Ou
Ahs

1.

faN]

[etd

Tined under "Fringe Benef ts'
ences

I1iness

Twelve days per year for personal 17 Iness for twelve
month employees During the t:7st year of employment
and in the year when -etirement has been reguested,
custodians will be allcwed one day per month for 111-
ness. If an employee uses iess than half of the
allowed sick days, two additional days w'l! be added

to the total left tor accumulative purposes  All
unused sick days are cumulative to an uniimited maximum

Personal Days -

a. Two days per year shaili be ailowed tor personal
reasons. Applicatien to the school principal
for personal day. -hai!l pe made at least two
days before takinu such ieave  (Emergencies
excepted.) Reasons tor rejuest a‘e not required
except for the day preceding or foliowing a
school holiday  Prioncipatl reserves the right to
reject such reguestz; his appsoval shalt not be
unreasonably withheid

bh. Three days leave fo+ the death or serious 1liness
of any member of the vnmea ate tamily except that
five days will be aliowed - the death or serious
i1iness of motner, father, spouce, or children,

c. One half-day for tuneral! outside the 1mmediate
household uniess funeral 13 outside 1ccai area.
One day is allowned 107 this.

These days are not cunulative o interchangeable

Terminal Leave

Employees who retire on or after June 30, 1978 shall receive
$15.00 per day for all unused sick leave days, Employees must
give 60 days prior notice of retirement. Maximum payment
shall not exceed 35% of salary.

Fmployee mist be at least 60 years of age or have spent
20 years or more in Highland Park.




ND PARK PUBLIC SCHQGLS |
CUSTﬁDIAL AND MAINTENANCE SALARY GUIDE

1977 - 1979  f' :

CUSTODIAN & AINTENANCE HELPER _ MAINTENANCE ASSTSTANT

1977-18 1977-78 1978-79
8,075 9,600 10,100
8,375 9,900 10,400
8,675 10,200 10,700

4 8,975 10,500 11,000

5 9,275 - 10,800 11,300

6 9,575 9,950 12,200 11,600

9,875 110,250 11,400 11,900

10,175 10,550 11,700 12,200

10,475 10,850 . 12,000 12,500

10 10,775 23,150 12,300 12,800

e 11,480 13,100

fomdh el

fuk

W) 0 e

il

11,075 , ,§§5¢;*13,?50,' 12,600 13,400
11,375 © 31,850 . - 12.700 13,500
11,275 11,950 12,800 13,600

TIONAL: Lol

NIGHT PREMIUM  $300
GROUNDSKEEPER 300
BLACK SEAL 200
HEAD CUSTODIAN: .
HIGH SCHOOL  $1,400
MIDDLE " 1,000
ELEMENTARY ,j/iqff: 800

IME:
~1/2 TIMES REGULAR PAY oVER 40 HOURS PER CALENDAR WEEK.

DOUBLE TIME FDR THANKSGTVING; CHRISTMAS; NEW YEAR'S, EASTER,
INDEPENDENCE DAY, LAZBBR DAY, IF WDRKING ON ACTUAL DAY,

VACATION: 1 - 5 YRS 2 WEEKS
6 =12 YRS: 3 v
13.,-25 YRS: & "
OVER 25 YRS: 22 DAYS




ARTICLE VIX

CUSTODIAL HOLIDAYS - 1977 - 1978

Independence Day
Labor Day

Rosh Hashanah

Yom Kippur

Veterans' Day
Thanksgiving Holiday
Christmas Holiday
New Year's Eve
Washington's Birthday

Asst. Superintendent's Day

Good Friday
Spring Vacation

Memorial Day

13A

July 4, 1977

Sept.
Sept.
Sept.

Nov.
Nov.
Dec.
Dec.
Feb.
Feb.
Mar.

Apr.
bpr,

5,

14,

22,
11,
26,
30,
20,
24,
24,

17,
21,

1977
1977
1977

1077

25, 1977

1977

1977

1978

1978

1978

1978
1978

May 29, 1978



ARTICLE X

JOB QUALIFICATIONS AND DESCRIPTIONS

Supervisor of Buildings and Grounds:

Personal: Applicant must be able to present three
satisfactory references.

Health record must show reliable, responsible

habits. Doctor's examination as to fitness

will be required. Applicant may use his or
her personal physician or the school physician.

Board will stand cost if school physician

is used. - :

Education Ability to speak, read, and write English.
Ability to do elementary mathematics.

Experience Three years of maintzrnance cxperience in all
major areas -- carpentry, masonry, plumbing,
electrical, painting.:

Show evidence of supervisory experience,

Competencies Ability to properly figure and estimdte
costs for necessary maintenance jobs.,

Knowledge of available materials and methods
needed to complete assigned jobs.

Ability to direct other employees and
maintain morale.

Exhibit courteous, professional attitude
toward staff, pupils, and public.

Be able to write and keep records.

Knowledge to demonstrate and perform the
various types of work required of mainten-
ance and custodial personnel.

Ability to direct and evaluate the per-
formance of all personnel under his or her
supervision.

Responsibilities

1. The coordination of the ordering of
custodial supplies and equipment.

2. The overall maintenance program as follows:

a. The submission of budget needs to
the Business Administrator.

b. Caicuiating and ordering the neces-
sary supplies for maintenance work.

c. Completing the necessary repairs
himself or directing the other

members of the maintenance staff
in all areas of maintenance.

- 14 -



d  Reporting to the Business Admin-
1strator all needed repairs which
must be contracted for.

e. Maintaining regular service on
all equipment such as fans, blowers,
etc,

3. Be avairlabie for emergency calls at
any time, day or night.

4. Coordinate the removal of snow as dir-
ected in the snow removal procedures.

5. Work with the school principals and head
custodians to see that al? —g¢ooss
maintenance repairs and custod1a] tasks
are completed with a minimum of inter-
ruption of the nurmal school operation.

6. Inspect all puridings and equipment on
a regular basis. Call needed cleaning
and repairs to attention of proper
supervisor, starting with head custodian
of buiiding

The Supe%visor of Buildings and Grounds 1s directly responsible
to the School Business Administrator



Maintenance Assistantis

Personal Appiicant must be anie to present three
Csatistactory cererenies,

Health record mwst -now reliable, responsible,
habits  Doctos s examination as to fitness
will be regu e - Appiicant may use his or
her personal prys:cian or the school physician.
Board w 1! »lana tne cost i1 school physician

1S uned

, rcad, and write Enalish.
nmentary mathematics.

Education Abiiity 1o spes
Abil ty 1o ¢

Experience Three years ot oo nionance experience in all
major areas--Larpentry, masonry, plumbing,
elect-i1vatl, pa mi.ng

Competencies  Knowledge of dvasianic materials and methods
nneded Lo conpiete a.s.oaned jobs.

Exhipit courtecss, protessional attitudes
toward :raft, o 5, and public.

Be abie o
from Superint

nd and carry out instructions

Have abit :t, 1o oo foom assigned tasks in a
skilled, care7 0 e

‘i iy where nere needed when
Lasks.

Have supBivisis s
performing alluioie

Responsibilities

L. Maintenance . 45 assigned by the Super-
vino of B wi> and Grounds or the
Sehoot B ovess Administrator on a work
grder hasos

2. Supstituting g0 a4 putiding custodian
or bus dor.e o ocase of an emergency.

iy -

A%



Maintenance Heiper

Personal

ant must pe able ro present three
Satistaltury velfeqences

Healin retorg mu
habits. Gt
will b ot
her persona
Board wiil
used

reiiable, responsible-
natton as to fitness
Appticant may use his or
cvan or the school physiciang
cst ot school physician is

§e
s.

Education Abt i1y
Abviity

o e

. and write English
y mathematics.

Experience Mus i hawve had o0 SxDe 18NCe 1n maéntenanﬁe
& cas And denunstrate an interest in Thog

type

Competencies:

protessional attitudes
pois L cad public.

Abiiitly 1o 10 tow So-sctions as assigned

Responsibilities:

P. He' o onoany o amed maintenance wovk,

‘ding custodian
an emergency.

3. Auuisting in ocrow cemoval as required.

gencies to assist
tdings and Grounds.

Maintenance heipers
of Buildings and wrounds

Lo

~egtly  to Superwisor



Head Custodian

Personal "Appliicant must pe sble 10 present three
satistactory 4b?€?€ﬁx%a§

Health record must show ¢27iable, vesponsinie,
habits  Doctor s examinacion as to fitness
wii. be regiived.  Applicant may use his of

her personet phys Cian Of thne 5CNOST physician;
Board wiil stand cost it school physician s used.

Education Ability to spesk, ‘@é{
Ab1tity to do eiemen!t

, and write Engls
A7y gtﬁ{fc‘f?iat‘uu.

Experience: 1. Must nave at ‘east [hree years exper: Fﬁué
as a school ov tnoustoual custodian.  Thi
cequ ement can be wa o ved 1f appﬁ?ﬁimw@a

from within The s

e
Siier Lrennsn

Competencies: 1 Exn:bit Courtecus, protessional atistude
towara staft, puptls, and public.

[aN]

Show at 13ty 1o dred: Qefﬂﬁﬁﬂef Jﬁ@e nis
ov he supervision n a reasonable, fai<,
competent mannes

3. Abrlity to xeep requi‘ed, accurale records.

Be able Lo dedionstirale ¢ knowiedge of he
different types o1 we k Lo be done by Custo-

dians da~ wely a- o xnowledge of the standards
of service Tral may De véasonable expected,

e

Ability €0 pe 10w ne xssary cusiodial Jobs
witlnto nis o0 nes guroosdicld

Responsibilities

1. Prepa s written work schedule
postLions undey hos Lr ner sape?viszgﬁs
including nead Lustodlan.

2. Direcy andg supe
and, o matrons
Sgine

[F%)

Written requisit.ons Tor Custodial supplies
and equipment

4. Written veguisition. tos plant maintenance
needs (10 be Torwarded trcough busiding
princinai}. in cases OfF ?% gency, the
cequired servioe o parts should oe reported
divect 'y 10 sapervises of Buiidings and
Ground:

5 Smaii - tems needed srould be purchased di-
reztiy from designated supp)
the ap roval ot Lhe

6  Maxe asatarpent: and xeeping of
‘ GuerlToe 48,@*d§ ror themseives and assistant
CuStHTans engaged 10 Duiiding service,

B3
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10.
11.

12.

13.

14,
15.
16.

i7.

Keepino an inventory of custodial
supplies and equipment,

Reporting to the buiiding principal
cases of -

&  vandalism

b. failure of assistant custodians
and/or matrons to perform sat-
isfactorily under his or her
direction.

insubordination of as~is*ant

~custodians or matrons.

d. accidents and injuries to
school personnel on school
property.

e. special buiiding needs.

[9)

Complete responsibility for the school plant.

Recs1ving and checking of <0 o oog
materials as directed by tne griﬁcipaE

Snow removal a: cutiined in the Snow Removal
Procedure. :

Setting up the vacation schedule and submitting
it to the school principal and Business Admin-
istrator for approval

Seeing that the scnool grounds are in satis-
factory condition &t ali times, including
the lawn and hedge areas as well as policing
the total schoo! ar=a.

Checking the boiler and cateteria refrig-
eration once per day while 17 15 operating,
including 3aturdays, Sundays end holidays.

Make regular periudie chetks of puilding
and eguipment. See that normal inadequacies
are corrected Tmmed ately.

Consult with and carry oul sugcesiions made
by Supervisor of Buldings and Grounds.

Peripdically visit buridings during the
evening for proper supervesion of night
custodians .

The Head Custodian 1s directly responsivie to the school
building admimistrator



&

Custodian:

Personal

Education

Experience

Applicant must be able to present three
satisfactory referenves.

Health record must show reliable, responsible

“habits. Docror's examination as to fitness

will be requived. Appiicant may use his or
her personal physician ur the school physician;
Board will stand cost 11 school physician is used

Ability to speak, read, and write English.

Ability to do eiementary mathematics. .
Have knowledge of basic tools and their use.

Competencies 1. Generat housekeeping.
2. Minor repaits
3. Security services.
4. Ag seable personality: meo® s e wapacity
to get along witn chitdren.
5, Abiiity to atcept zupervision and take
airection.
Responsibilities

1 General Housekeeping. The custodian will be
responsible for the cleanliness of those
areas of the schooil assigned to him by the
Head Custodian and builiding principai. These
duties will ‘ncluge:

a.  Sweeping, mopping, scrubbing, stripping,
and sealing floors.

b, wWashing, polisning, and dusting furniture,
doors and frames, window frames and sills,
window shades and blinds, chalkboards,
bookshelves, elc.

¢.  Cleaning glass and replacing broken glass.

d. Cleaning plumbing fixtures of various
types--s ks, drinking fountains, toilets,ect,

e. Brushing, dusting and washing of walls,
pactitions and ceilings.

. Washing, pclishing and dusting of Tockers.

g. Cleaning custodial tools and eguipment.

h

i

Sweeping sidewalks.
Fiooy painting and Touch-up areas as assigned
by the Head Lustodian and building principal.
3. Mingr repairs to furniture and equipment
Such as.

tightering screws and nuts.
A us furniture and eguipment, etc.

s assigned for use.
closing windows, tocking

3

in the ngvmal course of
in attendance for outside

dog s . poiie
WOV 0y Do
act. . tties
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3. ‘Néscéﬁﬁaneous Services such as moving furniture
setting up and taking down of folding chairs,
snow removal, unloading and storage of supplies,
etc. : ‘ '

4. A1 custodians shall be required to follow
assigned work hours. Changing of or
shortening of work hours may take place only
with the approval of the head custodian,
administration of school, and Business Admin-
istrator. -custodians not fulfilling required
work hours shall be liable to disciplinary
action.

It should be understood by the cystodian that the
work schedule set by his or her head custodian is
only an outline of the work that he or she is ex-
pected to perform. This schedule repwrcents L2
MINiMUM amount of work that .as bi required. The
custodian should expect additional assignments
gither written or verbal, from his or her head
custodian over and above those covered by the
schedule sheet.

The custodian is directly responsible to the Head Custodian
of his er her building.
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Duties off Gr6Uﬁdskeéper - High School

Before Spring'Season‘

1,

(=]

O o~

10.

11,
12.

13.
14,

16.

A W B A
- s dgrifly-each season and all areas as need
- arises and reported.

.,
e

A11'damaged equipment necessary for spring use
shou1d be repaired and nainted where necessary.

Wire fence pulled tight,

Bleachers erected for baseball and track
areas where desfgnated,

Baseball field made ready for spring use.
(Especially mound and home plate area.)

Track made ready for spring use

Backstop for baseball erected and put out.
(First week in March.)

Hurdles put out on straigh®t-away.

Judges' stand brought out.
Broad jump pit turned over.

Raoped areas for track should be set up
and fixed (Hi@h jump, pole vault, broad
jump, judges' area).

A1l fields chould be limed and fertilized,
possibly aerated also.

Clock mechanism on scoreboard changed
for track. :

Small benches put out on field,

Weeds should be removed and area cleaned

up after winter.
Spééﬁ?ia 3@b§ dOﬁ$ as reported and necessary

Repair of bieachers and pa1nted as necessary
to keep in good condition always.

Apri?ulst to End of Season:

1.

2.

3.

Brass cut when necessary.

Fields that are available and not in use
should be watered when necessary.,

If no rain over a period of time, track
will need watering.

-~ 22 -
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Baseball Varsity infTield shouvia be dragged
eyery morning - home oiate and pitcher’s
mound repaired aatly and bases put out.

For Game Days:

Varsity infield dragoed, rolied, mound
and home piate area packed, Tines put
down., Jay-vee tieid dragaed, lings and
bases put out and home piate and piteher’s
mound fixed.

Track ‘Day of meet, track must pe dracged,
roiled and necessary 1
Lines fixed for ¢i:
shot-put areas.

Areas stiould be kent ciean nf oo o
after contests. End ur season: Desig-
nated equipment Drowant in and put away.

Summer Months

Fields and survound!ng & eas Musl De
watered and grass cut regulariy., Base-
ball diamonds made -sady for use.

Track made ready for use 17T necessary.

Before September lsti.

After recrealion D
bleachers should pe

Psover,
ed for footne!l.

Scorebhoard changeo for footbail.

Goal posts erected on tootpall Tieid,

A1l tootball cnaraing sleds shouid be

repaired, painted, pads pul on and out
out on tne field arean.

September 1st to end of fali see-on

Daily for P.E Clauses:

Targets out Tor a0
P.E. Fielas tined To
nated by instructor.,

Area should be kept clean of papers,
dirt, and other debris, expecially
under bleathevs. ’

Football 1
Varsity o

i
P e
H

¢lass as desig-

Field tinea and cut,
&%ﬁeﬁ aveas Fixed and Tonces kepl
17 g:(}ﬁé%i [N ¢




- Day of Varsity Gamet

Equipment must be put out--sideline
markers, flags, P.S. System and all
other necessary equipment. After
‘game, all equipment must be removed
and put away.

For Monday and Friday home games,
‘necessary equipment must be taken
out to get field ready for game.

Grass should be watered and cut
as necessary on available areas.

End of Football Season

1 fields should be aerated, seedadf
limed, and fertilized afler ine Thanks-
g*ving Game.

Bleachers taken down and stored, sleds
taken in and stored.

Groundskeeper should check with the Principal, the
Director of Athletics, and the Physical Education
Department Chairman for any further instructions.

During the winter season (Dec. 1 - March 15), the
Groundskeeper will be assigned to the High School
for athletic equipment repairs and anv other
custodial and maintenance assignment. He or she
shall act as substituté custodian during vacations,
or any long term absence as required in the school
system, day or night.
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1T.

PROCEDURES
AL

General - Maintenance and Custodian

The following procedures are meant to ciarify
the roles and relationships of the custodians,

maintenance personnel, principals and the
Business Administrator.

1.

A1l custodians in a given school are responsible

to the buildinag principal for their work assign-

ments, both inside and outside of the buildina,

Head Custodians shall keep an accurate inventory

of custodial supplies and eauipment. Needed
materials should be ordered, in writing, throuah
the Supervisor of Buildings and Groinds o iviag
ample time to acquire seafie,

A1l requests for work of & maintenance nature,
either repairs or improvements, are to be made
on the provided work order form, The order
must be approved by the principal or his
designated assistant and the head custodian,
Emergency repairs would be the exception.

A1l maintenance personne! and head custodians
should receive job sheets. n writing, for
special assignments.

Any custodian who cannot report For work
should contact the burliding principai or
his or her designatea representative.

Any maintenance man who cannot report 1o
work should contact the Supervisor of
Buildings and Grounds or the Central Office.



Snow Removal

1. It shall be the resvonsibiiity of tha head
custodian to see that the si1dewalks are
cleaned in time for schooi to open in the
event of snow. Tnis may be accompiished
in any one or combination of ways:

a. The normal day crew may start
at the nour necessary in the
morning Lo comp . ete the job;
gitner the normei time or eariver,

b. The whole Crew or any part nec-
essary to complete the job may
come in the night pefrrz,

C. It 1s the responsibiiity ot the
head custodian o call individuais
required to get the job compieted.
If no call 1s forthcoming, custo-
dians shouid report at their
reqgular time.

d. The maintenance craw will plow
the parking areas and the sidewa ks
wherever possibie. The custodie!
staff will be cesponsible 1o all
areas not plowed by maintenance ofew.

2. In the event the schoois are closed because ot
snow, the Supervisos of Buildings and Grounds
will contact the heada custodian in each school.
It 1t 15 1mpossibie for custodians to get 1o
work, the Head Custodian wiil advise itnem as
to when the snow removal will be undertaken.
The night crew may work tnelr normal shift or
hours designated by the head custodian if
deemed necessary,



Wwork Orders

The estabiishment ot a procedure TOr maintenance
work 1s inténded to create an orderly A1sposition
of repair work and improvements. It allows for

the assignment of the maintenance crew On d priorily
basis as well as making all parties concerned aware
of the necessary repairs and improvements. 1l aise
allows for cost anaiysis when appropriate, '

In requesting work of & maintenance nature, the
following procedure should be followed:

1. Complete the "Work Reouest" form describing
the work as accurateiy as possible.

2. The building princival and the head custodian
will <7¢n the request, keep the i e
and forward three copies to ine central otf:ce.

3 The central office will aporove or deny the
request  The yellow cony will be returned
to the Head Custodian of the school; the
aold copy will be airwen to the Supervisor
of Buildings and G ounds for assignment,
and the pink copy -emains in the centrai
affice

4. Upon completion of the assigned work order,
maintenance versormel will have his or her
copy signed by the schooi administralor or
the head custodian (include the date). He
or she will sign the yellow copy (1nclud-
ina the date). The maintenance capy 1S
then returned to the Supervisor of Buiidings
and Grounds who will pe rasponsible tor
getting it to the Lentra}l Office.

5. The Central Office will review Work orders
not compieted with the Supervisor of
Buildings and Grounds at least once a month.

6. The Supervisor of Buildings and Grounds wiil
file a written report at the end ot each
month of all work iccompiished in eath
school. A copy of work completed in his or
her school will be forwarded to the sLhool
administrator



ARTICLE «x1

DURAT i 0N

This agreement shall become effective July 1, 1977
and will remain in full force and ettective untii
June 30, 19709,

In witness thereof the parties have here unto
affixed their signatures.

Highland Park Board of . Highland Park Maintenance

Education « & Custodial Association
- > s

By /™ I L A e B}»«x s i
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