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FLSA STATUS: 
Exempt 
POSITION RATING:   
745 
CLASS SUMMARY:   
This is a supervisory classification that is responsible for overseeing the custodial department and health and 
safety programs.  Specific duties include supervising staff, overseeing custodial department operations, 
overseeing health and safety programs, and performing cleaning and maintenance work.   

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
 1. Supervises custodial workers to include: hiring employees, transferring employees, 

assigning work to employees, suspending employees, promoting employees, 
discharging employees, rewarding employees, disciplining employees, adjusting 
grievances on behalf of the school district, directing work of employees, and 
negotiating with employees. 
 

Daily  
25% 

 2. Oversees the overall operations of the custodial department to include ensuring 
workflow, scheduling substitute staff, approving time sheets, coordinating repair work, 
coordinating general maintenance checks on school vehicles, establishing and 
monitoring budgets, and ordering supplies and equipment. 
 

Daily  
20% 

3. Oversees district health and safety programs in conjunction with environmental health 
and safety provider to include serving as the district’s contact person for related 
programs, implementing and monitoring health and safety programs, identifying and 
addressing potential hazards, completing various reports and plans, and coordinating 
training for employees. 
 

Weekly 
50% 

4. Performs general custodial and maintenance duties such as checking boilers, 
cleaning, performing lawn maintenance, removing snow, and setting up for special 
events.  
  

Daily 
5% 

5. Performs other duties of a similar nature or level. 
 

As Required 
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ESSENTIAL SUPERVISORY AND CONFIDENTIAL DUTIES:   

 
1. Hiring of Employees:  Notifies the Superintendent of position openings; reviews applications and 

selects interviewees; conducts interviews; and makes hiring and promotion recommendations to 
the Superintendent (including step placement) for formal approval by the school board. 
 

 

2. Transferring of Employees:  Transfers custodial workers within the same work class to other sites 
on a long-term basis and assigns workers to other sites and positions as necessary on a short-term 
basis. 
 

 

3. Assigning Work to Employees:  Assigns all work tasks to custodial employees; delegates authority 
to custodial workers; determines starting and ending times for custodial workers; determines 
procedures for custodial workers to follow; sets priorities for employees such as determining order 
of tasks; and ensures compliance with collective bargaining agreement and school district policies. 
 

 

4. Suspending Employees:  Investigates allegations of misconduct, monitors employee performance, 
and recommends possible suspensions if warranted 
 

 

5. Promoting Employees:  Makes promotion recommendations to the Superintendent for formal 
approval by the school board 
 

 

6. Discharging Employees:  Recommends the release of probationary custodial workers, if warranted; 
investigates allegations of misconduct and monitors employee performance; and recommends 
possible discharges, if warranted 
 

 

7. Rewarding of Employees:  Provides verbal recognition to custodial employees; makes promotion 
recommendations to the Superintendent for formal approval by the school board; and places letters 
of commendation in employee files, if warranted. 
 

 

8. 
 
 

9. 
 
 
 

10. 
 
 
 
 

11. 

Disciplining of Employees:  Investigates allegations of misconduct, monitors employee 
peformance, and disciplines custodial employees orally and/or in writing 
 
Adjusting Grievances and Interpreting Contract:  Serves as the Level I contact person for the school 
district and recommends disposition of grievances; and makes initial school district decisions 
regarding interpretation of collective bargaining agreement. 
 
Directing Work of Employees:  Directs work of all custodial employees; delegates authority to 
custodial workers; establishes training expectations; ensures that custodial workers follow policies 
and procedures; and conducts yearly evaluations of custodial workers (to be completed when 
evaluation system has been fully implemented). 
 
Negotiating With Employees:  Assists and actively participates on behalf of the school district in 
negotiating the custodial collective bargaining agreement and reviews/compiles confidential 
bargaining data. 
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TRAINING AND EXPERIENCE (positions in this class typically require): 
 High School Diploma, or G.E.D, and three years of general maintenance experience; or,  
 an equivalent combination of education and experience sufficient to successfully perform the essential 

duties of the job such as those listed above. 
 
LICENSING REQUIREMENTS (positions in this class typically require): 
 Pool maintenance license may be required 
 Boilers license may be required 
 Indoor air quality certification may be required 
 
KNOWLEDGE (position requirements at entry): 
 Supervisory principles; 
 Basic budgetary principles; 
 General computer knowledge; 
 General custodial principles and practices, including inventory control and maintenance principles; 
 Applicable local, state and federal laws, rules and regulations 
 Relevant health and safety code issues; 
 
SKILLS (position requirements at entry): 
 Supervising and evaluating employees; 
 Prioritizing, assigning, and monitoring work; 
 Operating a computer and using applicable software applications; 
 Performing custodial duties; 
 Preparing various reports; 
 Monitoring budgets; 
 Performing preventative maintenance; 
 Maintaining inventory of supplies; 
 Implementing policies and procedures for safe delivery of custodial services; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
 
PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:   climbing, stooping, kneeling, crouching, reaching, standing, 

walking, pushing, pulling, lifting, fingering, grasping, talking, hearing, seeing and repetitive motions. 
 Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force 

frequently, and/or up to 10 pounds of force constantly to move objects. 
 Incumbents may be subjected to moving mechanical parts, electrical currents, vibrations, fumes, dusts, 

gases, chemicals, oils, extreme temperatures, inadequate lighting, work space restrictions, intense 
noises and travel. 

 
NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
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