
DeSoto Parish School Board 



Custodial Handbook 
 

 
Universal Precautions 

 
• Always wear protective gloves. Do not use gloves that have holes or tears. 

 
• Items that have been contaminated by body fluids should be discarded, if possible, by sealing 

in leak-proof plastic bags. If they cannot be discarded, use as strong a disinfectant as possible 
consistent with the proper use for the type of disinfectant protection of the surface being 
cleaned. 

 
• Wash your hands carefully after finishing the task and removing the gloves.  Never touch any other 

surface, ESPECIALLY your own face, with contaminated gloves. Discard gloves after use. 
 

• Treat all body fluid spills as if they were contaminated. 
 
Classroom Standards 

Floor Coverings 
1. The floor will be free of all debris including corners. 
2. Carpeted floors will be vacuumed daily. 
3. Spots and gum on all floor coverings will be removed upon discovery.  
4. Floors will be swept daily. 
5. Floors will be wet mopped weekly. Spots and stains will be removed 

daily. 
 
 
Walls/Wall Coverings. 
1. Dust and remove all smudges and fingerprints. 
2. Wall coverings will be dust free. 
3. Pencil sharpeners will be emptied daily. 
4. Any tape on walls will be removed daily. 

 
  
Ceilings 
1. Remove cobwebs daily. 
2. Look for and replace burned out light bulbs. 
3. Replace damaged ceiling tile. 
4. Water stained or spotted tiles will be replaced as found to prevent mold and mildew problems. 
5. Replace damaged light covers immediately when discovered. 
6. Clean all light covers/globes when dirt or debris reduce the amount of light needed for the area. 

(Minimum semi-annually) 
7. Return vents and discharge vents will be dust free.  



  

Windows/Window Sills 
1. Windows will be free of fingerprints and smudges, tape, etc. 
2. Cobwebs removed daily. 
3. Windowsills will be free of dust and debris. 
4. All windows are to be closed and locked nightly. 
5. All broken or non-functioning hardware need to be reported to head custodian. 

 
Furniture 
1. All flat surfaces will be dusted daily. 
2. A11 classroom furnishings will be free of graffiti, gum and dust. 
3. Teacher desks will be dusted daily without disturbing instructional material. 
4. All secondary exits shall be kept free of obstructions and accessible. 

 
Trash Receptacles 
1. Emptied daily and replace liner when torn or dirty. 
2. Sanitize receptacle three times weekly when liner is used. Daily without liner. 
3. Damaged or unusable receptacles will be removed from service and replaced immediately. 

 
Periodic Cleaning 
1. Vinyl finishes will be maintained, as finish wears allowing damage to floor 

covering. (Minimum quarterly, except offices and cafeterias, which are 
maintained monthly.) 

2. Shampoo Carpet as needed 
3. Check desk and chairs for gum.  
4. Exterior windows will be cleaned when windows do not allow sufficient light due to buildup of 

dirt and debris.  (Yearly) 
 

 
Restroom Standards 

Floor Coverings 
1. Will be swept daily. 
2. Floors will be mopped daily 
3. Floor drains will be flushed daily 
4. Floors will be scrubbed with an auto scrubber or low speed scrubber semi-annually. 
5. Change mop water after each bathroom.  

 
Lavatories 
1. Bowl will be free of soap scum. 
2. Drains will be free of hair and soap deposits. 
3. Fixtures will be cleaned and polished daily to remove water deposits. 
4. Entire lavatory will be wiped down daily. 
5. Plumbing fixtures will be cleaned daily. 

 
Urinals 
1.   Bowls will be free of soap scum. 
2. Water swirl holes will be free of deposits to allow proper water circulation. 



  

3. Fixtures will be cleaned and polished daily to remove water deposits. 
4. Entire urinal will be wiped down daily 
5. All urinals should have urinal screens. 

 
Toilets 
1. Bowl will be free of water deposits. 
2. Water holes will be free of deposits to allow proper water circulation. 
3. Fixtures will be cleaned and polished daily to remove water deposits. 
4. Entire toilet (including base and both sides of seat) will be wiped down daily. 
5. Toilet seat will be maintained in a safe condition including safe mounting of toilet seat. 

 
Walls/Accessories 
1. Walls will be free of fingerprints, smudges and graffiti. 
2. Soap dispensers will be functional, filled, and deposit free. 
3. Paper towel holders will be full and free of graffiti (Stainless steel fixtures 

will be cleaned and polished). 
4. Toilet paper holders will be full and maintained. 
5. Mirrors will be fingerprint and smudge free. 
6. Graffiti will be removed from walls and partitions daily. Offensive language 

will be removed immediately upon discovery. 
 
Ceilings 
1. Remove cobwebs daily. 
2. Look for and replace burned out light bulbs. 

 
Trash Receptacles 
1. Receptacle will be emptied daily and the liner replaced. 
2. Broken receptacles shall be removed from service and replaced immediately. 

 
Periodic Cleaning 
1. Light covers will be cleaned when debris and dirt do not allow proper 

illumination. (Minim um semi-annually) 
2. Floors will be scrubbed monthly. 
3. Floors will be refinished as finish wears allowing damage to the floor covering. (Minimum 

quarterly) 
4. Restrooms will be monitored, by the custodial staff, for cleanliness during student 

use throughout the day. 
 
Gymnasium Standards 

 
Walls/Wall Coverings and Doors 
1. Dust and remove smudges and fingerprints from doors daily. 
2. Wall coverings will be dust free. 
3. Doors will be cleaned and free of graffiti daily. 
4. Doors will be checked weekly for efficient operation. 
5. All secondary exits will be clear and free of obstacles during occupancy. 



  

Windows/Window Sills 
1. Windows will be free of fingerprints and smudges. 
2. Cobwebs removed daily. 
3. Windowsills will be free of dust and debris. 
4. All broken or non-functioning hardware need to be reported to head custodian. 

 
 
Floor Coverings 
1. Gym floor surrounding areas: 

• Dust mopped daily using dust inhibiting product. 
• Spots and gum will be removed daily. 

2. Gym floor 
• Spots and gum will be removed daily. 
• During normal usage periods, damp mop weekly with neutral cleaner. 

 
Trash Receptacles 
1. Emptied daily and replace liner when torn or full. 
2. Sanitize receptacle three times weekly if liner is used, daily if not. 

 
Periodic Cleaning 
1. Vinyl finishes will be maintained as finish wears causing damage to 

the floor covering. (Minimum  bi-annually) 
2. Carpet will be extracted in its entirety semi-annually unless covering causes environmental 

concerns. 
3. Gym floor finishes will be maintained in a safe condition at all times. 
4. Light fixtures will be cleaned when fixtures do not allow sufficient light due to dirt and 

debris (Minimum se mi-annually). 
5. Gum removed from under furniture weekly. 
6. Exterior windows will be cleaned quarterly or when windows do not allow sufficient outside 

lighting. 
 
Administrative Offices/Libraries/Auditoriums 

 
Floor Coverings 
1. The floor will be free of all debris including corners. 
2. Carpeted floors will be vacuumed daily. 
3. Floors will be dust mopped daily with a dust inhibitor treated dust mop. 
4. Spots and gum on all floor coverings will be removed upon discovery. 
5. Floors will be mopped daily. 

 
Walls/Wall Covering 
1. Dust and remove all smudges and fingerprints daily. 
2. Wall coverings will be dust free. 

 
Ceilings 
1. Remove cobwebs daily. 



  

2. Look for and replace burned out light bulbs. 
3. Clean all light covers/globes when dirt or debris reduce the amount of light necessary for the 

area (Minimum semi-annually). 
 
Windows/Window Sills 
1. Windows will be free of fingerprints and smudges. 
2. Cobwebs removed daily. 
3. Windowsills will be free of dust and debris. 
4. All windows are to be closed and locked nightly. 
5. All broken or non-functioning hardware need to be reported to head custodian. 

 
Furniture 
1. All flat surfaces will be dusted daily. 
2. Bookshelves/counter tops will be wiped down daily. 
 
Trash Receptacles 
1. Emptied daily and replaces the liner when tom or dirty. 
2. Sanitize receptacle three times weekly if liner is used, daily if no liner is used 
 
Telephones 
1. Handsets will be wiped down daily with germicidal cleaner. 
2. Telephone stations should be free of graffiti, gum, etc. 

 
Corridors 

 
Floor Covering 
1. The floor will be free of all debris including comers. 
2. Spots and gum on all floor coverings will be removed upon discovery. 
3. Floors will be swept/mopped daily. 
4. Sweep interior stairways daily. 

 
Walls/Wall Coverings Trophy Cases/Fixtures 
1. Dust and remove all fingerprints and smudges. 
2. Trophy case glass free of smudges, streaks, and dust. 
3. The interior of locked trophy cases will be cleaned twice monthly. 

 
Furniture 
1. All flat surfaces will be dusted daily. 

 
Drinking Fountains 
1. Drinking fountains will be free of water deposits, streaks, and dust. 

A. Use a cleaner containing no objectionable odor. 
B. The mouthpiece, basin, and exterior will be sanitized daily. 
C. Fountains will be operational, no drainage problem, and water flow will be adequate. 

 
 



  

Entrances 
 
Floor Covering 
1. Sweep outside entrance ramp to main sidewalk or driveway three times weekly. 
2. Vacuum/sweep mats daily. 
3. Pick up dirt, trash, and leaves daily. 

 
Ceilings 
1. Remove cobwebs daily. 
2. Look for and replace burned out light bulbs.  

 
Doors 
1. Both sides of door glass will be free of tape, smudges, and fingerprints. 
2. Lock and unlock doors at appointed times. 

 
Periodic Cleaning 
1. Sweep exterior stairways weekly. 
2. Wash light fixtures semi-annually or when dirt and debris affect the amount of light necessary in 

the area. 
3. Clean vents and louvers monthly. 
4. Carpet type mats will be water extracted monthly. 

 
Exterior 

Grounds 
1. Sidewalks will be kept free of weeds and inspected for dangerous conditions monthly. 
2. Planters will be maintained in an aesthetic condition by removing trash and unwanted vegetation. 
3. Fence lines/backstops will be weed eaten to maintain an aesthetic condition. 
4. Exterior surfaces will be washed annually. 
5. Exterior painted surfaces will be maintained in an aesthetic condition. 
6. Grass areas are to be maintained in an aesthetic condition at all times. 
7. Remove all trimmed/cut debris to the proper disposal area. · 
8. Grounds will be free of trash and associated debris. 

 
Playgrounds 
1. Check for dangerous hardware, like open "S" hooks or protruding bolt ends. 
2. Check for sharp points or edges in equipment. 
3. Look out for tripping hazards, like exposed concrete footings, tree stumps and rocks. 
4. Check playground area regularly for trash, broken glass, animal feces, etc. and remove 

immediately. 
5. Check playground regularly to see that equipment and surfacing are in good condition. 

 

 

 



  

Maintenance/Storage Rooms 
 
Boiler Rooms/Mechanical Rooms 
1. The floor will be free of debris including comers. 
2. Clean vents monthly. 
3. Remove cobwebs weekly. 
4. Replace burned out lamps when discovered. 
5. THESE ARE NOT TO BE USED FOR STORAGE.  
6. ALL ELECTRICAL PANELS SHOULD HAVE EASY ACCESS AT ALL TIMES. 

 

Maintenance Rooms 
1. The floor will be free of debris including comers. 
2. Trash receptacles will be emptied daily. 
3. Tools and spare parts shall be stored in their proper location. 
4. Remove cobwebs weekly. 
5. Replace burned out lamps when discovered 
 
Custodial Storage Area 
1. Will be maintained neat, clean, and orderly. 
2. Supplies will be stored appropriately. 
3. Equipment will be stored, and maintained in a clean, safe, and functional state of repair. 
4. All chemical containers will be labeled in accordance with Federal, State and Local 

requirements. 
5. All spray bottles must be labeled at all times.  

 

Fire Marshal Inspection 
1. All fire extinguishers must have a current green tag 
2. All fire extinguishers must have a monthly sticker. Need to inspect, initial, and 

date monthly. This includes summer months.  
3. Inspect mechanical rooms to make sure no items block access to electrical panels.  
4. All exit doors must have clear access.  
5. All exit lights must be tested monthly. Report bad lights to Facilities and 

Operations. 
6. Teachers must not block windows with desk or shelves.  
7. Check rooms monthly to make sure teachers don’t have daisy chains in place.  
8. Make sure all electrical outlets have covers.  



  

   
 
 

  



  

CLASSROOM DAILY CLEANING CHECKLIST 
 

Custodial Name: Week of:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

. 

Item M T w TH F 
 
Vacuuming classrooms & offices, etc 

     

 
Cleaning tops of student desks 

     

 
Dusting shelves, filing cabinets, copiers, computer 
terminals, bookcases, window ledges, heater tops etc. 

     

 
Emptying  wastebaskets  

. 
    

 
Checking & replacing, if necessary, supplies in bathrooms 

     

 
Cleaning the bathroom sinks, toilets, urinals, counters, 
walls, stalls, dispensers, mirrors 

     

 
Mopping the floors / vacuuming floors 

     

 
Cleaning entrance door windows 

     

 
All exit/entrance doors locked 

     

 
Turning off all lights 

     

 
Leaving notes in main office for any needed supplies, 
concerns, etc. 

     

 



  

Teacher Classroom Inspection Checklist 
 

Room Number_______ Date____________ 

Please take the time to inspect your room, workstation, and restroom areas for cleanliness. I would appreciate 
any comments or recommendations that you make. 

 
Trash Receptacles Empty and Cleaned?    

 
Workstation  (desk) Dusted?    

 
Shelves Cleaned and Dusted?    

 
File Cabinets Dusted?    

 
Blinds/Shades Dusted?    

 
Carpet Vacuumed?    

 
Stains Removed?    

 
Floor Cleaned?    

 
Counter Tops/Sink/Faucet Cleaned?    

 
Soap Dispensers/Paper Towels    

 
Restrooms Cleaned and Stocked?    

 
Desk Tops Cleaned    

 
Baseboards cleaned?    

 
Windows cleaned?    

 

Additional Comments & Suggestions:   

 
 

 

 
 
 
  
 
 
 
 
 
 



  

DeSoto Parish School Board 
 

 
 

2019-2020 
 

“For the love of students” 
 
 
 

By signing below, I have acknowledged that I have read and understood the expectations, 
rewards, consequences set forth by the district, school, and administration staff. 

 
 

____________________________         ______________ 
Signature                  Date 
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