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Appendix G

Appendix G Custodial Shift and Task Schedule Forms
This appendix contains forms for tracking:

· Employee shift schedules for full-time employees and employees on TLD (Temporary Limited Disability)

· Building Coverage – Duties and Frequencies

· Route Assignments
· Task Completion Time

EMPLOYEE SHIFT SCHEDULES
Enter employee names and times below. Use the TLD forms on the following page for employees on Temporary Limited Disability.
	SHIFT SCHEDULES

	Employee Name
	Clock In
	1st Break
	Lunch Break
	2nd Break
	Clock Out

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	TLD BREAK SCHEDULES

	Employee Name
	Clock In
	1st Break
	2nd Break
	Lunch Break
	3rd Break
	Clock Out

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	TLD RESTRICTIONS

	Employee Name
	Description of Restrictions
	Time Period

	
	
	FROM
	
	TO

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


BUILDING COVERAGE – DUTIES AND FREQUENCIES

Track duties and frequencies.
	Task Type
	Tasks
	Building Day Shift
	Building Night Shift
	Floor(s)
	
	Floor #
	Floor #
	Floor #
	Floor #

	Exterior

	
	Ash Urn Cleaning
	
	
	
	
	
	
	
	

	
	Sweeping
	
	
	
	
	
	
	
	

	
	Trash Dumpster
	
	
	
	
	
	
	
	

	
	Windows Exterior
	
	
	
	
	
	
	
	

	INSPECTIONS
	
	
	
	
	
	
	
	

	Utility

	
	Carpet Extraction/
Bonnet Cleaning
	
	
	
	
	
	
	
	

	
	Carpet Spot Cleaning
	
	
	
	
	
	
	
	

	
	Floor Sealing & Finish
	
	
	
	
	
	
	
	

	
	Floor Stripping
	
	
	
	
	
	
	
	

	CONTINUED ON NEXT PAGE

	
	Polish Surfaces
	
	
	
	
	
	
	
	

	
	Relamp/
Delamp
	
	
	
	
	
	
	
	

	
	Special Requests
	
	
	
	
	
	
	
	

	
	Stairwells
	
	
	
	
	
	
	
	

	
	Windows - Interior
	
	
	
	
	
	
	
	

	INSPECTIONS
	
	
	
	
	
	
	
	

	Daily

	
	Trash - Office
	
	
	
	
	
	
	
	

	
	Recycle Activities
	
	
	
	
	
	
	
	

	
	Dusting - 
Low
	
	
	
	
	
	
	
	

	
	Dusting - High
	
	
	
	
	
	
	
	

	
	Mopping
	
	
	
	
	
	
	
	

	
	Restrooms
	
	
	
	
	
	
	
	

	CONTINUED ON NEXT PAGE

	
	Vacuuming
	
	
	
	
	
	
	
	

	
	Hopper Rooms
	
	
	
	
	
	
	
	

	
	Executive Areas
	
	
	
	
	
	
	
	

	
	Secure Areas
	
	
	
	
	
	
	
	

	INSPECTIONS
	
	
	
	
	
	
	
	


ROUTE ASSIGNMENTS

Assign workload by blending shift schedules into route.
	ROUTE ASSIGNMENTS

	EMPLOYEE
	HOURS
(Shift Schedule)
	ROUTE

	
	
	Location
	Tasks

	Name
	
	
	

	
	
	
	

	Name
	
	
	

	
	
	
	

	Name
	
	
	

	
	
	
	

	Name
	
	
	

	
	
	
	

	Name
	
	
	

	
	
	
	

	Name
	
	
	

	
	
	
	


TASK COMPLETION TIME LOG

Record all starting, ending and travel times as radioed by assignment circled.
S=Start time

E=End time

T=Travel time
	TASK COMPLETION TIME LOG
	Date:____
	Completed by: _____
	Page __ of __

	
	LOCATION

	EMPLOYEE
	Circle Assignment
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	
	
	S
	E
	T
	S
	E
	T
	S
	E
	T
	S
	E
	T
	S
	E
	T
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	E
	T
	S
	E
	T
	S
	E
	T
	S
	E
	T
	S
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	T
	S
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	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name
	Dust, Mop, RR, Recycle, Trash, Vac, Windows, 
Gen Cleaning, Utility, Bateson, Bonderson, Energy, OFA, Central Plant, Warehouse
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