
CASSOPOLIS PUBLIC SCHOOLS 
BOARD OF EDUCATION 

JOB DESCRIPTION 
 

Locator Index: 7.03 
 
Title:  7.03  Head Custodian 
 
Reports To: Operations/Building & Grounds Supervisor, Principal, Superintendent 
 
Employment Status: Full Time 
 
FLSA Status: Non-Exempt 
 
Qualifications: 
  1. Valid driver’s license. 

2. High school diploma or equivalent; or experience as a school 
       custodian or equivalent; basic techniques of electrical repair, 

     maintenance, and carpentry. 
3. Demonstrate ability to organize, able to perform minor 

                   repairs, and a willingness to work with others. 
4. Good health, high moral character, and good attendance 

                   record. 
 
General Description: In addition to regular custodial duties, shall be involved in the planning and 
 overseeing of the maintenance and custodial operation of the building. 
 
Essential Functions: 

1. Schedule work projects, cleaning, and guiding maintenance and supervision of the other 
    custodians in the building. Assist in the selection, assignment, scheduling, and training of 
    custodial staff. Evaluate staff on a regular basis. 
2. Constantly strive to promote the safety, health, and comfort of the students and employees. 
3. Keep inventory records of janitor equipment and supplies. 
4. Make requisitions through the Operations/Building & Grounds for supplies and  
     equipment. 
5. Report areas that need special maintenance of cleaning to the Operations/Building & 
    Grounds Supervisor or Principal. 
6. Sweep, scrub, and finish floors. 
7. Dust and polish furniture and woodwork. 
8. Clean and replenish supplies in restrooms. 
9. Empty and clean waste receptacles. 
10. Keep windows clean and wash chalkboards/whiteboards. 
11. Assist in moving and arranging furniture and equipment. 
12. Open/close and check the building each day, turn on/off lights and unlock/lock doors and 
       windows. 
13. Maintain equipment and materials used in this work. 
14. Replace light bulbs and additional basic maintenance duties. 



15. Make minor repairs to the building, furniture, equipment, and so forth, and reports the need 
       for other repairs to the Operations/Building & Grounds Supervisor or Principal. 
16. Clean walks and drives as needed; snow and ice removal. 
17. Clean building during the summer under the supervision of the Operations/Building &amp; 
      Grounds Supervisor, Principal, and/or Superintendent. 
18. All problems of a custodial nature are to be first heard by the head custodian. If the head 
       custodian cannot take care of the problem; it will then be brought to the attention of the 
       Operations/Building &Grounds Supervisor. 
19. Assist lunchroom staff and removes garbage and trash from the lunchroom. 
20. Cooperate with staff. 
21. Complete reports and forms as required. 
22. Respond to calls related to building security or other emergencies whenever possible and if 
       unable to do so, relay such calls to the Operations/Building & Grounds Supervisor, Principal, 
       or other appropriate person. 
19. Conduct other duties related to the head custodian’s duties as assigned by the 
       Operations/Building & Grounds Supervisor, Principal, and/or the Superintendent of schools. 

 
ADDITIONAL WORKING CONDITIONS: 

1. Occasional exposure to blood, bodily fluids and tissue. 
2. Occasional operation of a truck or vehicle under inclement weather conditions. 
3. Occasional interaction among unruly children. 
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****************************************************************************** 
 
This job description in no manner states or implies that these are the only duties and responsibilities to 
be performed by the position incumbent. The incumbent will be required to follow the instructions and 
perform the duties required by the incumbent’s supervisor, appointing authority, or designee. 
 
_____________________________________    ________________________ 
(Superintendent or designee)      (Date) 
 
 
My signature below signifies that I have reviewed the contents of my job description and that I am 
aware 
of the requirements of my position. I further certify that I have reviewed the most current copy of the 
Cassopolis Public Schools Board of Education Personnel Policy Manual. 
 
_____________________________________    ________________________ 
(Signature)        (Date) 


