Plan of Action – School Custodian (Example) 
March 13, 2007 – April 20, 2007

TO:

O. Henry Sweet, School Custodian 
FROM:
Marcus Hammer, Principal

RE:

Plan of Action

DATE:

March 13, 2007
In the past few months, we have had several conferences with you. We have followed-up those conferences with written correspondences to express our concerns and the concerns of our teachers regarding your failure to satisfactorily clean your assigned areas. We have also given you the opportunity to work with a colleague so that you may observe how an effective school custodian maintains his bathrooms, classrooms, and hallways to an acceptable standard. And still, we continue to hear from teachers that their bathrooms are poorly clean and smell of urine and their classrooms are seldom adequately cleaned, mopped and trash emptied.  I have concluded that it is time to place you on a “Plan of Action.”

Effective instruction can only be delivered when all of our support staff members are on time and present for work consistently and performing their job responsibilities “At or Above Standard.” Your frequent absences and poor job performance have negatively affected the environment for learning within your assigned classrooms. Teacher and students have no desire to work in poorly cleaned, un-cleaned, or filthy classrooms or to use bathrooms that have not been carefully cleaned and smell of foul odors.      

Areas for Improvement: The custodian must…
1. Attend work daily and report on time. 

2. Clean toilets, sinks, and bathrooms floors to standards. 
3. Sweep, mop, and clean carpets within assigned classrooms to standards.

4. Mop hallway(s) as needed, and at minimum, at least twice each week.

         5.   Complete other miscellaneous items as cited on “Custodial Checklist.”
Attached is the “Custodial Checklist” that you are to use as your work guide each day. 

Each teacher in your assigned area will be given several blank copies of the “Custodial Checklist” and asked to submit a completed copy to me at least once each week. We will meet with you periodically to review the “Custodial Checklists” that have been submitted by the teachers and to review our-over-all assessment of your job performance.   

As a follow-up to your “Plan of Action,” we will meet with you on March 23, 2007, April 6, 2007, and April 20, 2007. Within a few days following our meetings on March 23, 2007 and April 6, 2007, you will receive a follow-up memorandum on your successful progress, unsuccessful progress, or mixed progress. However, during the April 20, 2007 meeting, we will provide you with a summary memorandum on the results of your over-all-performance on the “Plan of Action,” and we will also complete your final evaluation for the 2006-2007 school year. 

It is critical that you successfully complete the requirements of this “Plan of Action,” or I will take the appropriate steps and recommend that your employment be terminated
Custodian’s Signature  __________________________________   Date  _____________

Principal’s Signature  ___________________________________   Date  _____________
Assistant Principal’s Signature  ______________________  Date  ____________
Note: If the “Plan of Action” is successfully completed, your level of job performance is to be 
           maintained “At or Above Standard.”   
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Exhibit – 2C
Custodial Checklist

Date _______________

Classroom Number or Area Checked _____________________________     
1. Write “No” in the appropriate blank, if you observe a problem.

2. Write “N/A” in the appropriate blank, if the item does not apply to the  classroom or area being checked. (N/A - Not Applicable)

*EVERYDAY




       **ONCE A WEEK
_____ Floors and hallways swept



_____ Baseboards cleaned

_____ Floors Mopped





_____ Flowerbeds weeded

_____ Hallways mopped




_____ Cafeteria trash cans cleaned

_____ Trash emptied





_____ Walls in cafeteria cleaned

_____ Bathrooms swept & mopped



_____ Fire extinguishers dusted

_____ Sinks & Toilets cleaned



_____ Computers dusted

_____ Sinks and counter wiped down


_____ Air/heat vents cleaned

_____ Paper towels & Toilet paper replenished

_____ Windows cleaned

_____ Water fountains cleaned



_____ Air filters changed (monthly)

_____ Staff bathrooms (Tuesday and Thursday)

_____ Light bulbs changed as needed

_____ Cafeteria floor mopped



_____ Trash picked up outside

_____ Clean water used for mopping 


_____ Carpets vacuumed








_____ Office dusted









_____ Furniture in classrooms dusted









_____ Area on doors – around door 

                                                                                                                                      knobs cleaned









_____ Ceiling fans cleaned
Written Comments  ______________________________________________________________
* Everyday – The custodian is expected to clean these areas each school day. 

 ** Once a week – The custodian is expected to perform these job responsibilities at least once 

                                each week and not simply once a month or once a year. 
Submitted this completed form to the principal or principal’s designee.
