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Senior Trainee Assignment Description


	Senior Trainee Name:
	Position Title: Headstart  Custodian


	Host Agency Name:
	Assignment Date:


	Assignment Location (Address)

Physical: ______________________________________

Mailing: ______________________________________

City: _____________ State: AL  Zip Code: ___________


	Phone Number: (334) ________________________
Fax Number: (334) __________________________




	Assignment Objective: Provide Janitor/Custodial training skills to assist Mr../Ms. _________________ locate employment in the public or private sector.


	Work Days/Hours:  Monday Hours: ______am-  _____ pm; Tuesday Hours: ______am- ______ pm;   Wednesday Hours: ______am-  ______ pm;
Thursday Hours: ______am- ______ pm;  Friday Hours: ______am- ______ pm;  Saturday Hours ______am- ______ pm;  Sunday Hours: ______am- _______pm.   Wage Rate:    Hourly $7.25     (Must equal no more than 19.75 hours per week


	


	Supervision:   Mr./Ms. _________________ or her designee will provide supervision during this assignment 


	Requirements: (i.e., Should include areas such as Mopping, Driving, Heavy Lifting, Etc.) Senior trainee will be required to complete assigned custodial and janitorial duties with a cooperative attitude utilizing written and verbal instructions while working with head start program staff members, clients, and business vendors. There is some moderate to heavy lifting at times with assistance. Bending or stooping and repetitive lifting of heavy hot or cold items throughout the normal work hours is required on a daily basis. Housekeeping of the kitchen area and lunchroom is required during normal working hours.​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ Climbing of ladders and changing light bulbs as needed or required.


	Assignment Duties: Requests assistance with moving heavy, hot, or cold items. Requests assistance as needed or required to complete cleaning of restrooms, classrooms, hallways, floors, lunchroom, and kitchen areas. Will utilize cleaning materials and follow Maintenance Safety Data Sheets to ensure compliance with safety procedures when utilizing cleaning materials used in the cleaning of specific and community area(s) of the Head Start and early Head Start program areas. Will assist with Kitchen Sanitation: Cleans sinks, counter tops, floors as needed or required. Discuss health and safety in the working environment and Disaster Policies. Departmental Safety: Weekly meetings, discussing department and health or workplace safety. Grocery Stocking: Distributes groceries to correct storage location and place in correct location. ​Requests assistance to lift heavy items, hot or cold food items in preparation of serving clients or business-to- business clients when bending, stooping, or standing. Will clean outside area(s) of the Head Start or Early Head Start facilities as needed or required. Collect and empty trash as needed or required to include offices and classrooms and restrooms utilized by Head Start staff and program participants. Clean walls and floors as needed or required. 
· Additional Information: (O*NET Knowledge, Skills, and Abilities):
(Service, clean, or supply restrooms. (Clean building floors by sweeping, mopping, scrubbing, or vacuuming. (Gather and empty trash. (Follow procedures for the use of chemical cleaners and power equipment to prevent damage to floors and fixtures. (Mix water and detergents or acids in containers to prepare cleaning solutions, according to specifications. (Clean windows, glass partitions, or mirrors, using soapy water or other cleaners, sponges, or squeegees. (Notify managers concerning the need for major repairs or additions to building operating systems. (Requisition supplies or equipment needed for cleaning and maintenance duties. (Dust furniture, walls, machines, or equipment. (Strip, seal, finish, and polish floors. (Clean and polish furniture and fixtures. (Steam clean or shampoo carpets. (Move heavy furniture, equipment, or supplies, either manually or by using hand trucks. (Monitor building security and safety by performing tasks such as locking doors after operating hours or checking electrical appliance use to ensure that hazards are not created. (Clean laboratory equipment, such as glassware or metal instruments, using solvents, brushes, rags, or power cleaning equipment. (Mow or trim lawns or shrubbery, using mowers or hand or power trimmers, and clear debris from grounds. (Set up, arrange, or remove decorations, tables, chairs, ladders, or scaffolding to prepare facilities for events, such as banquets or meetings. (Make adjustments or minor repairs to heating, cooling, ventilating, plumbing, or electrical systems.


Host Agency Health and Safety Consultation/Orientation (Completed By the Host Agency Supervisor during the Orientation) (Date) _________________
Are you capable of performing the essential duties and requirements of this position - FORMCHECKBOX 
 with or  FORMCHECKBOX 
 without- reasonable accommodations? 
Initials (Senior Trainee) ________ (Date) __________
 FORMCHECKBOX 
 Use of cleaning chemicals
 FORMCHECKBOX 
 Heavy lifting
 FORMCHECKBOX 
 Severe/Inclement Weather 
 FORMCHECKBOX 
 Evacuation: Fire/ Emergency
 FORMCHECKBOX 
 Van/Bus Driving Safety  FORMCHECKBOX 
 Office Safety 
 FORMCHECKBOX 
Inclement/Severe Weather   FORMCHECKBOX 
Dress and Appearance (Example: Proper Shoes, Appropriate Clothing, Safety Equipment) 
 FORMCHECKBOX 
 Use of Cell Phones while at my Assignment  FORMCHECKBOX 
 Reporting of workplace injuries at my assignment  FORMCHECKBOX 
 Increased responsibilities at my assignment.
I have participated and have discussed my duties and requirements for this position of Library Assistant at ______________________ on this date: __________.
_______________________________________________________


________________________________________

(Senior Trainee Signature)








 (Host Agency Supervisor’s Signature)

Senior Employment Program Office Use Only:
Job Ready Performance Evaluation:
Evaluation Date _____________ Senior Trainee’s Initials _________ Host Agency Supervisor Initials ________
Senior Employment Program Assignment Description Form (Revised 10/01/2010)
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