CARETAXER 'S WEEKLY SCHEDULE

FULL-TIME CARETAKER - Church

¥onday - Clean Chureh offiee, Pastor's Study, Rest Room and Hall and steps to kitchen
door. Clean rug with eleetric vacuum cleaner and dust all furniture, door
frames, window sills and steps to chureh,
Remove all Bulletins and papers and any'refuse in the sanctuary. Put all hymne
als in the proper places, facing the sams way.
Do the same to the quist room.

Tuesday Same as above but use hand cleaner on carpets.
SCHOOL BUILDING -= ALL FLOORS

Friday-- Wash gym floor with cleaner. Dust
bagse boards. Wash both front and rear halls, Hose down front pavement in
the afternoon.

Saturday- Wash rest rooms and kitchen floors., Clean sinks and bowls. Wash tables in

DISH ZABINET ApD HooD oVER GCAS STOVES. !



CARETAKZER 'S #SEXLY SCIEDULE
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DUTIES AND RESPONSIBILITIES OF CARETAKER

The maintenance of the entire church plant as to cleanliness and or-
derliness 1s to be the caretaker's responsibility.

All premises shall be in good order all the time. As soon as an
activity is completed, the room or area in which it was held is to
be put in proper order, so that at all times the property and plant
is fit for inspection

The steady cleaning of the entire plant is to be put in a systemi-
tized schedule. Although all areas are to be in order always, each
section of the plant is to receive a thorough cleaning frequently.

The floors of each section are to be kept buffed, and thorough-
ly de-waxed and refinished at intervale, under the direction of
the Council or its representative committee

Each area is to be dusted at least weekly, both the floors and
all articles of furniture, and alwayes prior to its use for an
activity.

All waste baskets, ash trays and refuse contalners are to be em-
tied in a regular manner, daily, if used. The entrance halls
are to be kept in a state of order, so that all who enter are
pleasingly impressed. All trash and garbage 1s to be set out on
regular days, so that it may be picked up. This includes the

trash cans from the parsonage.
doorframes,
Periodically all the woodwork in the sanctuary - the pews,/chan-
cel woodwork, are to washed down and waxes. The same shall be done
for chairs, equipment in parts of plant.

The caretaker shal likewise be responsiblle for dusting the of-
fices, cleaning the floors, ete. regular. It 1s his responsibility
to maintain the church offices as a definite part of the church
plant.

Care of the property also includes the cleanliness of all the wash-
rooms,

The caretaker is to be responsible for the set up for meetings at
the church, arrangement of chalirs and tables in the desired manner.
As regards suppers at the church, this will be done in conjinetion
with directions from the Council or its responsible committee.

The adequate care of the extsrlor property is also under the Jjurls-
diction of the caretaker, which includes the maintenance of the prop-
erty in a nea¥® condition -

inspecting the exterlior each morning and picking up all stzay bits
of paper, empty bottles, etec.

the extérior property shall be hosed down each Saturday, weather
permitting, ineluding the area between church and parsonage.

when it snows during working hours, the caretaker 1s to keep a path
about three-feet wiide down the center of the sidewalks with cuts
to the street. Icing conditions are likewlise to be taken care of.
Further snow removal is not the caretakers Jjob unless arranged by
the proper committee of Council.



(2)
Preparing for Worshlp Services

Prepare the altar, placing altar, pulpit and lectern antependia in
position, changing colors when necessary as to church year. Keep
candles in candleabra in proper condition(this becomes operative
only if not fulfilled by Altar Committee)

Place any floral baskets which may be on hand in position

Place new hymn numbers and proper Sunday designation on the hymn
boards

Jee that the supply of attendance cards, dffering envelopes, ete
are in pew racks, and other materlals as Pastor glves direction.

See that books in pews all face the same way and old bulletins are
out of pew racks and hymnals

See that the bulletins for the coming services are taken from
the secretary's #ffice and placed in Narthex

When the 'Upper Rooms' are raady to be put out, see that these are
unpacked and in Narthex. This applies to other materials, under the
digection of the Pastor.

See that a supply of bulletins(about 30) are carried to choir
rooms for use of choirs and also that there are bulletins in the
proper positions in the Chancel for the use of the pastor(s)

Outdoor bulletin board

Under directitn of the Pastor bring in the outdoor bulletin board
and replace 1t when prepared by the Pastor or secretary

Communion Services
See that the communion rail is in place for the early Communion
gservice and that the side gate 1s opened for entrance purposes to
altar area.



DUTIES AND RESPONSISILITIES OF CARETAKER

The maintenance of the eantire church plant as to cleanliness
and orderliness is to be the caretakers sesponsivilities,

All premises shall be in order at all times, ZEvery organization
shall be responsible for clearing area of their activity, The care-
taker will then put this ares in proper order, as soon as he possibly
can, within his owrking hours, the—sas—ovewing, or first thing the
sens_sdlihiion, oo shat % o)l t4nes She pesporty hnd plait s 200
P ———

The steady cleaning of the entire plant is to be put om systemized
schedule, nwauMmuuuemr always, each section
of plant is to receive a thorought cleaning frequently, -

Each area is to be dusted at least weekly.

All waste baskets, ash trays, and refuse contaimers are to Le
emptied in 2 regular manner, daily, if used, All entrances should be
kept in a state of order so that all vho enter are pleasisgly impressed,

Periodically all the woodwork in the sanctuary, pews, waistcoating,
shelves, etec, are to be washed down and waxed, The same shall be domne
for chairs and equipment im parts of plant, The floor under the pews
also to be cared for im such a way, as to keep it clean, All floors
in the planmt shall be scrubbed and waxed pericdically, W/* P AR

The caretaker shall likewise be responsible for dusting the ofifices,
cleaning the floors, ete, frequently during the week, It is his re-
sponsibility to maintain the church offices as a definite part of the
plant,

The regular duties already fulfilled by the caretaker, cleanliness
of rest rooms, set up snd opening for meetings,  ringing of bells and his
presence at all services, and all such duties shall hmttmd) He is
to set up 21l departments for the church school sessions, wherever it is

necessary,
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