HOUSEKEEPING CHAIRPERSON

JOB DESCRIPTION:

The Housekeeping Chairperson is responsible for the following:

1) Setting up schedules and assigning job duties for the housekeeping committee/team members (consists of approximately 12 to 18 members, depending on enrollment).  The chairperson must be included on the schedule as well.
2) Distributing schedules and committee member phone numbers to all team members.

3) Rearranging work schedules due to increase or decrease in enrollment when necessary.

4) Having a meeting with the committee the week before school starts to go over schedule, where school keys are kept (in storage room hanging on door), cleaning checklist, where cleaning supplies are kept, and how to change the vacuum bag etc.  Use this meeting to clean school with entire committee to prepare for the first day.
5) Responsible for purchasing maintenance and housekeeping supplies(with presidents approval), putting them away, keeping inventory of them, and replenishing when needed.
a) You will need to take an inventory of what is in the school and stock up all maintenance and housekeeping supplies that are needed before school begins.

b) After approval from the Co-Presidents all supplies should be purchased at GFS (Gordon Food Service) on Ford Road in Westland.  PCN is in their computer system for tax-exempt purposes.  At the checkout, let the cashier know that your items are for Plymouth Children’s Nursery.  You will be given a discount plus no sales tax.  Please save all receipts for reimbursement.  Once supplies have been purchased, fill out the reimbursement form from your supply folder, attach receipt and put in the Treasurer’s mailbox.  You will receive a check in your PCN mailbox.

6) Maintenance and housekeeping supplies should be checked on a weekly basis.  If something is needed urgently, it will be listed on the supply request sheet.  The sheet is housed on a clipboard hanging between the bathrooms.  Please check this list each time you come to class.

7) Housekeeping members will be responsible for the maintenance and housekeeping supplies from the start of school until the last day of school. Making sure weekly there is an adequate supply in the kitchen and bathroom. When school ends in June, please give the supply folder to new chair for next year.
8) Must attend and help at the scheduled teacher work days the first week of September, prior to the start of school. (Tentative Aug. 31st, Sept. 1st and 2nd). At this time you will determine supplies needed for the school, inventory, and put all supplies away.  Have the other committee members attend a meeting with you and the Liaison teacher on at least one of these days to go over their duties and where things need to be put away.

9) Participate for the entire day in one of the parent work bees in late July/early August (9:00 a.m. to 12:00 p.m.).
10) Help Health chairperson coordinate cleanup of school in event of lice or other contagious outbreak when needed.
11) You may be asked to help the Property and Equipment Chairs set up &/or take down the Blue Room House or to help with repairs.

12) Communicate regularly with the PCN teachers regarding any concerns or questions that they might have.
Notes:

Schedules:

· Schedule the first cleaning after the summer work bees are complete but before school begins with the entire housekeeping committee (the week before school starts is good).  
· Begin the weekly schedule the weekend school begins (the week of orientations).

· Schedule the last cleaning the weekend after school ends. 

***Please provide the Co-President(s) with a copy of the cleaning schedule.
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