
List of Duties for: Caretaker/Janitor, Maintenance Person, and Walk Through Staff  

It is important that Janitor makes sure that all doors & lights throughout the Hall are 
secured, locked & shut off before leaving the premises.  

 

CARETAKER / JANITOR DUTIES 

Floors throughout Hall  

• Dry mop & wet mop all smaller tiled areas, and dry mop & use scrubber on all larger 
tiled floors throughout Hall.  

• Dry mop, wet mop wheelchair access & stage area. Dry mop & use scrubber on dance 
floor.  

• Vacuum all carpeted areas, including the Front Entrance area rugs, Meeting Rooms, 
Main Hall, and Kitchen Door Mat. Spot-shampoo-stained areas after events if needed 
and throughout the year at slower times all carpeted areas will need to be shampooed 
to maintain a clean, fresh appearance.  

Front Entrance  

• Turn over the black mats, vacuum and mop underneath. Replace the mats once the 
floor is dry.  

• Ensure that smoke containers are always accounted for & placed back in front entrance 
after any bookings.  Empty & wipe down smoke containers regularly to help prevent 
odors.  

• Clean and scrub inside & out all front entrance windows & doors. Clean all stainless-
steel corner edges, kickplates, and door handles throughout the Hall to remove 
fingerprints and smears.  

• Wipe down walls & doors as needed to remove fingerprints and spills.  

• Clean the glass on the front entrance display cabinet & dust inside.  

• Remove outdated events/posters on front entrance cork board.  

• Empty all garbage bins throughout the Hall, wipe them down inside and out (as 
required), and keep extra garbage bags at the bottom of each bin.  

• Sweep away gravel & debris from front entrance doors outside.  

 Bathrooms  

• Wipe down all bathroom tiled walls and stalls regularly.  

• Restock all bathroom paper products and soap as needed.  

• Clean all toilets and urinals, including removing & replacing sanitary containers with 
new bags.  

• Wipe down all bathroom countertops and sinks.  Clean all bathroom mirrors.  

• All floor drains in kitchen & bathrooms need to have HOT water dumped down drains to 
eliminate a stinky odor on a regular basis or as required.  

 



Main Hall  

• ALL chairs need to be stacked properly (8 high & 10 stacks on each side) of Main Hall.  

• Wipe down all countertops including dressing room counters.  

• Make sure to clean stage & change rooms.  

• Ensure that podium & pianos are covered & put away to designated area.  

• Retract all curtains to original open positions.  

• Make sure storage closet for chairs & tables is organized & tidy manner.  

• Vacuum wheelchair access ramp for Flies during summer & fall months.   

• Ensure that cordless microphones & remote for projector are in cabinet in Sound 
Room.  

• If the media system is left on, please shut off.  

Kitchen  

• ALL kitchen sinks need to be cleaned and wiped down.   

• Kitchen dishwashing area needs to be wiped down & organized.  

• Dishwasher must be checked that water tank has properly drained & is clean after use.   

• Rinse and clean the kitchen garburator to prevent odors, as required.  

• Wipe down all trollies and ensure they are clean.   

• Clean and polish all stainless-steel surfaces in the kitchen, including the area above 
the ovens.  

• Removal & laundering of any used kitchen towels etc. & returning them to designated 
drawers after each booking. 

Bar Area  

• Clean and wipe down the bar area including upper & lower cabinets inside & out 
ensuring things are neat and tidy.   

• Clean glass doors. 

Meeting Rooms  

• Chairs in Meeting Rooms are to be stacked against the wall & tables to be put away in 
the storage closet in an organized manner.  

• Clean and wipe down counters & upper & lower cabinets in both Meeting Rooms as 
needed.  

• Make sure divider between Meeting Rooms is closed unless both Meeting Rooms are 
needed for a booking, then it can be left open.  

• Keep cabinets and under-sink areas clean & organized, as required  

Janitorial Room  

• Keep the Janitorial Room clean and organized.  

• Empty all vacuums after each booking.  



• Ensure all electrical cords are accounted for & are hung neatly on hooks.  

• Re-fill products for mop buckets as needed.  

• Report minor maintenance tasks throughout the Hall as needed.  

• Lost & Found items of value should be securely stored in Janitor’s Locked Room & 
reported to the Village of Acme, otherwise smaller items can be placed in the labelled 
bin located in the front entrance cloak room.  

 

HALL MAINTENANCE PERSON DUTIES 

(note: some of these tasks maybe assigned to the Caretaker/Janitor in the future after 
training has been completed)  

• When the front entrance black mats are dirty, take them outside and pressure wash      
them to remove built-up dirt and grime.  

• Touch up walls in each room, including drywall holes & paint repairs as needed.  

• Vacuum stage curtains as needed.  

• Ensure the dishwasher soap buckets are adequately filled & replace empty containers 
when needed before upcoming bookings if needed.  

• Clean all ovens inside and out.  

• Periodically empty & clean all stovetop drip trays, racks, and baking sheets to remove 
grime.  

• Ensure all oven racks are accounted for at end of each booking.  

• Descaling of dishwasher needs to be done on a regular basis.  

• Kitchen Storage area to be kept neat & tidy.  Freezers in this area will need to be kept 
clean & defrosted when needed.  

• Vacuums filters should be clean with an air hose on a regular basis 

• Reorder products and supplies as needed.  

• Wash dry and wet mops in the washing machine so they are clean for use.  

It is very important to keep a watch on the grease trap under the double sink in the 
dishwasher area that is not full & needs to be drained & cleaned.  

 

WALK THROUGH STAFF DUTIES 

• Ensure all trays, cutting boards, grey tubs, and tea and coffee dispensers are accounted 
for and stored properly in their locations.  

• Remove all perishable food from the kitchen cooler. All food must be marked for 
ownership.  

• Clean and properly store all utensils, bowls, and equipment to their proper locations.  
• Keep kitchen drawers and cabinets organized & clean.  
• Inventory checks on grey tubs, baking sheets, coffee carafes, kitchen utensils, dishes 

etc. to be done after bookings.  


