CLEANING AREAS, DUTIES AND INFORMATION (Revised 3/2/20)
Area 1:  Church (Weekly)
1. Dust pews & kneelers and straighten books

2. Sweep (or vacuum with yellow vacuum cleaner & hose) under pews, mop if needed
3. Vacuum body of church and between the two new sets of double doors going into the church from the gathering area (new large vacuum will fit in the outside aisles of the church)

4. Vacuum sacristy, around the altar, altar boys’ dressing area, confessional, vestibule (church west entry) and the carpeted steps and landing leading to the basement (recommend using the smaller Oreck for these areas, which is located in cabinet in altar boys’ dressing area, or the new yellow vacuum 

5. With a dry cloth, dust window sills, chairs, organ, podiums, back altar, candle bases, etc.  Do not touch the gold-plated items with your hands as the oils in our skin with damage the finish.
6. Clean the bathroom in the altar boys’ dressing area and clean the cry room in back of church.  Take out all trash, including  trash in sacristy
7. Check the three windows in the back of church and clean if needed
8. Clean the windows on the double doors going from the church to the gathering area, if needed.

ACCESS TO LIGHTS FOR THE BODY OF THE CHURCH:  The Sacristy is now locked for security reasons, and I received the following from Father Salisbury regarding getting access to the lights:  “If the cleaners come in on Saturday morning I have the sacristy open as early as 8 am and they have access to anything they need.  If they come in at another time during the week, then they need to email me at this email address (stpaulinuschurch@gmail.com) at least 2 days in advance to let me know the time they plan on coming in to clean so I can arrange to have things open and ready for them.  If they are hiring Nicole Keslar to clean for them then they don't need to worry as Nicole has a key.” 

                                
Area 2:  Parish Hall Entries, Hallway, Classrooms, Bathrooms, Gathering Area (Weekly)
1. Sweep and scrub bathrooms and in front of bathrooms

2. Clean sinks, stools, urinals, and mirrors
3. Take out trash, replace bags (key to trash receptacle and towel and toilet paper holders is under the north sink on a hook in the women’s bathroom) Be sure to check the feminine waste receptacles.
4. Check & refill toilet paper and paper towels if needed.  Make sure there are extra rolls of toilet paper under the sink in both bathrooms
5. Clean stainless steel surfaces with stainless steel cleaner, using the disposable Kleenex cloths.
6. Clean chrome on drinking fountains with Clorox wipes & use stainless steel cleaner on the rest
7. Vacuum east and south entryways & ramp, hallway, classrooms (if needed) & gathering area

8. Dust window sills and any woodwork with dry cloth
9. Clean glass on the entry doors, doors leading to the hall, and classroom doors (if needed)
Area 3:  Parish Hall Banquet Area & Kitchen (Monthly)
First of all, anyone that uses the Banquet Hall and/or the Kitchen is responsible for cleaning when they are finished (including vacuuming, sweeping, mopping, wiping off countertops, stove and hood, taking out trash, washing and putting away dishes).  The exception to this is for Funerals.  Parishioners helping serve the meal are responsible for cleaning after a funeral lunch.
1. Check to see if the Banquet Hall needs to be vacuumed
2. Dust the window sills, clean glass on doors, if needed.
3. Check windows for and remove cobwebs (a Swiffer duster is in the utility closet)
4. Check to see that the kitchen is cleaned properly (floor, countertops, etc.)
5. Check in refrigerator and dispose of any spoiled food or expired food and wipe out refrigerator
6. Wipe off outside of refrigerator and dishwasher (if needed), using stainless steel cleaner and          the disposable Kleenex cloths.  
Area 4:  Church Basement and Choir Loft (Monthly) 

1. Sweep both sets of steps leading to the basement, mop if needed

2. Vacuum basement

3. Clean bathrooms, take out trash
4. Dust any wooden furniture
5. Vacuum the choir loft, dust if needed, take out trash
A Key for the Banquet Room and Kitchen is located in a key safe on the north wall of the hall coat closet, under the shelf, in the corner.  The Code is 2468 (Who do we appreciate) press the numbers then “enter”.  The key will open the banquet room doors and kitchen door.  Before leaving, be sure to lock any doors you unlocked, unless told otherwise.  Be sure to return the key to the key safe!! (You’ll need to enter the code again.)
CLEANING SUPPLIES:
For the Church are located in a carrier under the sink in the altar boys’ bathroom.
For the Basement are located in a bucket in the old kitchen in the cabinet on the north wall by the sink.
For the Hall Bathrooms are located in the south utility closet across from the coat closet in the Hall on the shelves.  There is a broom and dust pan, vacuum cleaner bags, steam mop, pads, and extension cord for the steam mop in the closet as well.  There is a cup under the sink in the ladies restroom to use to fill the reservoir of the steam mop with water.    

Extra Paper Towels and Toilet Paper are located on the shelves in the utility closet.
For the Kitchen are located in the cupboards under the sinks in the kitchen.
Rags:  You can either bring your own rags, or there is a bag of clean rags and a bag for dirty rags hanging on the wall in the utility closet.  Clorox wipes are available to use.  DO NOT FLUSH THEM, discard in trash.
Other:  There are brooms, dust pans, large scrub bucket and mop, small dust mop, and a sponge mop located in the furnace room by the kitchen.
VACUUM CLEANERS: (Check to see if they need to be emptied before using.  New bags are in the utility closet.)
For the Church & Parish Hall are located in the south utility closet across from the coat closet in the Hall.  There is also a small Oreck vacuum and bags in the cabinet in the room where the altar boys dress.  There are also a broom and a dust mop that can be used to clean under the pews, located in that cabinet.  **(If the yellow vacuum cleaners don’t seem to be picking up, and the bag isn’t full, shut the machine off, wait 5 minutes, and then push the reset button, which is located at the bottom of the back side of the vacuum, near the floor. There is a picture on the vacuums showing the location of the reset button.)

For the Basement are located in the closet next to the foot of the west basement stairs. (All work) 
There is a Swiffer/Bissell steam mop and pads in the utility closet across from the coat closet.  This may be used under the pews if needed, in the kitchen, or in the bathrooms. There is an orange extension cord you will need to use with the steam mop, if you use the outlet in the hallway when cleaning the bathrooms, as its cord isn’t very long.  Note:  Only put water in the water tank.  There is a cup under the sink in the ladies restroom to use for this.  Throw away dirty pad when you are finished.
General Information

There is a three-ring binder notebook located on the wall in the south utility closet across from the coat closet in the Hall.  There is a section in the binder for each “Area” to be cleaned.   Be sure to check the notebook  before you clean so items aren’t unnecessarily cleaned twice.  After you have cleaned your area, be sure to list the date and the items you have cleaned, along with your names, so the other families know what is left to do in that Area.  It isn’t absolutely necessary, but may be helpful to contact the other families that are to clean with you, to see if you can coordinate a time to clean together.
If you are unable to clean on your assigned week, feel free to trade with someone, or the following people are available as substitutes:

Nicole Keslar (402-770-5965) & Kimberly Whitney (402-890-9236)

The cost to hire one of these substitutes is $20 per family.  Please call by Tuesday of your week to clean if you would like one of them to clean for you.
Supplies getting low?  If you notice that cleaning supplies are getting low or are needed, notate what is needed on the dry erase board in the utility closet.  If you need it right away, you may go to Terry’s Family Foods and charge it to St. Paulinus Church. 

For funerals and weddings, it is our responsibility as a parish family to be sure the church and hall are cleaned before these important events.  We are also responsible to clean after a funeral.  The wedding family is responsible for clean up after a wedding.  Father will contact Kay Kreifels when he knows of an upcoming funeral or wedding and she will be contacting a few parishioners to help clean before these events.  The parishioners helping serve a funeral lunch are to make sure the hall and kitchen areas are clean afterwards.  
General Cleaning:  Will be done before Christmas and Easter, as in the past, if needed.  Crews to clean windows will be recruited as needed also.   Please be generous with your time and sign up for a job when this opportunity to help presents itself.

