St. Swithun’s Church
Diocese of New Westminster, Anglican Church of Canada

Position Description

Position Title: 

Cleaner / Janitor / Sexton

Date approved by Trustees:


Date revised by Trustees:


PURPOSE: 
Under the general direction of the Parish Administrator and in coordination with….the Janitor(s) will provide the following tasks on the prescribed days.
RESPONSIBILITIES: as outlined below
REQUIREMENTS/Qualifications:

Submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months.
SUNDAY 

· Vacuum everywhere: church, chapel, narthex, stairs, balcony, hallway, hall, offices, rector's study, lounge, washrooms, kitchens, including under radiators, furniture and in closets.

· Empty all wastebaskets

· Put out garbage

· Wash floors in kitchen, kitchenette and washrooms

· Clean toilets, sink and mirrors

· Check paper supplies and soap in washrooms

· Recycle - put yellow and blue bags outside front door

· flatten and put all cardboard in yellow bag.

· cleans the altar rail, handrails and all door handles with antiseptic wipes

TUESDAY

· Set up for Parish Council Meetings every 4th ………of the month

· Set up for Seniors Lunch held on ……………

THURSDAY

· Vacuum and wash floors in washrooms

· Clean toilets and sinks

· Replenish paper supplies and soap in washrooms

· Empty all wastebaskets

· Vacuum hallways, offices and narthex as required

· Spot mop kitchens
SATURDAY
· Sweep or dry mop kitchen and kitchenette floors

· Set up for Sunday School in hall

· Vacuum hallway and chapel as required

· Clean toilets and sinks

· Vacuum and wash floors in washrooms

· Dust window sills, counters, radiators, etc.

· Remove cobwebs from lights in church and narthex

· Sweep sidewalks

· Clean up paper, etc. outside the Church

· Window cleaning once per month (inside and out)

· Put out garbage bags if full

· Empty all wastebaskets

· Empty vacuum cleaner

· Advise Parish Administrator if supplies are needed or if equipment repair is required

Sample only: 

Important

This position description was provided by a parish and is offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

Essential

Most parish employees and many volunteer leaders fall into the High-Risk Ministry category as defined by the diocesan Screening in Faith Policy. This includes providing a Police Record Check with Vulnerable Sector search. This needs to be clearly stated in the position description.
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