Facilities Section

Instructions and Procedures

Due Date
Facilities Section

As required

FORM34 - Housing Application Form:

- To apply for teacher housing please complete this Form.  Instructions appear on the form.  (Also see Teachers’ Local Agreement 2005-2008, N22.1 & Appendix J)

As per casual
FORM35-Employee Absence/Casual Employment for Facilities 

labour pay

& Maintenance Staff 
period 

- The above two forms must be sent in every two weeks to coincide with the
schedule

 division casual labour pay periods on page 20.  Please send to your area
Page 20
Maintenance Coordinator for approval.  Please refer to Terms and Conditions, Policy F-2.0 or the 2005-2008 Teachers’ Local Agreement when identifying reasons for absence/employment.
As per casual
FORM36 – Community Schools Caretaking Casual Labour Form
labour pay 
- Schools that are designated as Community Schools will

period 

receive two (2) hours per day [ten (10) hours per week or

schedule 

forty (40) hours per month] for hiring casual labour to be
on Page 20
used as required for added workloads associated with evening and community functions and generally, any functions that requires additional cleaning of the facility.

- Any person hired to work as a Community School Caretaker will be paid the casual rate of $10.00 per hour and will have to complete this form.  This form will be forwarded as per the division casual labour pay periods on page 28 to the Facilities Department.

As required

FORM37 – Statement of Contract Service

- This form is used for some employees, i.e. garbage contracts with caretakers in various communities.

Monthly time
FORM38 – Caretaker’s Check In/Check Out Log

Sheet
- A Caretaker Check In/Check Out Log has been developed by the Department of Facilities as part of the school improvement process.

- Beginning January 2001 binders were sent out to the schools which include a one (1) year calendar, section with individual caretaker’s name, and monthly caretaking logs for each caretaker, the forms are to be used on a regular basis. At the end of each month, a photocopy of the log is to be attached to the monthly timesheet with the original being placed on the caretaker’s personnel file at the school.

- Please ensure that all caretakers in your school understand how to use the forms and that the forms are submitted as requested.

As Required

FORM39 – Maintenance Request Form Books

- There should be two Maintenance Request Form Books at each school one for the School and one for Housing.

- A Maintenance Request Form must be completed prior to any work being undertaken by Facilities Staff.  (Also see NLSD #113 Board Policy D-1.0(B).)

Immediately

FORM40 – Monthly Time Sheet for Non-Teaching Staff
following the
Caretakers
last day of

- This form must be filled out immediately following the
the month

last day of the month and submitted to the Head Caretaker.

- After that the Principal must approve it before sending it to the Area Maintenance Coordinator.
Prior to any
FORM41 – Leave Authorization Request for Non-Teaching Staff

leaves taken
Caretakers


- This form must be filled in before any leaves are taken and submitted to the Head Caretaker.

- After that the Principal must approve it before sending it to the Area Maintenance Coordinator.
October
Maintenance Project List.  There is no specific form for this; however, a letter requesting new year projects will be sent out each year in October.  Project wish lists are to be forwarded to the Superintendent of Facilities.  (This form is not provided in this manual.)
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