
Town of Strasbourg  

Strasbourg Memorial Hall  
 Janitorial Duties 

 

The following list summarizes, but does not limit, the janitorial duties: 
 

1. Check with Town Office monthly for events and programs (Town will notify of any additions or 
cancellations). 

2. Set up, arrange, and take down all tables and chairs in Lower Hall as designated by Town Office. If 
no plan is given by renter, set out table and chairs, and renter will arrange. 

3. Sweep, vacuum, and clean (scrub) all floors, stairways, carpets, rugs, and baseboards. Remove all 
scuff marks. 

4. Empty all waste and clean receptacles within 24 hours of an event. Take out any recycling that may 
be left.  

5. Recycling money, as well as pop machine money, should be used to purchase pop cans for the 
pop machine in the Upper Hall. These can be purchased at Strasbourg Co-op or Pieper Foods. 

6. Order general cleaning and toiletry supplies from Chatterson Janitorial. Pick up anything extra from 
Strasbourg Hardware and Variety, Strasbourg Co-op, or Pieper Family Foods on Town’s 
purchasing account. 

7. Check on kitchen supplies and replenish dish soap, J-cloths, dishwasher soap, and hand soap. 
8. Clean stoves, ovens, dishwasher, fridges, coolers, and do any undone dishes. 
9. Wash tea towels, if used, and return immediately prior to next event. 

10. Wash and sanitize all bathroom sinks, toilets, toilet tanks, urinals, and mirrors. Dust all bathroom 
dispensers. 

11. Replenish all toiletry supplies, including soap, toilet paper, and paper towel dispensers. 
12. If event is more than one day, check on supplies and do a general clean between each event day. 
13. Clean any garbage, glass, or cigarette butts located on the exterior of the building.  
14. Report any damage and/or maintenance issues to Town Office immediately after event.  
15. Wash all walls in Upper and Lower Hall including the stairways, as required. 
16. As needed, steam clean all carpeted areas.  
17. Clean up any water seepage from the exterior of the building or from kitchen coolers and notify 

Town Office. 
18. Keep an inventory of the large items within the kitchen, such as steam tables and coffeemakers. 

Report any discrepancies to the Administrator.  
19. Strip and wax floors minimum twice yearly, including the theatre stage floor. 
20. Clean all light fixtures and diffusers, as required. 
21. Clean all windows inside and out, as required. 
22. Set up microphones in Lower and Upper Hall if requested at time of set-up. Have knowledge of 

technical equipment within the Hall. 
23. Liaise with Hall Maintenance Manager for any issues that may arise. 
24. Such other duties as directed by the Town.  

 
Additional Notes: 

 This is not an exhaustive list, and certain janitorial issues will arise from time-to-time that need to 
be dealt with. Constant contact with the Town Office is imperative for smooth operation of the Hall. 

 Janitors must notify the Town Office if they are to be away for any length of time. They need to 
have someone in place, at the approval of the Town, to fill in for them during their absence.  

 All areas of the Hall must be cleaned, excluding the Lions’ Den and Library. This includes the 
Upper Hall, lobby, stage floor and backstage, staircases, Lower Hall, main entrance, elevator 
entrance, inside the elevator, kitchen, all bathrooms (including handicapped), Legion Room, and 
Senior’s Centre. 


