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       Tucson High
Office for Operations and Facilities
The Office for Operations and Facilities includes the following areas of service:

1. Engineering:  The school’s engineers are responsible for the operation of the school's mechanical facilities, i.e., heating, cooling, water, electricity, as well as many immediate repairs and/or adjustments of school equipment. 

2. Grounds: The school's ground maintenance staff is responsible for the maintenance of the school's landscaped areas and the athletic fields.

3. Custodial:  The school’s custodial staff is responsible for maintaining the interior of the building.

Our goal as a team is to:

· Maintain a clean environment at Tucson High that conveys the message to others that our facility is well managed.  
· Provide a clean learning and working environment for the students and staff of Tucson High.
THMS Handbook
The Office for Operations and Facilities oversees the following policies and procedures:
· Work Orders
· Moving of Classroom Furniture and Equipment
· Lost or Stolen Items
· Assisting in School and Classroom Maintenance
· Building Keys (Lost Keys, Loaner Keys, Transfers, Retirements or Resignations)
· Teacher Supervision

· Classes Meeting Away from Assigned Classroom

· Grafitti and Vandalism

· School Annoucements

You will find a full description of these procedures and policies in the THMS Handbook under Section 16, Office for Operations and Facilities, in the public folder on the teacher server.  

Important Reminders:

· Work order forms can be found in the public folder on the teacher server.  You can submit your work order electronically to Janna Acevedo and Maria Felix.
· You will need to complete a work order for any request of service from the Office of Operations and Facilities, including the moving of furniture.  Please do not move furniture on your own.  
· You will need to come to the Office for Operations and Facilities to receive a key slip from the administrative assisstant, Maria Felix.   You will need to provide your employee ID number and a list of the room numbers of needed keys. 

·  School announcements need to be submitted before 12 noon to appear in the following day’s bulletin.  All announcements can be e-mailed directly to Maria Felix, using “Announcement Request” as the subject.  Announcements will run for three (3) consecitive days.  You will need to resubmit you announcement for extended days. 

· We need your help to wipe out vandalism and graffiti.  Please report any graffiti or vandalism that you see at any time to the Office for Operations and Facilities.  For your convincence, there is a graffiti report form in the public folder on the teacher server that can be sent to Janna Acevedo and Maria Felix electronically.  
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Tucson High’s Custodial Staff

This year we will be implementing a Systematic Cleaning system in place of the traditional Zone Cleaning.  This means that individual custodian will not be responsible for the complete cleaning of each classroom.  Rather, they will work in teams to perform all cleaning functions in a given area.  
The advantages of Systematic Cleaning include the following: 
· Cleaner buildings and increased productivity

· Less confusion and simplified flow of work

· Systematic cleaning teams set the standard

· Double-check systems provide cleaner results

· Individuals in teams have a thorough knowledge of their functions and responsibilities

Tucson High’s Night Custodial Teams

	Team Main
	Team Tech
	Team Voc

	Gabriel Cerezo
	Hector Valenzuela
	Lupita Gonzalez

	Art Badilla
	Rudy Valenzuela
	David Marusa

	Daniel Valenzuela
	MannyArmenta
	Leonard Skidmore

	Lupita Toral
	Laura Zavala
	Maria Moreno


Tucson High’s Day Custodian Team Member

	Team Main
	Team Tech
	Team Voc

	Lorenzo Sanchez
	Albert Tinsley
	TBA


The Office for Operations and Facilities Expectations 
The following is the message that we will be conveying to the student population at Tucson High School:
Tucson High is YOUR school and as a BADGER, everyone has a piece of

OWNERSHIP and COMMITMENT.  
The following school rule has been developed with 
YOUR involvement as a TUCSON HIGH BADGER.

	THE RULE
	HOW TO KEEP IT

	LOOK

AFTER 

OUR

 SCHOOL
	· PICK UP AFTER YOURSELF
· PLACE ALL TRASH IN TRASH CONTAINERS
· TAKE CARE OF THE BUILDINGS, FURNITURE, GROUNDS AND ALL OUR PROPERTY
· KEEP OUR LUNCH TABLES, RESTROOMS, WALLS AND DESKS CLEAN


REMEMBER:  IT’S A BADGER THING!

The Office for Operations and Facilities is asking all teachers and staff members to remind students to
“LOOK AFTER OUR SCHOOL.”
