[image: image1.wmf]G

P

C

S


CUSTODIAL SUPERVISION FORM

School __________________________

Month ___________________

	Paying Group
	Date(s) of use
	Supervising

Custodian
	Hours

Worked

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Custodian Signature





Date


Principal’s Signature





Date

SUPERVISION GUIDELINES
1. This form is to be used for reporting actual supervision hours of paying groups using the school.  School District related activities are not paying groups and are supervised by regular custodian staff as a part of their regular duties.

2. Custodial staff will be paid at their regular rate of pay for Sunday supervision only.  Saturday supervision shall be provided by weekend custodial staff or time-off-in-lieu.

3. In most cases, the supervisor is not required to remain at school all day, unless specifically requested, but must be available for opening and closing.  One hour is paid for each trip for this purpose.

4. User groups must appoint one adult to be responsible if supervision is not required during the day.

5. Custodians supervising weekend groups are expected to complete additional custodian duties in the school during this time.

6. This form must be forwarded to the Catholic Education Centre with form 540 for processing of payment to the supervisor.

Grande Prairie & District Catholic Schools              FORM 540 A
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