CLEAN-UP CHART 2008
#11   Start Supervisor: Make sure both rooms begin clean at the appropriate time; See that everyone knows it is time to fill out daily accomplishments on participation card; Then begins clean up  or putting machines down as soon as possible if the following class is not sewing. Notify proper personnel of anyone who is absent so that all essential jobs are completed.

#  6   Row 1: See that NO threads, pins or scraps are on the floor in your row or knee / machine cubicles. Make sure all machines are turned off; foot peddle stored properly. Table/ Counter should be free of all litter. You are responsible to monitor each student’s personal clean up of their personal area in your row or do the clean up yourself.

# 7   Row 2: See that NO threads, pins or scraps are on the floor in your row or knee / machine cubicles. Make sure all machines are turned off; foot peddle stored properly. Table/ Counter should be free of all litter. You are responsible to monitor each student’s personal clean up of their personal area in your row or do the clean up yourself

#18    Row 3: See that NO threads, pins or scraps are on the floor in your row or knee / machine cubicles. Make sure all machines are turned off; foot peddle stored properly. Table/ Counter should be free of all litter. You are responsible to monitor each student’s personal clean up of their personal area in your row or do the clean up yourself

# 19    Row 4: See that NO threads, pins or scraps are on the floor in your row or knee / machine cubicles. Make sure all machines are turned off; foot peddle stored properly. Table/ Counter should be free of all litter. You are responsible to monitor each student’s personal clean up of their personal area in your row or do the clean up yourself

#  29   Row 5: See that NO threads, pins or scraps are on the floor in your row or knee / machine cubicles. Make sure all machines are turned off; foot peddle stored properly. Table/ Counter should be free of all litter. You are responsible to monitor each student’s personal clean up of their personal area in your row or do the clean up yourself

#31   Row 6: See that NO threads, pins or scraps are on the floor in your row or knee / machine cubicles. Make sure all machines are turned off; foot peddle stored properly. Table/ Counter should be free of all litter. You are responsible to monitor each student’s personal clean up of their personal area in your row or do the clean up yourself

# 1  Participation card Delivery and Pick Up Row 1:  You are to pick up participation cards for your row and deliver them to every class/ person in your row at the very beginning of class whether they are present or not.  Teacher will gather those who are not there at roll call.   Then at the end of class, you are to pick up cards again when students have completed the “I accomplished” side of the card and return it to the proper place in the file at the back of the room by the sink.
# 12   Participation card Delivery and Pick Up Row 2:  You are to pick up participation cards for your row and deliver them to every class/ person in your row at the very beginning of class whether they are present or not.  Teacher will gather those who are not there at roll call.   Then at the end of class, you are to pick up cards again when students have completed the accomplished side of the card and return it to the proper place in the file at the back of the room by the sink.
#   13   Participation card Delivery and Pick Up Row 3:  You are to pick up participation cards for your row and deliver them to every class/ person in your row at the very beginning of class whether they are present or not.  Teacher will gather those who are not there at roll call.   Then at the end of class, you are to pick up cards again when students have completed the accomplished side of the card and return it to the proper place in the file at the back of the room by the sink.

#  24   Participation card Delivery and Pick Up Row 4:  You are to pick up participation cards for your row and deliver them to every class/ person in your row at the very beginning of class whether they are present or not.  Teacher will gather those who are not there at roll call.   Then at the end of class, you are to pick up cards again when students have completed the accomplished side of the card and return it to the proper place in the file at the back of the room by the sink.
#  25   Participation card Delivery and Pick Up Row 5:  You are to pick up participation cards for your row and deliver them to every class/ person in your row at the very beginning of class whether they are present or not.  Teacher will gather those who are not there at roll call.   Then at the end of class, you are to pick up cards again when students have completed the accomplished side of the card and return it to the proper place in the file at the back of the room by the sink.

#   34   Participation card Delivery and Pick Up Row 6:  You are to pick up participation cards for your row and deliver them to every class/ person in your row at the very beginning of class whether they are present or not.  Teacher will gather those who are not there at roll call.   Then at the end of class, you are to pick up cards again when students have completed the  “I accomplished” side of the card and return it to the proper place in the file at the back of the room by the sink.

#  22    Serger #1, #2, and #3: Clean floor and serger counters.  Be sure that no pins, threads or scraps litter the floor or counter.   Neatly fold fabric scraps used to check serger stitching before using and put them at them behind serger.   Empty thread catchers if needed. Turn off sergers; 
# 17    Serger #4, #5, and #6: Clean floor and serger counters.  Be sure that no pins, threads or scraps litter the floor or counter.   Neatly fold fabric scraps used to check serger stitching before using and put them at them behind serger.   Empty thread catchers if needed. Turn off sergers; 
# 3    Serger #7, #8: Clean floor and serger counters.  Be sure that no pins, threads or scraps litter the floor or counter.   Neatly fold fabric scraps used to check serger stitching before using and put them at them behind serger.   Empty thread catchers if needed. Turn off sergers;
#  26    Serger #9, #10, #11 and #12: Clean floor and serger counters.  Be sure that no pins, threads or scraps litter the floor or counter.   Neatly fold fabric scraps used to check serger stitching before using and put them at them behind serger.   Empty thread catchers if needed. Turn off sergers; 
# 14    Ironing Rm. 101  Helper #1:  Make sure all irons are unplugged at the front of the room. Irons and water bottles should be carefully returned to the closet and all ironing boards put away and doors closed at the front of the room if the following class will not be using them. Make sure all equipment is properly returned, and threads picked up from the carpet under ironing area. Ask Mrs. Griffin if room will be used the following period.

#  8     Ironing Rm. 101 Helper #2: Make sure all irons are unplugged at the back of the room. Irons and water bottles should be carefully returned to the closet and all table top ironing boards put away under the window if the following class will not be using them. Make sure all equipment is properly returned, and threads picked up from the carpet under ironing area. Ask Mrs. Griffin if room will be used the following period.

# 28   Ironing Rm. 103 Helper #1: Make sure all irons are unplugged. Irons and water bottles should be carefully returned to the cupboard and all table top ironing boards are put away under second sink in kitchen 2 if the following class will not be using them; Close doors. Large ironing board is left standing but irons must be put away in proper place if the following class will not be using them. Make sure all equipment is properly returned, and threads picked up from the floor under ironing area. Ask Mrs. Griffin if room will be used the following period.

#  32    Ironing Rm. 103 Helper #2: Make sure all irons are unplugged. Irons and water bottles should be carefully returned to the cupboard and all table top ironing boards are put away under second sink in kitchen 2 if the following class will not be using them; Close doors. Large ironing board is left standing but irons must be put away in proper place if the following class will not be using them. Make sure all equipment is properly returned, and threads picked up from the floor under ironing area. Ask Mrs. Griffin if room will be used the following period.

# 21   Embroidery Machines #1, #2, #3: Make sure all threads are wound up and put away in the drawers by those who used them. Make sure all machines are turned off.  Make sure all threads are cleaned off counter and floor around machines by those who used them. Pick up around the counter and floor. Return all equipment to where it belongs whether it is on a box, in a box; Hoops are hung up; All cards are back in pockets. 
#  27    Embroidery Machines #4, #5, #6: Make sure all threads are wound up and put away in the drawers in Rm.101 by those who used them. Make sure all machines are turned off.  Make sure all threads are cleaned off counter and floor around machines by those who used them. Pick up around the counter and floor. Return all equipment to where it belongs whether it is on a box, in a box; Hoops are hung up; All cards are back in pockets. 

#   30    Project Box Aide: Make sure that all material in project box is organized and neat. And put away if it is the last class.
#12     Equipment Manager: Check to see that all equipment and machine parts that have been borrowed from the tan colored machine parts box up by the phone on the front of the teacher’s desk is returned and stored neatly in the box.

# 10   Bobbin Case Manager:  Make sure all of the bobbin cases have been returned to the proper place in the right colored box according to machine number

#   Sinks and counters Manager:   Make sure the sink counter in Room 101 and the counter under the embroidery cards on the wall are straight and everything put away. 
# 16  Tote Tray Manager: See that all tote trays are replaced, pushed in completely and door is shut. Check to make sure any thread or any scrapes are picked up from the carpet area in front of the tote trays.

# 9  First Alternate/Door Window: Complete the job or jobs of anyone who is absent if no one is absent you should check the scrap box in Room 103 and straighten it if needed or ask Mrs. Griffin for any special jobs that need to be done.
# 4  Second Alternate/Whiteboard: Complete the job or jobs of anyone who is absent along with first alternate. If no one is absent, see that the white board is clean and free of any unwanted writing. Ask Mrs. Griffin for any special jobs that need to be done.

#15   Administrative Assistant: Ask Mrs. Griffin for any special jobs that need to be done.

#  5   Lost and Found Assistant   Check to see if there is any equipment that has been lost by a student in your class; return it to the person;   Make sure the lost and found cupboard stays neat and organized.
# 20   Chair’s Captain:   Make sure each student puts their chair under the desk; or stacks it in sets of three on each row at the end of the day.  
#   23   Serger Chairs:   Stack all serger and embroidery machine chairs in sets of three in room 101 at the end of the day or make sure they are pushed under. Make sure threads are cleaned up off the floor.
# 33  Table # 3 Chairs:  Stack chairs in sets of three at the end of the day or make sure they are pushed under the table very neatly at the end of the class period.
