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INTRODUCTION

The New Y ork State Department of Civil Service has devel oped this Guide to familiarize you with the Entry-Level
Custodians and Janitors Series written test. It provides a general description of the subject areasto be tested and the
different types of questions you will likely see on the test. The Examination Announcement will specify the exact subject
areasto be included on the test you will be taking.

The Entry-Level Custodians and Janitors Series written test has an overall time allowance of 2 hours. Thetestis
divided into three separate subject areas and the questions are designed to eval uate knowledge of the following:

1. CLEANING TOOLS AND THEIR USES: These questions test your knowledge of various
cleaning tools and equipment commonly used by janitors and custodians on thejob. You are
shown drawings of varioustools and equipment. Y ou will be required to recognize the tools
and know their proper usesin order to answer the questions correctly.

2. TOOLS USED FOR MINOR MAINTENANCE AND REPAIR: These questions test your
knowledge of various tools and equipment. Y ou are shown drawings of tools and equipment
used in minor mechanical, electrical, plumbing and carpentry repair. Y ou will be required to
recognize the tools and know their proper usesin order to answer the questions correctly.

3. HEALTH AND SAFETY ISSUES IN CUSTODIAL WORK: These questionstest your
knowledge of basic proper safety and health practicesin areas of cleaning, building
operation and maintenance and other areas relevant to custodians and janitors at the entrance
level. You are presented with drawings showing situations of health and safety which can be
found in thework area. Y ou are required to recognize any unhealthy, unsafe, or otherwise
hazardous conditions and know how to correct them in order to answer the questions.

The remainder of this guide explains how you are tested in each of these subject areas. A TEST TASK isprovided for
each subject. Thisisan explanation of how a question is presented and how to correctly answer it. Be sureto read each one
carefully.

You will also be given at least one SAMPLE QUESTION for each subject area. It will be of the type that you will see on
the actual test. The SOLUTION and correct answer are provided after each question. Y ou should study the question and its
solution until you understand how it works.

NOTE: Thetools pictured in this booklet are not necessarily drawn to scale. Y ou are expected to recognize the tools and
know their proper usesin order to answer the questions.



SUBJECT AREA 1

CLEANING TOOLS AND THEIR USES: These questionstest your knowledge of various cleaning tools and equipment
commonly used by janitors and custodians on the job.

TEST TASK: You are shown drawings of various tools and equipment. Y ou will be required to recognize the tools and
know their proper usesin order to answer the questions correctly.

SAMPLE QUESTION:

The best use for the brushes shown above is to

A. dust furniture
scour toilet bowls
wash floors

O o0ow

clean windows
Answer is C.

SOLUTION: To answer this question you must be able to recognize the tools shown and know their uses. The brushes shown
are scrub brushes. They are generally used to wash flat surfaces, such as floors (choice C). They could not properly scour
curved surfaces, such as toilet bowls (choice B). They are not meant for dusting furniture (choice A), nor are they meant for
cleaning windows (choice D). Choice C is therefore the correct answer.



SUBJECT AREA 2

TOOLS USED FOR MINOR MAINTENANCE AND REPAIR: These questions test your knowledge of various tools and
equipment.

TEST TASK: You are shown drawings of tools and equipment used in minor mechanical, electrical, plumbing and
carpentry repair. You will be required to recognize the tools and know their proper usesin order to answer the questions
correctly.

SAMPLE QUESTION:

Which one of the following would be best used to attach fiberglass
insulation to wooden boards?

Answer is B.

SOLUTION: To answer the question, look at each choice. Choice A is a picture of a soldering gun, which is generally used in
electrical work, therefore choice A is incorrect. Choice C is a picture of a plane, a tool generally used to shave wood, therefore
choice C is not the correct answer. Choice D is a picture of a clamp, a tool generally used to hold objects when cutting them,
therefore choice D is an incorrect answer. Choice B is a picture of a staple gun, a tool generally used to attach materials, such as
fiberglass insulation to wooden boards. Choice B is the correct answer.



SUBJECT AREA 3

HEALTH AND SAFETY ISSUES IN CUSTODIAL WORK: These questions test your knowledge of basic proper safety
and health practices in the areas of cleaning, building operation and maintenance, and other areas relevant to custodians and
janitors at the entrance level.

TEST TASK: You are presented with drawings showing situations of health and safety which can be found in the work area.
Y ou will be required to recognize any unhealthy, unsafe or otherwise hazardous conditions and know how to correct themin
order to answer the questions.

SAMPLE QUESTION:

Which one of the following is the most important reason why
workers should wear gloves when cleaning the above soap dish?

A. to avoid leaving fingerprints on surfaces
B. to keep hands from smelling like soap
C. to be able to get a better grip on things
D. to give protection from germs and chemicals
Answer is D.

SOLUTION: To answer this question, you must know that issues of health and safety are more important than cosmetic
features (choice A and B) and even than ease in doing a job (choice C). The question asks why a worker should wear gloves
when cleaning the above (a picture of a soap dish).

Choices A,B,C and D are all reasons why it is good practice to wear gloves while cleaning soap dishes. The most important
reason, however, is to give the worker protection from possible infection or harmful chemicals. Choice D is therefore the best
answer.

CONCLUSION

Y our feelings about tests have agreat deal to do with how you perform on atest. Some people get so tense and nervous
that they don’'t do aswell asthey could. They forget things they know or make simple mistakes. The following suggestions
should help you overcome these problems.

Study and review this Guide to become familiar with the test contents.

Giveyourself plenty of time to do what you need to do before the test starts. Arrive at the test room a
little ahead of the starting time.

Try torelax just before the test starts.

Listen carefully to the instructions the Monitors give you. Carefully read all instructions on the
Candidate Directions you are given at the test aswell as information on the covers of the test booklets.

Try to keep calm, cool and collected throughout the test.
Keep track of time.



