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	Job Description


	Job Title:


	School Caretaker

	Grade Range:


	Grade 6 – Scp 26 – 28

£25,746 - £27,342

	Hours:


	36 per week

Split shift – Contractual hours:

Monday to Thursday 7.30am – 12 noon and 3pm – 6pm

Friday 7.30am – 11.45 am and 3pm – 6pm

School Holidays 8am – 4pm

Some additional weekend and evening work is required to cover regular and ad hoc lets and school events; reasonable notice is provided. 

The bulk of annual leave to be taken during school holidays, pre-agreed with the Office Manager


	Reports to:


	Office Manager; and the Head/Deputy Head Teacher and Chair of Governors for some specific tasks.

	Responsible for:


	Supervision of contracts and/or in-house cleaners.

Supervision of contractors when on site during work shifts.

	Role Purpose and Role Dimensions:
	Safeguard the school community; ensure the security of the school premises

Keep the school building and site at a high standard of cleanliness, using appropriate cleaning methods and materials at the most effective time. 

Be responsible for the upkeep of the fabric and grounds of the school in partnership with the senior staff and governors.

Liaise daily with the Office Manager on cleaning/caretaking issues.

Maintain equipment, machinery & plant within the school; utilising own skills and contractors as appropriate.

Maintain the internal and external fabric of the schools premises as a safe working environment; utilising own skills and contractors as appropriate.

Develop and maintain the school’s outdoor areas to a high standard.  Contractors are utilised for major grounds works.


	Commitment to Diversity:
	Take professional responsibility for championing the school's diversity agenda and proactively implementing initiatives that secure equality of access and outcomes.  Commit to continually developing personal understanding of diversity.



	Key External Contacts:
	· Contractors and suppliers

· Facilities providers

· Letting clients
· General public 


	Key Internal Contacts:
	· Office Manager, Deputy and Head Teacher and staff
· Cleaners
· Pupils 

· Parents/Carers and the school community

· Governors 
· Parents’ association



	Financial Dimensions:
	· Advise the Office Manager on the cost of external providers and ensure that a proper procurement process is adhered to when purchasing goods and services

· Be responsible for hand tools, equipment and other small machinery.

	Key Areas for Decision Making:
	· Ensure that vital information such as cleaning rotas and site keys are available for staff as required

· With the assistance of the Office Manager & Deputy/Head Teacher, select the providers for services for the school

	Other Considerations:
	· A full current driving licence is required.

· Use of basic IT systems

· First Aider

· Sympathetic to the school’s Church of England ethos

· Acceptable DBS




	Key Accountabilities and Result Areas:
	

	Management and Supervision

	· Oversee Health and Safety within the school and the site.
· Induct and instruct cleaners to ensure they are conversant with their duties and the standard of work expected of them and provide appropriate on-the-job training as required.
· Plan and allocate work for cleaners where required.
· Supervise cleaning staff to maintain effective working relationships to ensure good timekeeping; deal direct with minor problems and ensure work schedules and standard are maintained.
· Ensure that contract/in-house cleaners perform to the standard laid down in the cleaning specification.  Address and report any failure to meet the required cleaning standards.
· Deal effectively with enquiries & maintenance/cleaning issues from staff, pupils, parents and the public.
· Assist Office Manager with annual fire risk assessment and all other risk assessments required.

· Attend appropriate management/supervisory training courses. 

· Report to the Governing Body; produce a termly report to the Premises Committee; attendance at committee and/or main termly meetings may be required.
· Care and feed school pets during holiday times.
· Water internal and external plants in school holidays.
· Where appropriate, carry out duties using related IT systems.
· Oversee the preventive maintenance schedule, including booking of contractors and ensure work completed to specification.
· Attend school events such as school fayres, the summer BBQ and ensure the building and site is cleared up afterwards.
· Supervise maintenance workers while they are on site to ensure children are safe at all times e.g gardeners, hygiene contractors, etc. 
· Duties and responsibilities of this post may be altered over time as requirements and circumstances change.  The post holder will be consulted on proposed changes.


	Security
	· General site supervision including prevention of trespass and unauthorised; and in conjunction with the Office Manager & Deputy/Head Teacher, be vigilant to ensure the safe use of the school site at all times.  Ensure the school is secure for teaching.
· Have a visible presence at the beginning and end of the day.
· Open and close school - e.g. all appropriate gates, windows, doors and fire escapes for the purpose of school use, cleaning, maintenance, emergency services. 
· Check emergency exits and entrances are not obstructed daily
· Check the proper operation and function of all alarms and fire equipment weekly
· Liaise as necessary with emergency services including the calling of the services as appropriate
· Report acts of vandalism to the Office Manager immediately; and to the Police where necessary
· Security mark valuable items and maintain an up to date asset register

	Heating
	· Check and control system function, including frost precaution procedures and ensure the timer/thermostat is set for the correct season.
· Report all defects to the appropriate maintenance contractor.


	Energy Conservation
	· In conjunction with the Office Manager & Deputy/Head Teacher, implement all agreed policies
· Read, record and report all meter readings
· Liaise with the Energy Conservation Officer and implement subsequent recommendations as authorised by the school
· Oversee automated systems, such as external lights and gates


	Emergencies
	· Act as a Fire and Evacuation Marshall in real and drill situations and record details and evaluate drill situations to improve procedures

· Test and record fire alarms weekly. Ensure all fire doors are in good working order and are easy to open 

· Implement the school’s ‘Lock Down’ procedure and actively contribute to its on-going development
· Ensure access and secure premises for all emergencies services as necessary
· Ensure all bursts, leaks, flooding, fires and breakages are dealt with promptly and safely
· Ensure all electrical and gas emergencies are dealt with promptly and safely
· Clean sickness, etc. and spillages quickly and effectively.
· Report all emergencies to the Office Manager; or Deputy/Head Teacher.


	Lettings

	·  To be on duty to ensure the smooth running of lets; ensure areas are cleaned prior and following each let and that the site is secure during and after the let
· Assist with all lettings of the school building including processes; working in liaison with the Office Manager

	Internal Cleaning and Maintenance
	· Undertake the regular and ad hoc cleaning of areas as directed by the Office Manager; including the toilet areas, walls, carpets, floors and tiles.
· Some of the cleaning is undertaken by a contractor/cleaner.  Supervise and monitor their work, ensuring the school is cleaned to the agreed specification.  Report any issues to the Office Manager.
· Ensure that any temporary departure from the standard cleaning specification is carried out effectively and with the approval of the Office Manager eg major school activities, inclement weather problems, emergencies, building works, etc
· In accordance with the schedule, check regularly that the barrier matting is serviceable and that routine maintenance (dust bags, filters, etc) of buffers, sprayers, etc is undertaken
· Ensure water coolers are clean, using appropriate cleaning products
· Ensure that germs are controlled eg regular cleaning of door handles and light switches, replenishing of hand sanitisers etc
· Inspect all areas of the school regularly for any damage and where possible mend/ repair any items.  Report all defects which require specialist repair
· Remove or obscure all graffiti as soon as possible; reporting this to the Office Manager immediately
· Visually inspect electrical fittings and report defects; replace bulbs, fluorescent fittings, shades and domestic fuses when needed
· Regularly inspect all plumbing and report/repair defects

· Regularly measure and record of water temperature particularly relating to prevention of Legionella

· Synchronise all clock, time switches, etc 
· Undertake minor repairs to fixtures and fittings including desks, tables and chairs as appropriate (excluding electrical equipment). Ensure good decorative order throughout the school; decorating areas as agreed with the Office Manager
· Be responsible for the supply and availability of hygiene materials
· Receive and move supplies to designated areas
· Carry out duties including moving parcels, equipment, furniture etc, in accordance with Health & Safety standards.

	External Cleaning and Maintenance 

	· Maintain cleanliness and general tidiness of all external areas; ensure the whole school site is litter free; encourage pupils to dispose of their litter appropriately
· Remove or obscure all graffiti as soon as possible; reporting this to the Office Manager immediately
· Inspect the outside fabric of the school building regularly and report and/or repair defects as appropriate.  Inspect all equipment, fences, gates, walls, steps, lights, play equipment etc; report and/or repair defects as appropriate 
· Inspect all outside areas for hazardous materials.  Consult with Office Manager/Deputy/Head Teacher for the best method of removal.
· Empty litter bins daily
· Clean and clear all drains, hoppers, gullies etc regularly to ensure effective and healthy operation.
· Ensure windows are clean
· Maintain an appropriate level of de-icing materials and ensure the site is appropriately cleared and safe when there is snow/ ice
· Clear leaves, snow, ice, moss and detritus as appropriate including treating surfaces with salt, etc ; placing warning signs as needed
· Maintain school gardens including planting bulbs etc
· Carry out duties, including working at heights, in accordance to health & safety standards.

	
	· Maintain the safety of the grounds by ensuring disposal of all garden debris and leaves, as well as anything that may prove a safety risk, eg  glass in the grounds, fox excrement 

· Ensure the responsible operation, care, security and maintenance of all equipment and tools associated with grounds work, and to ensure that proper safety standards and requirements are applied eg follow COSHH regulations with regards to the use of substances such as weed killers
· Develop and maintain the school’s outdoor areas (play areas, gardens and general grounds) to a high standard in accordance with good horticultural practice eg tree and shrub cutting, pruning, planting, weeding, planting of pots and maintaining them by watering, dead heading etc.

· Liaise with grounds maintenance contractors to ensure the grounds are maintained to the required standard and supervise them when they are on site.
· Develop and maintain the grounds as a learning environment for pupils as agreed with the Head Teacher.


	Green Statement
	· Seek opportunities to demonstrate good environmental practice such as energy efficiency, use of sustainable materials, sustainable transport, recycling and waste reduction. 

· Maintain and develop our Eco School ethos including recycling and sustainability

	Data Protection
	· Be aware of the school’s responsibilities under the Data Protection Act for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with this.

· Maintain client records and archive systems, in accordance with procedure, policy and statutory requirements.



	Confidentiality


	· Treat all information acquired through your employment, both formally and informally, in strict confidence indefinitely.  There are strict rules and protocols defining employee’s access to and use of the school’s and the council’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement


	Equalities
	· The school has a strong commitment to achieving equality of opportunity in our services to the community and in the employment of people.  All employees are expected to understand, comply with and promote our policies in their own work, to undertake any appropriate training and to challenge and report racism, prejudice and discrimination



	Customer Care
	· Demonstrate a commitment to providing a high standard of Customer Care to all contacts, including pupils, staff, governors, parents & carers, visitors, contractors etc



	Health and Safety


	· Be responsible for own Health & Safety, as well as that of colleagues, service users and the public.  Co-operate with management, follow established systems of work, use protective equipment where necessary, report defectives and hazards to management and attend appropriate training.  Seek confirmation from the Office Manager if in doubt about any aspect of the role and duties.


	To contribute as an effective and collaborative member of the School Team and the School Ethos


	· Champion the professional integrity and ethos of the school

· Be in sympathy with and support the Christian ethos of the school
· Participate in appropriate training and learning activities to be able to demonstrate competence.  This will include attending selected internal staff meetings and training/learning sessions

· Participate in first aid training as required

· Electronic management of tasks and processes

· Participate in the ongoing development, implementation and monitoring of the service plans

· Actively share feedback on school policies and interventions

· Attend weekly staff diary meetings

· Transport items and obtain supplies as needed

· Transport children and/or adults as directed by the Office Manager/Deputy/Head Teacher


	P e r s o n   S p e c I f i c a t i o n


	Job Title: 


	School Caretaker

	Essential knowledge and experience required
	1. Knowledge of how this role is essential to safeguarding the school community

2. Knowledge and experience of using cleaning materials/methods/appliances and of basic health & safety (H&S) requirements; including understanding the prevention of Legionella and COSHH and their application in a school environment

3. Knowledge of security methodology for buildings and grounds; with an understanding of the effects on a school community

	Skills, abilities and experience required
	4. Proactive with a keen eye for detail; having a conscientious and logical approach to the variety of tasks necessary for the smooth running of the school; plan effective short and long term cleaning schedules.
5. Portrayal of a positive, professional and friendly approach; working flexibly and cooperatively both as part of a team and individually, with minimum supervision.  Ability to manage own time effectively, demonstrate initiative and prioritise workload; adhering to working procedures and policies within the school environment including maintaining confidentiality
6. Ability to communicate clearly and concisely, verbally and in writing, with all sections of the school community and external contacts 

7. Ability and experience to induct, train, monitor and manage cleaning staff; and to supervise contractors.

8. Skills to undertake day-to-day DIY repairs and maintenance of the buildings, including the basic knowledge and operation of a school/large building heating system.  Ability to perform the physical tasks required, including lifting, carrying, pushing and working at moderate heights; using appropriate equipment.  
9. Carry out a range of basic administrative tasks efficiently and effectively, including the use of IT systems eg email, Word, Excel and the internet.


	Special conditions:
	10. Be in sympathy with and support the aims and ethos of the school as a Church of England School.  Note: being a Christian is not essential to the role

11. Be willing and able to work additional hours with reasonable notice e.g. Parents’ evenings, school performances, lettings etc

12. An acceptable Enhanced DBS Check prior to commencing the role

13. Current full driving licence; use of own car or another vehicle

14. Current First Aid certificate or agreement to train before or on commencement of the role
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