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	JOB TITLE   Caretaker

	Grade: Scale 3

	JOB PURPOSE

To be responsible for all aspects of caretaking including a wide range of duties and responsibilities connected with the fabric and grounds of the school. 

This includes security, cleanliness, porterage, routine maintenance and refurbishment, minor repairs, advising the School Business Manager/Headteacher on suggested improvements to the general school environment and to carry out pre-planned maintenance and cleaning/deep cleaning programmes.



	KEY TASKS

1. SECURITY

· Undertake regular security checks and identify security risks.  Maintain the security of school premises by securing entrances and exits and dealing with any potential security breaches.

· Monitor fire safety equipment and report any issues to the School Business Manager.

· Operate and respond to alarm systems where appropriate.

· Lock/unlock school buildings and areas.

· Liaise with police, security and surveillance contractors.

· To act as the primary key-holder for school on call-outs.

2. MAINTENANCE

· To carry out basic maintenance and repairs (not requiring certified contractors) as part of a planned maintenance programme.

· Ensure regular health and safety checks are completed e.g. fire alarms, legionnaires testing etc.

· Organise and carry out various maintenance duties and repairs to ensure the general up keep and maintenance of the premises as per specific schedule for school.

· Organise and carry out minor decoration programme 

· Organise and carry out minor improvement work e.g. erecting shelves, notice boards, etc. 

· Oversee and monitor the electrical testing of portable electrical appliances and maintain appropriate records.

· Undertake regular site inspections and identify and record repair and maintenance requirements.

· Daily operation of heating plant, cooling and lighting systems.

· Collect and assemble waste for collection

· Undertake day-to-day and emergency cleaning duties including graffiti removal, litter picking and spillages.

· Undertake activities to maintain a safe, clean and orderly learning and working environment e.g. gritting, clearing ice and snow.

· Ensure that satisfactory levels of caretaking, cleanliness and hygiene are achieved and maintained through the whole of the premises.

· Organise and participate in the movement of furniture within the building.

3. RESOURCES

· Maintain records, information and data, producing reports required.

· In consultation with the School Business Manager/Health and Safety Committee of the Governing Body undertake safety audits of the premises including risk assessments.

· Ensure timely and accurate preparation and use of specialist equipment/resources/materials. 

· To assist the Headteacher/School Business Manager in the organisation and arrangement  of lettings.

· Dealing with members of the public on site during lettings.

· To be prepared to be flexible on occasions and usually when agreed in advance, to perform overtime duties related to the use of the premises outside normal working hours. Such activities to include, but not be limited to, lettings, Governor meetings and Parents’ Evenings.

4. ORGANISATION & SUPERVISION

· Undertake cleaning as part of the maintenance team.

· To establish appropriate work patterns, targets and schedules for the cleaner.

· To assist in the recruitment and selection procedure for the cleaner.

· Establish constructive relationships and communication with contractors and other agencies and professionals.

· Monitor stock, and liaise with the School Business Manager regarding stock management

· Ensure safe storage of resources; corridors to be kept clear.

· To be a member of the Governing Body Health and Safety Sub-Committee.



	5. STANDARD DUTIES

· To actively promote the equalities agenda in the workplace and in service delivery.

· To be aware of and comply with all relevant school policies and procedures relating to but not to be restricted to child protection, health and safety, security, equality and confidentiality, reporting all concerns to an appropriate person.

· Promote and ensure the health and safety of pupils, staff and visitors at all times.

· To participate in self-improvement in performance through workplace development.

· To attend relevant meetings as required.

· Treat all users of the school with courtesy and consideration and present a positive personal image which will contribute to a welcoming school environment.

· Undertake any additional duties commensurate with the grade of the post.



	

	CONTACTS

Pupils, staff, contractors and visitors to the school.

	

	RELATIONSHIP TO OTHER POSTS IN THE SCHOOL

Responsible to: School Business Manager



	

	SPECIAL CONDITIONS

DBS – Disclosure required - Enhanced


