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	Job Title:    CARETAKER
	Grade: 3


	Department: Education and Inclusion Services   
	Accountable to: Headteacher


	Contractual Terms:  37 Hours per week 
The Caretaker will work their contracted hours per week as set out below, but a “flexible” approach to duty hours is essential.
Monday - Sunday - hours to be arranged with Headteacher.
                                    
	Leave of Arrangements
Annual leave must be taken during school holiday periods (except with the prior consent of the Headteacher).
DBS Requirement: Enhanced
Special Requirements
During the heating season the Caretaker will be required to check the heating systems on weekends for which overtime rates are payable


	Overall Purpose of the Job:
To ensure the safety, security and of the school site and ensure that the buildings and environment are maintained to the high standards expected by pupils and staff of the school 
Duties
Security of Premises and contents
· To be responsible for the security of the premises and contents.
· To be responsible for all securing premises and setting security alarms / CCTV cameras at the end of the agreed closing of the day.
· To attend the premises when the alarm is triggered out of hours and liaise with key Holding Service, Police, and Headteacher as necessary.
· Secure all TVs, video equipment and valuable portable equipment which has not been locked away, in agreement with school arrangements.
· Ensure all computers, printers and white boards are switched off.
· Where necessary lock and unlock gate and entrance doors.
· Ensure windows are secure and locked.
· Deal with trespass and unauthorised parking.
N.B.   Subject to the Local Education Authority Guidelines Document on Security of School Premises the Caretaker, being responsible for security, will be the custodian of keys for those premises for which they have responsibility.   This does not mean that the Caretaker is the sole owner of the keys and they must be relinquished to the Headteacher when requested to do so.
Maintenance Work
· Responsible for the cleaning of the premises including cleaning personal cleaning area as agreed by the Headteacher, on the advice of the Schools Facilities Monitoring Officer;
· Monitoring cleaning undertaken by contractors’ cleaners.   Any deficiencies should initially be reported to the Headteacher, thereafter to the Schools Facilities Monitoring Officer;
· Responsibilities during the day, when cleaners are not available, for cleaning toilets and emergency spillages as directed by the Headteacher.
· Cleaning toilets following evening use where other arrangements have not been made.
· Removal of graffiti from walls etc.
· Personal responsibilities for ensuring that all paved areas within the site are kept clean, tidy, litter and weed free. The Caretaker is also responsible for keeping grassed areas litter free. 
· Ensuring litter bags are disposed of in the external refuse bins and school premises remain clear of litter. Put bins out for collection on designated collection days.
· Cleaning all surface gullies. During periods of dry weather, drainage gullies must be kept topped up with water so as to avoid smells.
· Cleaning gutters periodically to keep them clear of accumulations 
· Disinfecting, as required, all drains, W.C.’s and refuse bins.
· Minor handyperson duties, such as putting up shelves and display boards, changing tap washers, painting etc,.
· Ensuring that all premises are thoroughly cleaned, aired and, if appropriate, heated by the re-opening day after all holiday periods.
· Checking the receipt of cleaning materials and ensuring appropriate levels of stock
· Put cleaning materials away and store securely.
Heating and Electrical Installations
· Responsible for the lighting and heating of the premises.
· To operate the heating and hot water plant
· To ensure all recommended temperatures are maintained (if not able to do so, contact Property Maintenance)
· To know the location of main stop cocks and valves and main electricity breakers.
· Keep log of use of utilities including all meter readings
· Ensure that proper safety precautions are observed
· Replace Bulb/shades where accessible
· Inspect equipment and arrange for contractors to deal with any defects
· Record and update position of service outlets (gas, electric, oil and water), and assist with location for inspection purposes etc., as and when necessary.
· Maintaining consumption records of water, gas, electricity, oil and any other fuel 
Porterage duties.
· Receive and transport to appropriate areas ALL normal Education deliveries.  
· To arrange the movement of furniture and heavy teaching equipment as required. 
Emergencies and other inclement weather conditions
· Good housekeeping in line with Fire Service recommendations including responding to their periodic instructions
· Maintaining correct fire notices throughout the building, checking fire exits, chain refuse bins to railings, placement of extinguishers and checking emergency bells and lighting are working on a regular basis, recording outcomes and alerting the Headteacher to any difficulties.
· Deal with or arrange to be dealt with all burst pipes, leaks, flooding, fires as appropriate
· During periods of severe weather, it shall be the Caretaker’s responsibility to take such measures as may be necessary to prevent freezing of water systems and paths etc., so as to keep premises functional.
· Keep access paths clear and safe during snow and frost conditions and minor flooding and emergency situations.
Training
To be attend training as necessary
Health and Safety
To carry out routine health and safety checks as required, e.g. water temperatures, legionella, milk temperatures, record outcomes and alert the Headteacher to any difficulties
To work in accordance with the School Caretaker Health & Safety Handbook.
General responsibilities
· To be responsible for your own continuing self-development and to participate in training and other learning activities and performance development as required
· To be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise
· Actively promote equal opportunities and support the delivery of services which are accessible and appropriate to the diverse needs of service users
· To carry out health and safety responsibilities in accordance with the School’s Health & Safety Responsibilities document.
PROTECTING CHILDREN AND VULNERABLE ADULTS IS A CORE RESPONSIBILITY OF ALL STAFF. STAFF ARE EXPECTED TO ALERT THEIR MANAGER TO ANY CONCERNS THEY MAY HAVE REGARDING THE ABUSE OR INAPPROPRIATE TREATMENT OF A CHILD OR YOUNG PERSON, OR VULNERABLE ADULT
To undertake such other duties and responsibilities commensurate with the grade as may be reasonably required by the Headteacher or as a mutually agreed development opportunity. 
The contents of this document will be subject to an annual review in consultation with the post holder.  Job descriptions may be amended to reflect and record such changes.


	Person Specification
The Person Specification sets out the knowledge and/or qualifications, past experience and personal competencies that would be ideal for this particular post.
The Qualifications section describes the required standards needed to undertake this particular role.
The Experience section describes what is required in terms of what is needed to undertake this job.
The Knowledge/Skills/Personal Competencies section describes the kinds of technical, non-technical skills, abilities and personal characteristics that the ideal person for this particular role would have. 
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Shortlisting and appointment through Application - A, Interview - I and References - R


	Attributes
	Essential
	Desirable

	Qualifications
A 
	
	Knowledge of property maintenance procedures
Relevant trade qualification(s)

	Experience
A 
	Experience of general property maintenance including cleaning tasks
	Understanding and/or experience of the primary school setting


	Knowledge/ Skills/Personal Competencies
I and R 

	General property maintenance skills and abilities, including cleaning
Good interpersonal skills necessary to work with LEA and other agencies, a team of teachers and support staff
Ability to work to instructions and on own initiative at times
Commitment to further training where necessary. 

	Building improvement and decorating skills
Ability to use machinery e.g. hand tools and cleaning equipment


	Requirements of the post:
The employment checks required of this post are:
· Satisfactory pre-employment checks



