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	School:
	


This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Job details
	

	Job title:
	Caretaker

	Grade:
	

	Location of work:
	

	Directly responsible to:
	Facilities Officer

	Directly responsible for:
	

	Hours of duty:
	36 hours a week (split duty)

	Primary purpose of the job:
	To provide a site management service within the school to include security, cleaning, minor maintenance and repairs and monitoring of the fabric of the building.

	Post ref no:
	




	Main duties and responsibilities/accountabilities

	1. To be available to act as a key holder for the school and be willing to work unsociable hours when not on duty at the school, by responding to and attending emergency call outs when contacted by the Police, Headteacher, Chair of Management Committee or key holder.

2. To know the school procedure for emergencies out of hours.

3. To unlock/lock the school premises and grounds when necessary, ensuring all windows and doors are secured, all lights and electrical equipment switched off, alarms set and the entrance gate secure.

4. To provide access to the building in the event of snow and ice or minor flooding or similar emergency situations.

5. To carry out appropriate procedures in case of flooding, breaking and entering etc.

6. To change locks and get keys cut when required.

7. To conduct weekly fire alarm tests and reporting any faults via the I aM Compliant system.

8. Carry out relevant checks required by the caretaker recording using the schools compliance system

9. Check paper towels/soap/toilet rolls are replenished.

10. To check all security measures are in good working order e.g. security alarm, shutters etc and report any faults logging any faults via the I aM Complaint system.

11. Maintain and keep secure all storage areas.

12. To ensure an acceptable standard of cleanliness throughout the school building and grounds, including keeping the grounds free of litter.

13. To ensure that all areas within the site boundary, i.e. playground, toilets, paths, car park, field etc are kept clean, tidy and free from rubbish and litter.  

14. To undertake cleaning duties according to the cleaning schedule.

15. To keep caretakers room clean and tidy.

16. To ensure all drains are clear and not blocked.

17. To ensure the safe disposal of waste and rubbish.

18. To clean areas soiled by pupils appropriately.

19. To ensure that an adequate supply of cleaning materials and equipment, paper towels, soap, toilet rolls etc are available and ordered when necessary and kept in a safe place.

20. To carry out minor repairs as allowed under Health & Safety regulations.

21. To ensure that all items of caretaking equipment are well maintained and stored in a safe place.

22. To wash and wipe lighting covers at least once a year.

23. To undertake regular inspections of the building as per maintenance schedules and report any repairs that need to be carried out.

24. To undertake handy person duties including day to day minor repairs and painting of a minor nature as requested.

25. To remove graffiti as and when necessary.

26. To repair any damage caused by vandalism, as far as possible.

27. To undertake minor improvements e.g. putting up shelves, replacing coat hooks, putting up curtains etc.

28. Deputise for the Facilities Officer and supervise contractors on site during holidays ensuring everyone is aware of security arrangements.

29. To maintain boiler record book/file.

30. To check the heating system is working adequately and to report any malfunctions.

31. To ensure the relevant Health & Safety regulations are carried out.

32. To prepare rooms/hall for meetings and to clear away after them i.e. television etc.

33. To take delivery of stores, materials and other goods and transport them to the appropriate storage places.

34. To ensure the transfer of keys and responsibilities to the relief caretaker when the situation arises.

35. To undertake any training necessary to ensure safety and efficiency in all aspects of caretaking at the school.

36. To work as part of a team, to support colleagues and contribute to the vision and ethos of the School and be committed to personal development.

37. To undertake any other duties that are commensurate with the grade.

38. Portering duties within and outside the building location making arrangements where necessary for the movement of heavy furniture within the schools.

39. Caretakers room to be kept tidy.

40. Ensure clocks are accurate and batteries replaced.



Safeguarding 
The postholder must be aware of child protection issues and the need for confidentiality and to identify to the named child protection colleague in school, concerns in respect of individual children.  

The postholder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy policies.
To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.
To undertake any other such duties that are reasonably commensurate with the level of this post






	Review arrangements

	The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the school will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.
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Agreed job description signed by holder:
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