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JOB DESCRIPTION- Assistant Caretaker

	SCHOOL: St Edmund’s RC Primary School

	
	

	JOB DETAILS:
	

	Job Title:
	Assistant Caretaker

	Grade:
	

	Directly responsible to:
	Head teacher / School Business Manager/ Site Manager

	Directly responsible for:
	N/A

	Hours of Duty:
	[bookmark: _GoBack]17.5 hours per week 

	
	

	Summary of Role:

	To carry out caretaking duties within the school including security, cleaning, repairs and maintenance under the direction and supervision of the Site Officer. The post does require the post holder to work some unsociable hours for after school events, upon occasion.

	
	

	Main Duties and Responsibilities/Accountabilities:

	Security 

	1. 
	To act as a key holder and respond to call outs as necessary.

	2. 
	To ensure proper use of the premises and resources by occupants.

	3. 
	Open, monitor and close access gates at the end of the school day.

	4. 
	Conduct closing checks of all doors, windows and gates throughout the school and grounds at the end of day

	5. 
	Setting the alarm system and reporting any faults to the security contractors immediately. 


	Building Cleaning

	1. 
	To ensure safe disposal of rubbish and waste materials

	2. 
	To contribute to the termly and annual cleaning programme, to cover the whole school, contents and grounds.

	3. 
	To ensure that all areas within the school boundary i.e. playground, paths, car parks etc. are kept clean, tidy and free from rubbish.

	4. 
	To clean any areas within school soiled by pupils

	5. 
	To replenish toilet rolls and handing washing supplies i.e. soaps, towels daily.

	6.  
	To assist in taking responsibility for and monitoring the works of the cleaners employed by Citywide and other contractors.

	Building Maintenance

	1. 
	To take a proactive role in the maintenance of the building by undertaking regular inspections.

	2. 
	To carry out site checks on a daily, weekly and termly basis.

	3. 
	Building maintenance works to include:
-undertaking minor alterations/improvements such replacing coat hangers, putting up shelves etc.
- Construction of classroom resources
- painting and decorating 
- treating and maintenance of outdoor wooden equipment

	4. 
	To take a proactive role in the maintenance of the building by undertaking regular inspections.

General
1. To undertake all duties in courteous professional manner.
2. Monitoring the effective and efficient use of water, heating and lighting.
3. To be responsible for statutory checks and recording keeping in regards to legionella. 
4. Ensuring that rock salt is used in appropriate areas during adverse weather conditions.
5. Ensure clocks are wound up and batteries replaced 
6. To ensure the areas used communally within school i.e. hall, sports facilities are secure and fit for use the next school day.
7. To undertake such additional duties as are reasonably commensurate with the level of this post.
8. Ensure the whole school is clean and fit for purpose for the next school day
9. To undertake all required and recommended training relevant to the post
The post holder must carry out their duties with full regard to the Council’s Equal and Opportunities, Health and Safety and Community Strategy Policies.
To contribute and demonstrate to the Council’s crime and disorder reduction strategy.


	
	Safeguarding

	
	1. The post holder 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.  


	
	

	
	

	
	

	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 council will expect to revise this Job Description from time to time and will consult with the post holder at the appropriate time.




	Date Job Description prepared/revised:
	

	Prepared by:
	

	Agreed by Postholder
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