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 Stockport Council
Job Description


	Job Title: Caretaker
Centre: The Pendlebury Centre    
Salary Grade:  Scale 3 – Point 5 - 6 (pro rata to the hours worked)
30 hours per week – Term Time only Plus 1 week during Easter holidays and 3 weeks during Summer Holidays
Split shift Monday – Friday 6.00 am – 9.00 am and 3.00 pm – 6.00 pm
To start 1st September 2026


	Post Reports to: Headteacher and Business Manager
Post Responsible for:  No responsibility for staff       
   

	Main Purpose of the Job:  
· To be responsible for the security of the premises including the correct operation of the intruder and fire alarms and key holder duties
· To undertake a programme of health & safety checks in order to ensure compliance with Health & Safety legislation
· To be an integral part of the Centre working in close partnership with all staff 
· To carry out routine maintenance and basic repairs during the Centre day. Be required to manage the work of contractors on site and monitor services provided externally.
· To ensure all of the grounds and garden areas are safe and maintained.
· To take on and support the upgrading and improvement of the whole Centre
· In the event of the cleaner being absent to take on the daily cleaning of the Centre


	Major Duties and Responsibilities:
Cleaning
· To be responsible for storing all cleaning chemicals in accordance with COSHH guidelines
· Large Cleaning duties including litter, windows, hall floor, spot and emergency cleaning which
 may be necessary to maintain hygienic standards
· Ensuring sufficient stocks of essential janitorial materials are maintained e.g. soap, paper 
 towels, toilet rolls, light bulbs etc.
· Convey waste produce and paper to the appropriate central refuse area as required and ensure 
 collection as necessary.
· Clean all windows and glass surfaces which are not cleaned by contract window cleaners termly
· Clean light fittings and shades yearly
· Ensuring that pupil and staff toilets are inspected at least daily to maintain high standards of 
 cleanliness and service with an adequate supply of soap, towels and toilet rolls.
· Ensuring that waste pipes to all lavatory basins and sinks are cleared and clean
· To be responsible for the day to day cleaning of the Centre in the absence of the cleaner.
Buildings
· To undertake general maintenance, improvement and repair duties which do not require a specialist contractor
· To be responsible for refuse removal and recycling
· Movement of furniture and equipment around Centre
·  To undertake half termly inspections of the site to determine the need for repairs and 
 maintenance work
· To undertake redecoration during Centre holiday periods or as requested
· Monitoring the use of electricity, gas and water consumed and ensuring that any equipment 
 connected to these services are left in a safe condition at the end of the Centre day and during 
 holiday periods.
·  Monitoring the standard of work of contractors who provide services to the Centre e.g. cleaning 
 grounds maintenance and building maintenance contractors.
Health & Safety
· Maintain health & safety records such as fire alarm tests and inspections of fire extinguishers
· Ensuring the safe storage of any flammable/toxic substances on site other than those in laboratories or workshops.
· Check all firefighting equipment in the Centre is maintained in operational condition weekly and take part in any fire drill whilst on the premises
· Ensuring all statutory mandatory Health and Safety checks including legionella are conducted and completed as required i.e. weekly or monthly.
Grounds
· To maintain safe pathways by removal of snow / use of grit during inclement weather
· To monitor the condition of the perimeter fencing and initiate minor repairs as required 
· Clear litter or debris from all Centre grounds daily
· Sweep and clear car park and playgroup areas to ensure they are always kept free from glass and other hazardous debris termly
· Remove graffiti whenever it appears immediately
· Maintain grounds and shrubs, beds and tubs.
· Cut the grass at least weekly in growing season
· Removal of debris and leaves from taps, downspouts, waste pipes etc. and ensuring that drains and manholes are clean and operational
Security
· Opening and closing of the Centre building at times determined by the Governing Body, including ensuring that the fire and intruder alarm system are fully operational.
· To be responsible for closing up the building at end of each day, checking that all occupants have left the site. 
· To ensure the safe keeping of keys both on and off the premises
Other
· To assist in setting up of rooms for meetings / Centre events
· To undertake any relevant training as deemed necessary by the Head Teacher including health and safety training
· To be flexible to attend Centre events outside of usual working hours
· To act in accordance with Centre policy and promote the ethos of the Centre, including applying all health and safety policies
Safeguarding
· To share the Centres commitment to safeguarding and promoting the welfare of children and to have understanding of the common core skills and knowledge
· To undertake safeguarding training as required and read regular safeguarding briefings
Overall Conduct
· To work flexibly in the interests of the Centre. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs, there will be consultation with the employee and any necessary personal development will be taken into account
Note 
The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated, at the discretion of the Head Teacher and to meet the needs of the Centre.
The job description may be reviewed at the end of the academic year or earlier if necessary.  In addition, it may be amended at any time after consultation with you.


	Additional Duties:
Stockport Council is committed to safeguarding and promoting the welfare of children and young people and expects all staff within this area to share this commitment and to have understanding of the common core skills and knowledge.
To work positively and inclusively with colleagues and customers so that the Council provides a workplace and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.
To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and the promotion of the Council’s priorities.
To work flexibly in the interests of the service. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs there will be consultation with the employee and any necessary personal development will be taken into account.


�










