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	Job Description for Caretaker / Minibus Driver


	Purpose:

To assist the Site Supervisor in all matters relating to the smooth running of the school’s buildings, grounds, vehicles and equipment.



	Job Context:

As part of the Site Team, the post holder carries responsibility in the school for the satisfactory operation of all aspects of the school’s buildings, grounds, vehicles and equipment.

The Caretakers work a shift rota to cover the opening and locking up of the school buildings; provide transport to school for students; manage the maintenance of and carry out repairs to the premises; manage deliveries, contractors and supervise lettings of the school.

The post holder needs to be prepared to work during evenings, within the limits of a 37-hour working week, Monday to Friday, and may be requested to work additional hours at evenings and weekends at the appropriate overtime or letting rate to support extended activities at the school.



	Responsibilities:

SECURITY

· Ensure that the school’s site is secure and well maintained.
· Gate duties at the beginning and end of school as directed by the duty rota.
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GENERAL MAINENANCE

· Advising the Site Supervisor of faults to the buildings, fixtures, fittings, grounds, vehicles and equipment that require specialist attention.
· Daily litter picking and emptying of bins; (external twice weekly or as required) and disposal of waste/clutter around site.

· Assist, as required, with the maintenance, repair and decoration of the school to include all fire safety equipment, light bulbs, door closures handles, floors, tables, chairs to name a few, this list is not exhaustive.
· Periodic daily check of toilets, sports facility changing rooms, staff room and common areas, spot cleaning/replenishing as necessary inc; soap, hand towels, toilets rolls.
· General porterage duties including movement of furniture and equipment within the school.
· Handyperson duties to include repairs to furniture, fixtures and non-specialist decorating tasks

· Collection of litter, and removal of waste.
· Assist the school’s cleaning contractors and carry out cleaning duties not covered by the school’s cleaning contract or needed to ensure the health and safety of users of the premises.
· Maintain cleanliness of school toilet facilities and recording of regular checks on these facilities for damage, graffiti etc.  General Cleaning duties not covered by the school’s cleaning contract including emergency adhoc cleaning of internal / external areas as required.  To include hazardous waste e.g. broken glass, vomit, water spillages.
· In winter months, you may be called upon to clear snow, spread salt outside of your working hours to keep the school open.

SCHOOL TRANSPORT

· Driving licence category D1 required.

· Drive the school’s minibuses and supervise students on board to provide school transport to and from school for students and for school visits.
· Checking of mini bus before each journey to ensure it is safe for transporting students, including winter checks and defrosting.

· Cleaning and topping up diesel on all mini buses.

EVENTS

· The setting up and putting away of the hall / other school areas as required for all internal / external events and ensuring the hall is left clean, tidy and ready for use.

· Working at school lettings in accordance with the terms and conditions that apply to hirers of the premises and to ensure that an excellent service is provided.
· PROJECT WORK

· To assist with minor construction and school improvement projects under the supervision of the Site Supervisor.

	Health & Safety:
The post holder will need to be aware of and comply with policies and procedures relating to:

· School premises.
· School vehicles and school transport.
· Child protection.
· First aid.
· Participate in Fire drills as required.
· Undertake any training necessary to perform the above and to meet health and safety requirements.

	Qualifications / Personal Qualities:

· Experience of working in a school or similar environment is desirable.
· Knowledge of general repairs / maintenance and evidence of success in DIY tasks.
· Clean driving licence desirable with minibus driving qualification (or willingness to undertake necessary training)

· A valid first aid certificate (or willingness to undertake necessary training)

· Flexibility and sensitivity to the needs of a wide range of users of the school premises.
· A patient and calm approach to difficult situations.

	Problems and Decisions:

· Subject to the direction of the Site Supervisor, the post holder will be expected to act on his or her own initiative including the prioritisation of workload.
· Be on call in the event of an emergency call out on site when the Site Supervisor is unavailable.

	Supervision:

There are no subordinates reporting to this position.

	

	Responsible to:

Site Supervisor and Operations Manager

	Salary:

H3


	This job description is not intended to be an exhaustive list; the duties and responsibilities listed above describe the post as it is at present. The post holder is expected to accept any reasonable alterations that may from time to time be necessary after negotiation.

Job Description received and agreed:

Signed: ……………………………….                Date …………………………


Normal hours of work:
	Day
	Start
	Finish
	Lunch
	Hours

	Monday
	07:30
	15:45
	45 minutes
	7.5

	Tuesday
	07:30
	15:45
	45 minutes
	7.5

	Wednesday
	07:30
	15:45
	45 minutes
	7.5

	Thursday
	07:30
	15:30
	45 minutes
	7.25

	Friday
	07:30
	15:30
	45 minutes
	7.25

	
	
	
	Total hours
	37
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