Job Description


JOB TITLE:

School Caretaker               

1. JOB PURPOSE

(a) Working under the general direction of the Headteacher supervise services necessary to meet the defined standards and qualities essential for a hygienic, healthy and safe school environment. 

(b)
To act as an integral part of the school staff team, and as such to make a contribution to the overall aims of the school, working within agreed policies and procedures.                                                        

2. RESPONSIBILITIES AND ACCOUNTABILITIES:

(a) Support for the Site Manager
(i)
Establish and maintain effective working relationships with line manager

Work with the Site Manager on a one to one basis, in such a way as to ensure that there is an understanding and clarity of the post holder’s specific areas of responsibility and accountability.

(ii)
Undertake designated cleaning and/or maintenance duties
Carry out cleaning and/or routine maintenance tasks as set out in the school’s work schedules to the standards determined by the Site Manager and co-operate with any reasonable request for changes to daily work routines, to assist the smooth running of the school.

(iii) Use materials and equipment effectively

Ensure that all materials and equipment are used in a safe, environmentally friendly and proper manner, following all guidelines and specifications carefully, reporting any breakdowns in equipment, to the Site Manager, promptly. Have special regard to energy conservation

(iv)
Undertake Health and Safety duties
Assist with safety checks and risk assessments and ensure that all identified health and safety issues are dealt with as quickly and effectively as possible. Responsible for reporting to the Site Manager any situation which potentially poses a danger to any pupil or member of staff in the school.

Ensure that outside areas are free of obstructions and are safe for pedestrian use, particularly during periods of severe weather conditions.

Assist the Site Manager with overseeing the work of external contractors to ensure compliance with school Health & Safety policies.
(b) Support for the School

(i) Develop and maintain working relationships with other staff

Work effectively and in co-operation with all other staff in the school, using own knowledge and skills to contribute positively to the overall welfare of the school and its pupils.  

Take a lead role in supporting and developing a culture of team working for the benefit of pupils’, and the school generally.

Participate in appropriate staff meetings and contribute to the development of policies and procedures related to the cleaning and general maintenance of the school.

(ii) Contributing to the management of the security and well being of the school

Always undertake duties in such a way as to ensure that the school has a safe and welcoming environment.  Be familiar with all the school’s policies concerning the safety of pupil.

Lock and unlock premises, set security alarm systems, carry out security checks as necessary, respond as required, by mutual agreement with the Site Manager for out of school hours activities.

Overall responsibility for the tidiness and cleanliness of the school premises and the campus, generally.

(iii) Maintain materials, apparatus and equipment.

Within the scope of personal knowledge and training, maintain and repair tools, apparatus and equipment.  Where this is not practical, arrange for repair and servicing work to be carried out by a contractor approved by the Site Manager.
 

(iv) Undertake portage duties

Receive stores, materials and other goods delivered to the school and ensure that these relate to bona fide orders and meet the required standards.  Complete documentation and secure authorising signatures.

Manage the setting out and clearance of furniture and other equipment for special activities, as directed by the Site Manager.

(v) Review and Develop own knowledge and skills

Maintain effectiveness as a member of the school staff by taking responsibility for own continuing learning and development in respect of cleaning and maintenance responsibilities.  Attendance will be required at any training courses provided by the school.
3. QUALIFICATIONS AND EXPERIENCE:
(a) Knowledge of relevant health and safety regulations

(b) Some previous cleaning experience desirable

(c) Training in cleaning methods and the use of materials and equipment must be undertaken during initial period of employment

(d) Ability to work with limited direct supervision

4. SUPERVISORY RESPONSIBILITY:
(a) The post holder has does not have supervisory responsibilities for other staff.

(b) There are budgetary responsibilities attached to this post.

5. SUPERVISION RECEIVED:

Overall supervision received from the Site Manager.
6. CONTACTS:

(a) Staff and pupils within the school. 

(b) External contractors providing materials and equipment or undertaking building maintenance work.

(c) Local Education Authority staff with responsibilities concerning the school buildings and their environment. 

(d) Police in respect of any call out duties

7. SPECIAL NOTES OR CONDITIONS:

Protective clothing will be provided and must be worn at all times whilst working with materials, equipment or apparatus.

In addition to cleaning duties some lifting is required for the movement of equipment and furniture

The post holder is subject to the provisions of all child protection legislation, and the Authority’s policies governing staff who work with children and vulnerable adults.
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