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Caretaker Job Description

“Unity is strength... where there is teamwork and collaboration wonderful things can be achieved” Mattie Stepanek
At The Harbour School our vision is to enable our pupils to become knowledgeable, self-aware, independent, and happy people who make a positive difference wherever life takes them. We are looking for enthusiastic individuals to share our vision in all they do and as a Caretaker, provide our pupils with the best environment to learn.

	Job Title:	
	Caretaker

	Grade:
	Grade D

	Responsible to:
	Facilities & Maintenance Lead

	Responsible for:
	None

	Hours:
	Full Time, all year round

	Any Special Conditions of Service

	Some flexibility in working hours for which prior notice will be given.  



Main Purpose of the job

This role forms part of a larger site team which works across The Wymering School and its partner school, The Harbour School which has five sites. Although this role will be based at The Harbour School, the site team work flexibly across all the school buildings to maximise capacity and expertise.

The Caretaker will be responsible at all times for the overall appearance, safety, state of repair and smooth running of the school site. This includes security, lighting and heating, cleaning specified areas, porterage duties, maintenance and repair duties as appropriate and such duties as may arise from the use of the premises. As a valued member of our staff team the Caretaker will be expected to take pride in the service provided and the standards achieved relating to all aspects of the management of the site. 

Duties and Responsibilities 

The Caretaker will be expected to undertake the following areas of responsibility:

Security and Safeguarding of the Premises - To ensure site security is maintained by:

· Acting as a keyholder of the site
· Controlling key security and booking out system
· Routinely unlocking and locking of buildings
· Regular security patrols
· Establishing and maintaining arrangements for monitoring vehicles parked on the site and ensuring that unauthorised parking is eliminated
· Maintaining the security of buildings property and users during community use
· Accompany third party contractors for the duration of their visit if undertaken during school hours
 

Cleaning - To oversee appropriate and efficient cleaning of the school site, to include:

· Ensuring that emergency cleaning, e.g. cleaning of contaminated waste, is provided when necessary

       
Building maintenance, repairs and redecoration - 
      To include:

· Repair sheets generated by members of staff
· Preventative maintenance, through regular inspection of buildings and external areas
· Minor repairs/replacements, e.g. light tubes, diffusers, ceiling tiles
· Painting, decorating and minor alterations/construction work through a rolling programme and as required
· Emergency repairs
· Ensuring safety procedures and safe working practices are adhered to at all times
· Organising for appropriate tools to be on site and that they are kept maintained and serviced e.g. vacuum cleaners, DIY tools etc.
· Providing the Premises Lead with monitoring and progress reports on all work undertaken


Oversight of Buildings and Grounds -To ensure the work of grounds maintenance contractors are appropriately specified and adequately monitored

· Advise the Business Operations Manager on the signposting of the site and assist in the maintenance of an attractive, welcoming school
· To oversee and, when necessary, carry out the following duties
· Keep pathways and open areas of school free from leaves and refuse
· Carry out litter picking and waste bin emptying daily
· Keep buildings free from graffiti
· Clean gutters, gullies, drains and sediment bowls, in accordance with existing Health & Safety guidelines



Porterage Duties

· Move goods to designated areas within the school as soon as possible after delivery, but no later than the end of the school day
· Move school equipment as appropriate
· Ensure rooms are set out as required for assemblies, meetings, parent evenings, staff training days, ‘open evenings’, and other special occasions and are cleared away promptly after the event.


Health and Safety

· Comply with all rules relating to Health and Safety, including smoking, and to ensure that other site users also comply with these rules
· Assist with ensuring the safe use of equipment and materials
· Monitor and secure safe working practices ensuring proper standards of Health and Safety are met

Such other Duties which may arise from the use of the Premises
· Attend all relevant meetings
· Contribute to the improvement and maintenance of School security and environment
· In the event of bad weather or an emergency, take necessary action (where appropriate as directed by the Premises Lead e.g. taking responsibility for the clearing of snow or ice from paths, dealing with floods, fires, break-in or other damage caused to school property etc.
· Order cleaning materials, toilet rolls, caretakers’ equipment, etc. 
· To provide skilled support to departments as appropriate
· To undertake overtime duties in relation to evening and weekend use of the school premises
· Undertake such other duties as may reasonably be allocated by the Headteacher or their representative within the range of responsibilities of the post


Working Environment

Handyperson duties may result in working in dusty conditions with machinery and tools. In addition to normal cleaning duties and use of equipment such as buffing machines, some lifting may be required. Routine cleaning may include the movement and handling of cleaning equipment, machinery, and school furniture. Cleaning and maintenance duties may involve dealing with blocked drains and blocked toilets, including the cleaning up of bodily fluids. 


Other
· Promote the safety and wellbeing of pupils
· Attend key training as part of the school team, for example safeguarding training and behaviour management training
· Be responsible for your health, safety and welfare in accordance with the School’s policy and the Health and Safety at Work Act, 1974.
· Perform your duties in accordance with School’s Equal Opportunities Policy and Safeguarding Procedures.
· Perform all duties efficiently and with the utmost care and confidentiality.
 
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that you will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager.




Person Specification – Caretaker

	Criteria
	Essential
	Desirable 

	Qualification and Experience

	· Experience of building maintenance
· Basic, building, plumbing, electrical and carpentry skills
· A good level of written English and numeracy


	· Experience of working in one of the following settings:
- School – primary / secondary/ PRU
- College
- Housing Association
· GCSE grade C in English and Mathematics, or equivalent qualifications or relevant experience

	Skills and Knowledge


	· An understanding of building maintenance requirements 
· Basic computer skills
· The ability to prioritise your own workload in line with the Job Description 
· The ability to work effectively with a wide range of people, including school staff, pupils, parents, external agencies and the local community
· Ability to respond appropriately to anti-social behaviour from pupils, i.e. avoid confrontation, stay calm, non-judgemental
	· COSHH regulations and assessments
· Water Regulations (ACOP8) and practical application
· Fire Regulations knowledge
· Knowledge of Asbestos management
· Intruder alarm system knowledge
· Working at Height certificate
· Manual Handling certificate
· Previous experience of buildings and asset management/legislation; managing our cleaning contractors 
· Experience of emergency light testing

	Personal qualities 
	Share our vision
A commitment to promoting the ethos and values of the school
Ability to work under pressure and prioritise effectively
Commitment to maintaining confidentiality at all times
Commitment to safeguarding and equality
A belief that ALL pupils have the right to an education
· Resilience – tomorrow is a new day with new opportunities
	

	Other factors

	· Own transport / driving licence.
· A willingness to deal with emergencies at school beyond regular hours (including in rare instances at night)
· Commitment to Equal Opportunities
Satisfactory pre-employment checks including DBS, references and full career history.
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