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JOB DESCRIPTION

Caretaker

Pay Scale: 		


Responsible to: 
Headteacher, Site Manager or Premises Manager.

Responsible for:  
Assistant Caretaker and Cleaners where applicable.

Purpose of role:	
· Under the direction of the Headteacher and in accordance with the practices and procedures of the school, to ensure that the school premises and contents are properly maintained, secured and ready for use.
· To help keep the school clean and tidy.

Other job information:  
· The Caretaker has a 24-hour responsibility for the security of the school premises. Within this the hours of attendance for work will be determined by the needs of the school and undertaken by agreement with the Headteacher. 
· Key holder responsibilities extend beyond regular working hours to cater for emergencies at any time day or night.

Main responsibilities:
· To be responsible for the security of the premises and its contents, including the operation of fire and burglar alarms and undertaking key holder responsibilities, involving locking/ unlocking entrances, checking and securing windows and internal doors, activating and switching off alarm systems etc.
· To ensure that heating and lighting systems and other equipment are working properly, including such systems in accommodation used solely for school meals where there are common services. To regulate heating/ventilation as necessary.
· To supervise other caretaking and cleaning staff (where applicable) under the general directions of the Headteacher.
· To monitor the work of cleaning contractors (where applicable) by making regular inspections to check that the specification is being met in terms of frequency and quality of work. To bring initial discrepancies to the attention of the contractor’s site supervision and refer ongoing problems to the Headteacher. To assist the Headteacher in the completion of satisfaction certificates by providing information about general standards of cleaning.
· To allow access to authorised maintenance or building contractors and ensure they are aware of any potential hazards connected with their presence on the premises, having regard to the Health and Safety at Work Act 1974
· To be fully aware of and to comply with all departmental instructions and procedures relating to Health and Safety at Work and to recognise the responsibilities required under the Health and Safety at Work, etc. Act 1974.
· To undertake porterage and handyperson duties, including moving goods and furniture, minor repairs to property, fixtures, fittings and equipment.
· Incidentally to the primary functions of the job, to clean designated areas and ensure that they are kept in a clean and hygienic condition. To be responsible for sanitary conditions and replenishing sanitary materials.
· To maintain and operate plant and equipment including, where applicable, maintenance of swimming pools.
· To undertake general duties, such as collection and distribution of mail, dealing with lost property, general cleaning of store rooms and boiler rooms, obtaining or storing equipment/materials for teaching and other staff.
· To take responsibility for the duties associated with a reasonable number of evening and weekend lettings.
· To undertake outside duties, for example clearance of drains and gullies, general tidying, incineration of rubbish, snow clearance etc.
· To perform such other duties of a like nature as may from time to time be required by the Headteacher.
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