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JOB DESCRIPTION 

 

Post Title: Cleaning Assistant 

 

Purpose of Post: 
 

To provide a cleaning service throughout the School. To contribute to the 
monitoring and upkeep of the site to ensure that it is effectively maintained. 

 

Reporting To: Cleaning Supervisor  

 

Salary / Grade: 2 (Point 2) 

  

Hours: Between 3:00pm – 8:00pm Monday to Friday (38 weeks during term time plus 2 
weeks during the holidays).  Working patterns are reviewed on an annual basis 
and may need to be varied to meet operational needs. You will be required to 
attend training days and other events that may take place outside normal 
working hours.  

 

Main (Core) Duties 

1. To carry out cleaning duties as instructed including: 
 

• sweeping, scrubbing, washing, mopping, brushing, vacuuming of floors. 

• spray cleaning of floors with spray burnishing machine. 

• application of floor polish. 

• vacuum, dust, wash walls and skirting boards, mirrors, wall coverings, doors, and frames. 

• general cleaning of glass/windows. 

• cleaning of sanitary fittings. 

• emptying waste bins. 

• dusting furniture and other surfaces. 

• collecting and dispose of loose litter and other rubbish. 

• removing chewing gum from carpets, tables, and benches 

• removing graffiti immediately it appears where possible, or report to the Cleaning Supervisor or 
premises staff.  

 
2.  Ensure that, where practicable, windows and doors in rooms not in use are closed and locked. 
3.  Ensure that lights are switched off before leaving rooms that are not in use. 
4.  Report any defects seen, likely to affect security (e.g. broken windows, window catches). 
5.  Report any matters noted which may cause a health and safety hazard. 
 
Health & Safety: 
Attention is drawn to the School Health & Safety policy, which outlines responsibilities employees must 
care for themselves and for others. With particular regard to cleaning duties, staff are responsible for 
the following: 

• Using step ladders when necessary and with due regard to Health & Safety. When one person 
only is present, to climb no more than three steps high. When one person is aided by another to 
hold steps, to climb no more than five steps high. 
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• Cleaning staff are required to use cleaning materials approved by the School only and in 
accordance with manufacturers printed instructions and COSHH Regulations. Chemicals should 
NEVER be mixed with other chemicals. 

• Care of all cleaning equipment assigned to them. 

• Wearing protective clothing provided to them while on duty. Additionally, should wear shoes 
which are suitable for the work being carried out eg slippers and flip flops are not acceptable 
and may create a Health and Safety risk to both self and others 

• Cleaning staff will always act in a professional manner whilst on duty. 
 

 

 
Additional duties to include: 

• As part of a team of support staff, provide assistance with the invigilation of examinations if required. 

• As a member of staff working in an educational setting to have a duty to help keep young people 
safe and to protect them from sexual, physical, and emotional harm and to take reasonable steps to 
ensure the safety and well-being of students. 

• To ensure awareness of and compliance with personal responsibilities and requirements 
communicated to me in School policies and procedures including Health & Safety 

• As a member of staff in an organisation that works in partnership with other organisations, to 
contribute to the development and sharing of good practice into partnerships with other schools and 
relevant bodies.  This may include undertaking duties and work in other schools and at other 
locations. 

• May be required to accompany and supervise students on educational visits. 

• May be required to be an appointed person for first aid. 

• As a member of staff in an educational setting you will have the opportunity to participate in 
programmes for mentoring students and to participate in extracurricular activities 

• To carry out such other duties which may be required from time to time within the grading of the 
post. 

• To work across Lutterworth College where appropriate – this may mean working in more than one 
school. 

 


