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JOB DESCRIPTION

JOB TITLE:

Caretaker
RESPONSIBLE TO:
Headteacher
JOB PURPOSE:
To keep the school functioning, particularly in respect of:
Security of premises




Heating and Lighting

                                  
Health and Safety

Cleaning and Hygiene
General maintenance

Main duties and responsibilities
Security of premises

1. Open the school to persons who have hired the premises for private use and ensure that all doors and windows are secured and all lights and heaters are switched off after use.  


2. Take reasonable steps to deter trespass on school premises and unauthorised parking of vehicles.


3. Carry out any necessary duties incurred with burglar alarm systems where fitted. This includes reporting malfunctions and arranging repairs.


4. Check regularly that fire extinguishers are in place and that hose reels work.


5. Undertake the responsibility of key holder and where possible nominate a deputy to cover for periods of absence.


Heating and Lighting

	1. Keep boiler clean as per instructions. Keep boiler-house clean and tidy, and ensure that routine checks of time and temperature controls are carried out.



	2. Monitor use of fuel and water, by taking monthly readings of all meters, and report promptly any fault giving rise to excessive consumption. 


3. Ensure that no flammable materials are stored in the boiler-house.


4. Replace light bulbs and tubes as required, applying appropriate health and safety regulations.
5. Complete checks e.g. legionella and activities in line with the caretaker’s schedule.


Health and Safety
1. Carry out normal health and safety supervisory/inspection duties as appropriate. 

2. Follow and complete the Planned Preventative Maintenance schedule.

3. Test fire alarms regularly and, in liaison with the Head Teacher, arrange fire drills.

	4. Ensure that furniture, fittings and equipment are checked regularly, including electrical testing, effecting repairs and replacements as necessary, advising Head Teacher/School Business Manager where major expenditure is required.



	5. Ensure that all rooms are appropriately equipped with furniture and that equipment is in position.

6. Be aware of and adhere to all Bedford Borough procedures on health and safety, including asbestos procedures.
7. Ensure that all storage areas are tidy and organised.

8. Ensure that all chemicals are stored properly in the locked cupboard. Provide the School Business Manager with a list of all chemicals etc on site (excluding cleaning company stock) to enable COSHH requirements are compliant.



Cleaning and hygiene
1. Maintain the standards of cleanliness and hygiene in the school.

2. Keep the caretaking/cleaning storage areas tidy with separate storage for the contract cleaning company.

3. Ensure that stocks of cleaning materials, soap, paper towels, etc. are maintained and replenished as necessary.

4. Ensure that all cleaning materials are stored and utilised in line with COSHH paperwork and regulations.

5. Ensure that policies and practices on caretaking and cleaning standards are adhered to, having regard to health and safety.

6. Ensure that the playground, paths and all hard areas are kept clean and tidy of leaves, litter etc including snow and ice clearance and all drains and gullies are kept clear and free flowing.
7. Rubbish disposal if required.

Other duties

1. Take delivery of stores and materials, making arrangements for storing them and undertake general porterage duties.


2. Ensure safe access to the school in the event of snow or minor flooding and liaise with Head Teacher as to whether the school is safe to open.


3. Notify Head Teacher/School Business Manager of any repairs and maintenance work required.


4. Carry out minor or temporary repairs.


5. Attend all essential health and safety training courses, including training in asbestos procedures, as determined by the management of the school and/or the Borough Council.


6. To maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information.
7. Undertake any other duties of a similar level and responsibility as may be required from time to time.
8. Manage own time and activities to meet the Caretaker schedule.
9. General tidying of grounds to make sure that the school looks clean and smart.
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