Job Description for School Caretaker[image: ]


School/Academy: Totley All Saints CE Primary

Post: School Caretaker 

Hours of Work: Full-Time 37hrs – 52 weeks
[bookmark: _GoBack]Hours initially (but may be subject to change following consultation)
Mon – Thu 	6.30am – 10.30am and 2.30pm – 6pm 
Fri 		6.30am – 10am and 2.30pm – 6pm

Grade/Salary: Grade 3 (SCP 5 – 6)/ £25,583 - £25,989 (pay award pending)

Responsible to: Headteacher

Purpose of the job

The Caretaker will be responsible for the day-to-day operational management including handyperson activities, compliance with Health and Safety, high standards of cleanliness (overseeing agreed deep clean process during holidays and during term time when there is a significant illness outbreak) and the security of the school to ensure a safe learning and working environment for all users.

Working hours may be subject to variation for lettings and call-out at weekends and unsocial hours will be necessary from time to time.

As the main key holder, responsible for locking and unlocking of premises outside of normal school hours and setting security alarm systems as required. Responding to security alarm or all other call outs in accordance with agreed procedures.

To be aware of and comply with academy policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to appropriate person.

Contribute to the overall ethos of the school and attend relevant meetings as required.

Participate in professional learning and associated development and training where required.



Main Duties and Responsibilities

Cleaning/Maintenance Internal and External areas:
· Promote and maintain cleanliness and tidiness, creating a pleasant, safe and hygienic working environment.  Ensuring cleaning is completed on time and in line with Health and Safety guidelines and COSHH regulations.
· Ensure designated areas are cleaned this may include removing graffiti as well as unpleasant substances from surfaces.
· Monitor, order and take delivery of appropriate supplies and equipment to ensure stock levels are adequate and ordered within an agreed budget.
· Ensure safe pedestrian access at all times, including keeping paths and entrances clear of litter, leaves and moss, as well as gritting and snow clearing during severe weather
· Treat car park and playground areas with salt/grit as appropriate
· Keep signage clean and free from algae
· Check trees for broken/ overhanging branches that could pose a safety risk
· Carry out and record regular health and safety/Security checks of the premises/site
· Empty all school bins and make appropriate arrangements for the collection of all school waste. 
· Keeping up to date with relevant Health and Safety legislation and attending relevant training as required

Security and Safeguarding:
· Unlocking and locking up of premises daily at agreed times
· Unlocking and locking of gates to the site at agreed times
· Responsibility for the site’s security system reporting any faults in a timely manner
· Take measures as appropriate to protect the school and its contents.
· Comply with regulations relating to security and confidentiality
· Be `on-call’ in the event of an emergency during school closure times and to contact the appropriate services in the event of an emergency such as fire, flood, break-in, vandalism etc.

Legislative Checks:
· Carry out and record weekly/monthly checks of the fire alarm, emergency lighting, fire-fighting equipment etc. to comply with The Regulatory Reform (Fire Safety) Order
· Regular flushing of little used water outlets and carry out water temperature checks and record findings and reporting non-compliance with the Legionella Regulations
· Carry out visual inspections of identified asbestos containing materials and reporting any damages.  Ensure all contractors check the asbestos register and sign a permit to work prior to commencing any work.
· Carry out Portable Appliance testing annually or as requested for additional pieces of equipment
· To read all meters and record as required, including assistance with energy conservation procedures, and to operate heating and hot water supplies in accordance with agreed policy instructions


General Duties:
· Carry out minor repairs/basic maintenance and identify other defects and report these to the Business Manager this may include decorating, carpentry, basic plumbing, replacing light bulbs etc. 
· Move furniture as and when required
· Act as the first point of contact for contractors to the school
· Liaise on a regular basis with the Business Manager to discuss any areas of concern and to agree on the order of work required to be carried out by the post holder or contractors
· Perform duties in line with health and Safety and COSHH regulations and the academies policies and procedures.
· Take action where hazards are identified, reporting serious hazards immediately to the Business Manager

Holidays:
· 26 days annual leave plus 8 days bank holidays.  
· Holidays not to be taken in term time. 
· Holiday request form put into headteacher at least 4 weeks prior to requested time. 

The list of duties should not be regarded as exclusive or exhaustive. There may be various other reasonable duties required associated with the post.

The Head Teacher of the school reserves the right to update your job description to reflect changes in, or to, your job. You will be consulted about any proposed changes.
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