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	PASSMORES CO-OPERATIVE LEARNING COMMUNITY


Job Description

Position: PCLC Caretaker 
Line Manager: Trust Estates Manager
Performance Management Reviewer: Trust Estates Manager
JOB PURPOSE
· To work as a member of the trust’s premises team in the care, maintenance and improvement of all areas of the school site, in accordance with Health & Safety legislation, including routine re-decoration.

· Key-holder: you will be responsible for opening and closing the school buildings and setting alarms.  You must also be available to respond to emergency callouts out of hours, at weekends and bank holidays, on a rotational basis.

· To understand and accept the daily demands of busy secondary and primary schools.

· To deputise for the Site Managers as required.
·  To work as part of a team and to be the minibus driver for the school’s home/school                           transport provision; including routine safety checks on the vehicle.
MAIN TASKS 

Please note: depending upon the time of day, certain tasks are more likely to be required in the morning and others only in the evening.

· On arrival, check latest instructions and job requests from staff

· To use the school’s email system to communicate with staff regarding job requirements.

· To be able to use the internet to research supplies and services [and to make out order forms for approval if asked to do so by the Estates Manager]. 

· To check the grounds and make it safe for the school day, eg remove broken glass, cans, etc, from basketball courts, play areas.  Clear steps and paths/use salt when snow and ice are on the ground.

· Report any damage immediately – deal with it if you can or ensure that appropriate action is taken as necessary.

· To undertake routine repairs and maintenance/handyperson duties.

· To respond to lift breakdowns.

· To assist contract building cleaning staff when furniture has to be moved for cleaning.

· To liaise with cleaning staff re special events, cleaning programs, operational issues.

· To liaise with contractors as requested by the Estates Manager.

· To maintain records of work as directed by the Estates Manager.

· To sweep all hard-court areas, ensuring that grates and rainwater covers are not blocked.

· To be vigilant concerning site security, and deal with any suspicious incidents immediately.

· Porterage: receiving deliveries; distribution of goods within school; moving furniture & equipment.

· To check grounds prior to special events and deal with litter, graffiti, unsightly weeds, etc, at the front entrance, car park, or specific area being used.

· In readiness for special events & meetings, to spot clean glazing if required.

· To prepare Conference Room or other areas for meetings and reinstate afterwards.

· To set out/put away exam desks/chairs.

· To prepare areas to be used for parents’ meetings, concerts, & any special events.

· To assist with routine checks of the water and heating systems.

· To be pro-active in terms of energy efficiency and economies.

· To be able to operate emergency equipment, eg fire extinguishers, Evac chairs.

· To be familiar with the fire control system and be able to conduct weekly fire testing, and to be confident about evacuation procedures in the event of a fire.
· To carry out routine grounds-maintenance tasks across all trust school sites, including:

– Grass cutting and strimming of designated areas

– Hedge trimming and shrub maintenance

– Leaf collection and removal of seasonal debris

– Weeding, including hand-pulling where required

– Maintaining pathways, play areas and external spaces in a clean, safe and tidy        condition

· To ensure grounds are visually presentable and free from hazards, supporting a safe environment for students, staff and visitors

· To report any concerns relating to grounds safety, equipment faults or environmental issues to the Estates Manager
OTHER DUTIES

· Check toilet areas, especially following break and lunch time, replace supplies, deal with faults/arrange repairs, remove any debris in preparation for the contract cleaners.

· To ensure that stocks of consumable items are maintained, eg for toilets, roller towels, first aid supplies for the site office.

· To keep the site office and workroom as clean as possible, ensuring that the floor is washed and that sinks and surfaces are clean.

· To make daily checks for graffiti and remove immediately.

· ‘Spot’ cleaning as required, in particular before special events.

· To clear litter from the school and grounds, especially following morning break and lunch time.  To empty corridor and external litters bins regularly; and ensure that no food debris is left inside overnight.

· Before weekends/holiday closures, to ensure that no food debris is left in bins anywhere in the school.

· To deal with spillages swiftly to avoid possibility of accidents – and to take special care in dealing with body fluids.

· When required, to advise parents/visitors about safe parking inside and outside the school grounds.

· To undertake some window cleaning internally & externally.
· To assist with care and maintenance of stage fittings and storage, and props and equipment.

· To deal with the public in a helpful and sensitive manner and be prepared to handle difficult situations.
PERSON SPECIFICATION / SPECIAL ABILITIES / APTITUDES
The following are essential:

· A commitment to safeguarding and promoting the welfare of young people

· These posts carry a high degree of trust and personal integrity is essential

· To be able to follow instructions efficiently
· To have a flexible approach; willingness to respond to urgent requests; and be able to calmly re-prioritise work to deal with situations as they develop – a “can do” attitude, willing to help solve problems
· Physical strength and stamina to meet the daily demands of the job
· Ability to lift heavy loads
· Ability to climb ladders
· Ability to work outside to fulfil certain duties
· Basic understanding of Health & Safety issues
· To work in accordance with Health & Safety guidelines, especially in relation to using Personal Protective Equipment/Clothing
· To undertake work-related training
· To participate in the academy’s Performance Management Review system
· To follow the academy’s policies and procedures
· To exercise tact and diplomacy at all times, ensuring that any confidential issues remain confidential
· Ability to work efficiently under pressure 
· Ability to work as part of a team, but also willing to use initiative
· Ability to work methodically and with minimum supervision
· Confidence to deal with visitors, contractors, staff, students
· Ability to take/convey routine messages either over the telephone or in person
· Able to undertake some record-keeping
· To have a smart, clean appearance, wearing uniform provided by the school.
· Full UK driving license 
The following are desirable
· Experience of working with young people or general public

· Practical repairs & maintenance skills

· Knowledge and experience of cleaning methods

· Knowledge and experience of security measures

· Possession of valid First Aid or job-related health & safety certificates

Whole School

· To participate in the performance and development review process, taking personal responsibility for identification of learning, development, and training opportunities in discussion with line manager.
· To comply with individual responsibilities in accordance with the role for health & safety in the workplace.
· To ensure that all duties and services provided are in accordance with the academy’s Equal Opportunities Policy.
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.
Shift Pattern:

· 37 hours per week (Monday – Friday, 6:30am-2:30pm / 9:00am-5.00pm / 12.00-8.00pm)

· Additional hours will be banked as lieu time and taken in discussion with the Line Manager to suit the needs of the business.

· The post will include work across all trust schools
Well-Being and Mental Health

As a member of staff at PCLC, we take responsibility for looking after our own mental health and wellbeing and that of other adults and children by:

· Supporting and adopting evidence-based practice from credible organizations (e.g. Mind), which have been proven to improve and sustain positive mental health and wellbeing for children and adults.
· Developing knowledge and awareness of how children's mental health can impact on their wellbeing and development. 
· Managing our own health and wellbeing, by adopting good health behaviours (for example in relation to diet, exercise, alcohol consumption and smoking).
· Informing a line manager or mental health first aid team member if concerned about the mental health or wellbeing of ourselves or of others.
· Tackling and challenging any stigma regarding mental health and offering support, kindness and understanding to others in need.

In addition to the above areas, the postholder is responsible for the following actions:

Liaising with line manager, relevant support staff, subject staff, pastoral staff, LA staff, parents/carers and outside agencies, as and when required.
Health and Safety

1. To assist with the carrying out of risk assessments.
2. To ensure that Health and Safety policies and procedures are followed.
Other specific duties

1. To play an active part in the life of the school community

The job description is current at the date shown, but in consultation with you, may be changed by the Principal / CEO to reflect or anticipate changes in the job commensurate with the grade and the job title
Vic Goddard 
CEO 
December 2024
