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Job Description


Post Title: Assistant Caretaker/Housekeeper

Pay Range/Grade: Band 4, SCP3 – SCP4

Line Manager: Headteacher


Purpose of the Role: 

The Assistant Caretaker/Housekeeper will provide compliance, maintenance & security services on school sites & premises. 

Generic Introduction:

The following information is furnished to assist staff joining the School to understand and appreciate the work content of their post and the role they are to play in the organisation. The following points should be noted:
 
1. Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile. 

2. Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed. 

3. Our School is an Equal Opportunities employer and requires its employees to comply with the Exceed Academies Trust Equality Statement and Objectives. 

4. We are committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a condition covered under the Equality Act 2010. 

Fluency Duty

In line with the Immigration Act 2016; the Government has created a duty to ensure that all staff working in customer facing roles can speak fluent English to an appropriate standard. 

For this role the post holder is required to meet the Advanced Threshold Level.

Supervision and Guidance:

· To work under the instruction and guidance of the Headteacher and senior staff.


Effort Demands:

· Will work under own initiative with minimum supervision, managing conflicting priorities and referring only complex issues to a member of the senior leadership team.
· Will be part of a team responsible for the development and operation of a preventative planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess for work or repairs required to be carried out to maintain safe and satisfactory conditions (including fire safety and electrical equipment).
· Will be part of a team required to undertake the procurement and ordering of associated stocks and supplies ensuring that there are adequate levels at all times. Taking delivery and arranging for the storage of materials, stores and other goods.

Responsibilities:

· Will be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person.
· To inspect the site daily, liaising with the Caretaker/Site Manager in order to identify any requirement for repair across the site and to follow up repairs identified by other staff.
· To undertake or arrange repairs/maintenance as instructed by the Site Manager.
· To ensure that the buildings are suitably heated at relevant times.
· Will promote and ensure the health and safety of pupils, staff & visitors (in accordance with appropriate health & safety policies and legislation) at all times.
· Will be responsible for the maintenance of the security of premises, including the locking and unlocking of the premises, and bringing any deficiencies to the attention of the Site Manager.
· Report any maintenance or repair needs, such as broken fixtures or unsafe areas, to the Facilities Manager.
· Participate in deep cleaning activities during school holidays.
· Monitor and maintain an inventory of cleaning supplies, requesting replenishments as needed.
· Properly store and handle cleaning products and equipment.
· Ensure that all cleaning practices follow the school’s health and safety regulations.
· Empty bins and dispose of waste appropriately.
· Clean and sanitize classrooms, toilets, staff rooms, hallways, and other common areas.

Environmental Demands/Working Conditions:

· Regular outdoor work and exposure to the elements/weather.
· Will have contact with members of the public/other professionals e.g. teaching staff, governors, parents/carers, community groups, local education authority, external providers etc.
· The jobholder may occasionally be subjected to antisocial behaviour from members of the public/students/parents/site users.
· Will be required to cover rotating shifts including earlies, days and lates covering the hours of 6.00am to 6.30pm. May be required to cover for colleagues who are on differing shift patterns at short notice i.e. due to staff absence.
· May be required to be a key-holder for emergency call-outs. Evening/weekend duties for lettings may be a feature of the job (further information is available from the Site Manager).
· This post may include a degree of manual lifting and handling. You are expected to be aware of health and safety policies and procedures and frequently assess your ability to carry out the lifting tasks required of you.

Working in Partnerships with Parents/carers and external agencies:

· Establish constructive relationships and communication with contractors and other agencies/professionals, ensuring that contracts on site do not cause a health and safety hazard or damage school property. Report matters of concern or noncompliance with contract specification to the relevant Site Manager/contractor.
· Will have contact with members of the public/other professionals e.g. teaching staff, governors, parents/carers, community groups, local education authority, external providers etc.

Maintaining Professional Competencies:

· Ensure the highest standards of professional conduct and confidentiality at all times.
· Participate in training and other learning activities and performance development as required.
· To operate within agreed legal, ethical and professional boundaries when working with children and young people and those involved with them.

Safeguarding and Compliance:

· Have an in-depth knowledge of and ensure compliance with policies and procedures relating to child protection, health, safety and security and confidentiality at all times, reporting all concerns to an appropriate person.
· To be aware of the school’s duty of care in relation to staff, students and visitors and to comply with the health and safety policy at all times.
· Accept and commit to the principles underlying the Schools Equal Rights policies and practices.
· To act in accordance with the Data Protection Act and maintain confidentiality at all times e.g. access to staff/student/parent and carers files.

Other Considerations:

· Be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act.
· Must be legally entitled to work in the UK
· No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable clients/finance (An enhanced DBS check is required).

This job description should be seen as enabling rather than restrictive and will be subject to regular review.









Person Specification

	Area of specification
	Essential/Desirable
	Method of Assessment

	
QUALIFICATIONS
· Minimum of GCSE Maths and English at grade C or above (or equivalent).
· Certification in facilities management or a related field


	

E

D

	

Application and interview



	
EXPERIENCE
· Experience of working as a handyperson, caretaker or site keeper in a school or similar environment.
· Experience of the ability to relate well to children and adults.
· Experience driving minibuses and company vehicles
	

E

E
D
	
Application and interview


	
KNOWLEDGE/SKILLS/ABILITIES (Core competencies)
· In line with the Immigration Act 2016; you should be able to demonstrate fluency of the English Language at an Intermediate Threshold Level.
· Ability to perform physical tasks, including lifting and moving heavy objects.
· Detailed knowledge of all policies, procedures and regulations relevant to the role. 
· Knowledge of cleaning procedures required to meet specified cleaning standards. 
· Detailed knowledge of plumbing, electrical and decorating repair procedures. 
· Detailed knowledge of HSE regulations relating to schools' compliance requirements, policies and processes. 
· Knowledge of the use of ICT and other specialist equipment/resources with willingness to participate in development and training opportunities. 
· Ability to self-evaluate learning needs and actively seek learning opportunities.

	

E


E
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Application and interview














	
PERSONAL QUALITIES
· Excellent communication skills
· Ability to work well within a team
· A strong work ethic
· Strong leadership abilities and experience managing a team
	

E
E
E
E

	


Application and interview




This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but it will be reviewed annually as part of the performance management process or as appropriate.
The post holder must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010.

In addition, the post holder must have the ability to cope with requirements of the post, which may include working with pupils who have emotional and behavioural difficulties or physical difficulties.  For posts working with pupils who have physical difficulties, it may be an unavoidable core component of the job for the post holder to be capable of lifting and carrying.  However, suitable training will be provided, should this be the case.
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