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CHILDREN, ADULTS AND HEALTH
JOB DESCRIPTION
POST TITLE:
Caretaker
GRADE:


Band 4
RESPONSIBLE TO:
Head Teacher


RESPONSIBLE FOR:
Contracted Cleaning Staff
The pattern of the working week will be as follows:-

Monday to Thursday - 6.00 am to 9.45 am and 2.30 pm to 6.15 pm

Friday - 6.00 am to 9.45 am and 2.30 pm to 5.45 pm

Holidays will be taken during the main school holidays.

Starting and finishing times may be varied by the School Governors in order to reflect the needs of the school.

Key Tasks of the Post

1. You will be responsible for ensuring the premises are secure.  You will:

· Open and close the premises including gates, to ensure that the School is secure and to activate and de-activate the security alarms.

· Respond to alarm activations and call outs if required by Security Contractors.

· Check on the security of the premises and associated buildings within school grounds.

· Ensure high value items are securely stored at the end of the day.

· Attend to the opening and closing of the premises for lettings.

2.
You will be responsible for ensuring the premises are clean.  You will:

· Supervise and direct the cleaning of the School.

· Take an active part in the cleaning of the School buildings.

· Periodically clean the external entranceways to the School.

· Replenish soap and ensure provision of paper hand towels and toilet tissues.

· Remove all furniture from rooms and thoroughly wash all walls, paintwork and light fittings during the summer break (annual clean), with the assistance of the School cleaners.

· Ensure blinds are cleaned once per year.

· Ensure all internal windows are cleaned at least twice per year.

· Store away cleaning equipment, keeping secure those cleaning materials that are a potential health and safety risk.

· Adhere to the School’s Health and Safety policy’s rules and regulations.

3.   You will be responsible for repairs and maintenance of the premises.  You will:

· Take daily care and maintenance of the heating system and lighting of the School, including energy conservation measures.

· Weekly check the operation of fire alarms and sensors and to keep the “Fire Log” updated.

· Undertake the requisitioning of emergency repairs.

· Undertake the requisitioning of non-emergency repairs in consultation with the Head Teacher.

· Liaise with the Maintenance Contractors and note their activities.

· Carry out minor handyperson repairs.  Minor repairs constitute those which a reasonably competent handy person would carry out in their own home.

· Carry out minor painting maintenance.

· Carry out minor graffiti removal.

· Ensure the “Ladder Log” is kept up to date.

· Undertake daily safety checks on all external play equipment.

4.    You will be responsible for the maintenance of the grounds.  You will:

· Remove litter and other debris from all external areas, including gullies and traps.

· Clear snow and ice from areas where there is a potential hazard.

· Undertake general maintenance of the drive and pathways.

· Record/monitor the activities of Grounds Maintenance Contractors.

5.   You will undertake other duties as required for example. You will:

· Undertake general porterage duties around the buildings.

· Move furniture and equipment to suit the needs of the buildings.

· Clean and arrange furniture for events and clean rooms to an appropriate standard.

· Supervise the manoeuvring of delivery vehicles on the site when on duty.

· Bring to the attention of the Head Teacher, or other responsible person, any defects or matters concerning the safety and well-being of the School.

· Attend training to update you on policies and practices.

· Undertake any other duties that may be requested by the Head Teacher.

NB: As this is a Voluntary Aided School the Governing Body is your employer

St Gregory’s School and South Tyneside Council are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.  
All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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