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	SERVICE: Children and Young People’s Services

	

	SERVICE GROUPING: Education

	




	1. 


	POST TITLE:
	Cleaner

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:


	1 (10 hours per week)
  

	4. 
	LOCATION:
	Your normal place of work be Education Development Centre, Spennymoor.  However, you may be required to work at any council workplace within County Durham.



5. RELEVANT TO THIS POST: 
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
Disclosure & Barring Service:    
DBS Standard/Enhanced disclosure is not required for this post
  

6. ORGANISATIONAL RELATIONSHIPS:
The post holder will be a member of the Education Development Service EDC Team and will report to the Leadership Centre Development Officer.  As continuous close teamwork is essential the post holder is therefore expected to give a high priority to maintaining co-operative working relationships with all colleagues and visitors to the centre.

7. DESCRIPTION OF ROLE:
To be part of the team of cleaners and caretakers responsible for the cleaning and maintenance of the fabric of the centre. Whilst there will be a division of labour it is expected that each team member will be prepared to discharge the duties of other colleagues, as and when it is deemed necessary by the Duty Caretaker, Leadership Centre Development Officer or the Centre Management Team.

8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:

Cleaning designated areas of the centre in accordance with Durham County Council cleaning specifications and ensuring that these are kept in a clean and hygienic condition, on a daily, weekly, or monthly basis as instructed by the Duty Caretaker and Leadership Centre Development Officer.

· To clean designated areas of the centre as allocated by the Duty Caretaker and Leadership Centre Development Officer. These areas may be changed, depending on the needs of the centre.
· Cleaning, washing, sweeping, vacuum cleaning in a variety of office and teaching areas.
· Cleaning of public areas, including the hospitality area, corridors and toilets.

· Emptying of litter bins.

· Polishing and dusting of fixtures and fittings.
· Where appropriate use of powered equipment.

· To keep appropriate light equipment, machinery and cleaning cupboards in a clean and hygienic condition.

· To follow all Health and Safety codes, Health and Hygiene code/practices in relation to cleaning e.g. C.O.S.H.H., positioning of wet floor cones etc. The Leadership Centre Development Officer will have a copy of the centre’s Health and Safety document for your use.

· To report faulty equipment and machinery to the Duty Caretaker or Leadership Centre Development Officer. 

DUTIES MAY VARY BETWEEN TERM-TIME AND SCHOOL HOLIDAY PERIODS
WORKING HOURS:

The basic hours are 10 per week, to be arranged with the Caretakers and Leadership Centre Development Officer. There may be occasional requirements for overtime working which will be by arrangement with the Leadership Centre Development Officer and paid at overtime rates.

ANNUAL LEAVE:

Annual leave will be in accordance with Durham County Council regulations (currently 23 days (+public holidays), rising to 27 days after 5 years’ service pro rata). This should be arranged with the Leadership Centre Development Officer. The post holder will be required to submit a list of holidays requested. 

TRAINING:

The post holder will receive sufficient training in order to ensure a clear understanding of these duties.

PROTECTIVE CLOTHING

The post holder will be issued with protective clothing i.e. overall, body warmers, rubber gloves which must worn for protection. The post holder is responsible for laundering and repairs etc. The Leadership Centre Development Officer will decide when articles need replacing. In case of body spillages protective clothing will be supplied.
VARIATION IN THE ROLE:

Given the dynamic nature of the role and structure of LA Children & Young People’s Services at the present time, it must be accepted that, as the Service’s work develops and changes, there will be a need for adjustments to the role and responsibilities of the post.  The duties specified above are, therefore, not to be regarded as either exclusive or exhaustive.  

They may change from time to time commensurate with the grading level of the post and following consultation with the officer which may, if he/she so wishes, involve a union representative.

It may be necessary to amend this job description at any time in the future but only after discussion with the post holder and appropriate trade union representative.

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.

9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification: Cleaner (Grade 1)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	
	· Basic numeracy and literacy standards

	Application form

Selection Process

Pre-employment checks



	Experience
	· Ability to work by yourself and as part of a team
	· Recent experience of cleaning in a school or other education premises

· Ability to use equipment such as floor polisher, vacuum cleaner etc.
	Application form

Selection Process

Pre-employment checks



	Skills / Knowledge
	
	
	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	· Honest and trustworthy

· A desire to contribute to the success of the centre and to be part of Children and Young People’s Service within the centre
	
	Application form

Selection Process

Pre-employment checks
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