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BOWBURN PRIMARY SCHOOL

CLEANING SUPERVISOR GRADE 2
JOB DESCRIPTION
POST TITLE: CLEANING SUPERVISOR
GRADE: 2  (JRD Ref: A6093)
NAME:






RESPONSIBLE TO: HEADTEACHER
LINE MANAGER:
PREMISES MANAGER

HOURS: 20 hours per week , 2-6pm daily,  whole time  



The Cleaning Supervisor (Grade 2) is a key member of staff helping to provide an efficient and effective domestic service to the school.

The Cleaning Supervisor (Grade 2) will usually be assigned to a specific location.  However, should the need arise, it may be required that work shall be undertaken elsewhere.

DUTIES/MAIN TASKS:

1
The daily registration of hours worked  and the weekly compilation of time sheets to include any lateness, absenteeism or sickness.

2
The development and supervision of staff, including the allocation of extra or alternative duties if necessary.

3
To ensure that all work is undertaken both safely and hygienically and to a satisfactory standard.

4
The issuing of cleaning materials and completion of stores order forms.

5
To promote and maintain close liaison with the Premises Manager and other school personnel in order to be aware of any problems or complaints and to deal with them  promptly

6
To undertake on-site staff induction and training if required.

7
To ensure that all cleaning equipment is kept cleaned, well maintained and correctly stored.

8
To report any machine faults or damage to the Line Manager.

9
To report any maintenance or repairs required to the building and/or its contents to the Line Manager.

10
To ensure that the First Aid box is kept stocked and accessible and that all accidents are reported in the accident book.
11
To plan and carry out any ad hoc or periodic work required in conjunction with the Area Supervisor.
12
To be aware of and enforce the Health and Safety Policies and Child Protection ( Safeguarding ) Policy of the school.

13
To complete a service log as instructed by the Line Manager.

14
To ensure any keys required are both signed out and signed back after use - if such a procedure is appropriate.

15
To attend any training sessions as directed by management.

16
To undertake formal quality control on a daily basis and to supervise any remedial action necessary in order to ensure correct standards are both achieved and maintained. ( approx. 15 minutes per day)
17
To be aware of staff abilities and to undertake any supplementary training which may be necessary.

18
To undertake domestic duties should staff shortages warrant it.
19       To complete enhanced cleaning during the school day in order to ensure adequate cleaning for Covid 19 ( eg frequently touched points, toilets , surfaces etc) in line with Covid 19 risk assessment and the consequent enhanced cleaning requirements as directed by the line manager or Head teacher.  

DUTIES MAY VARY BETWEEN TERM AND CLOSURE PERIODS.

PROTECTIVE CLOTHING (PPE)
You will be issued with protective clothing provided by the school i.e. overalls, rubber gloves and you must wear these items for your protection.  You are to be responsible for laundering, repair etc. and the line manager will decide when articles need replacing.  In the case of body spillage’s protective clothing will be supplied.
Due to Covid 19 , face coverings should be worn when moving around communal areas of the school, in line with the Covid 19 risk assessment . 
ANNUAL LEAVE

To annually submit a list of required holidays to the Head Teacher.  If a dispute arises, items will be determined by the Personnel Sub-Committee of the Governing Body of the school who will afford you an individual right of appeal.

LEAVE OF ABSENCE

All matters relating to leave of absence will be dealt with by the Head Teacher and/or the Governing Body of the School.

You will be entitled to sufficient training in order to ensure a clear understanding of these duties.

Any other cleaning duties as directed by the Head teacher, Line Manager or on site Supervisor.

It may be necessary to amend this job description at any time in the future, but only after discussion with you and your appropriate trade union representative or friend.

Signed  ……………………………………  (Head Teacher)      Date  ………………………

Signed  ……………………………………  (Line manager)           Date  …………………
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