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CHILDREN’S SERVICES
JOB DESCRIPTION

POST TITLE:

Non-Residential Caretaker

GRADE:


Band 4 

RESPONSIBLE TO:
Head Teacher
RESPONSIBLE FOR:
-
Overall Objectives of the Post:

To provide a caretaking service within the School and be responsible for the cleaning, heating/lighting of the premises, as well as undertaking minor repairs and maintenance.

The pattern of the working week will be as follows:- One hour in the morning and one hour in the evening.
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.

The caretaker will be responsible to the Head Teacher and be expected to carry out the following tasks:

Key Tasks of the Post:

1.  You will be responsible for ensuring the premises are secure. You will:
· Open and close the premises, to ensure that the School is secure.
· Activate and de-activate the security alarms daily. 
· Check security of the premises for damage vandalism and make safe any damage. Report any incidents to Head Teacher.
· Check windows are closed, lights/heaters are switched off.
· Act as key holder, and occasionally work overtime. 
· Be the first point of contact with the Delta One in event of a break in, theft or vandalism and where possible make good any damage and secure the building.
· Ensure high value items are securely stored at the end of the day.  
2.  You will be responsible for ensuring the premises are clean. You will:
· Liaise with cleaning contractors to ensure carpets, internal and external windows and kitchen are cleaned at regular intervals.
· Take an active part in the cleaning of the School building. (Duties to be specified).
· Periodically clean the external entranceways to the School.
· Clean all external paintwork.
· To monitor levels of janitorial supplies. Replenish soap and ensure provision of paper hand towels and toilet tissues – ordering supplies.
· Recycle waste where possible and remove all litter internally and externally (bins etc.)
· Ensure blinds are cleaned once per year.
· Ensure carpets are cleaned annually (date recorded).
· Ensure all internal windows are cleaned at least twice per year.
· Monitor external windows have been cleaned three times a year (date recorded).
· Store away cleaning equipment and tools and to keep secure those cleaning materials and tools that are a potential health and safety risk.
· Carry out porterage duties – Distribute and move equipment and furniture, as required.
· Adhere to health and safety rules.
3.  You will be responsible for the repairs and maintenance of the premises. You will:
· Take daily care and maintenance of the heating systems and lighting of the School including energy conservation measures.
· Ensure adequate heating, according to season, and as dictated by Head Teacher.
· Report cases of over heating, energy waste, plant failure, gas leaks, leaking valves, radiators and water pipes. In case of emergency call out the service contractor. (For gas leaks this must always be the relevant Gas Company).
· Record and monitor the water, gas and electricity meters monthly.
· Check the operation of the fire alarms and sensors and keep an up to date written record. Keep the “Fire Log” up to date (fire drills, etc).
· Ensuring fire escape routes are kept clear and procedures followed.
· As required maintain drains and toilets and ensure they are kept unblocked. Replace tap washers, check and adjust ballcocks; lubricate door and window fittings.
· Undertake the requisitioning of emergency repairs – liaise with Head Teacher.
· Undertake the requisitioning of non-emergency repairs – liaise with Head Teacher.
· Carry out handyperson repairs. Minor repairs constitute those which a reasonably competent handy person would carry out in their own home.
· Attend to fixtures and fittings, putting up shelves, notice boards etc.
· Liaise with the Maintenance Contractors and note their activities.
· Carry out graffiti removal.
· Ensure the “Ladder Log” is kept up to date. 
4.  You will be responsible for the maintenance of the School grounds. You will:
· Remove litter and other debris from all external areas including emptying external litterbins. 
· Keep dustbin areas tidy.
· To undertake a daily check of external area for sharp objects, rubbish etc. and keep clean.
· To conduct daily visual check on playground equipment and keep clean.
· Clear leaves from hard surface areas (as required seasonally).
· Remove grass/weeds/moss from hard surface areas and from the footings of buildings. 
· Clear snow and ice from areas where there is a potential hazard.
· Treat pathways and steps with rock salt. 
· Unblock external drains as required; clear gullies, grids, gutters and traps monthly and disinfect. 
· Record and monitor the activities of the Grounds Maintenance Contractors (sign in/out in visitors book).
5.  You will undertake other duties as required for example. You will:
· Undertake general portage duties around the School.
· Move furniture and equipment to suit the needs of the School.
· Clean and arrange furniture for lettings and clean rooms to an appropriate standard for lettings.
· 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.
· Supervise the work of external contractors e.g. Grounds Maintenance Contractor and any other contractor where required.  
· Report any concerns to the contractor.
· Report any concerns to the Head Teacher in the school.
6.  Health and Safety
· To be vigilant in respect of health and safety taking direct action as necessary and alerting Head Teacher of any problems.
· To ensure storage, communal areas and school halls are in a safe and tidy state.
· To carry out daily checks and report any issues to line manager.
· To carry out monthly checks with line manager involving all H/S issues
· To fill in termly H/S report sheets – kept in the office to be signed off by line manager.
· Carry out annual portable appliance tests on all electrical equipment (all new electrical equipment must be PA tested before use).
· Visually check plugs, fuses and wiring on electrical appliances as required.
· Ensure that supply meter cupboards are kept free of other equipment and obstructions.
· Isolate (if possible) electrical faults (including broken switches/sockets, faulty fan heaters and light fittings) and report.
7.  Safeguarding

· To promote and safeguard the welfare of children or young people s/he comes into contact with.

South Tyneside Council is 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 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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