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[bookmark: _Hlk64274303]Job Description

[bookmark: _Hlk90311839]Post title:	Caretaker
Grade:		Grade D SCP D 5-7 
Reports to:	Executive Headteacher/Headteacher
		
Main Duties and Responsibilities

· Full induction and training will be given on appointment

1 Security of Premises

· Opening and closing the school each day and carrying out security checks for the school buildings and grounds (lights, windows, gates, internal / external doors, boundary wall/fence).
· Act as the designated key holder for the school premises, responding where needed to security alarm or other call outs in accordance with agreed procedures.

2 Caretaking and Maintenance of Premises (including fixtures and fittings)

· Undertake regular health and safety checks of buildings, grounds, fixtures and fittings, (including compliance with fire safety regulations) and equipment, in line with other schedules.
· To identify and prioritise routine maintenance of the school buildings and grounds, undertaking minor repair work where needed e.g. changing light bulbs, erecting shelves, painting and decorating, minor plumbing etc.
· Work with the Headteacher/Operations Manager/School Manager in conducting routine daily/weekly/monthly inspections and keeping records using the building management system.
· Operate and regularly check systems such as heating, cooling, lighting and security (including CCTV and alarms).
· Work with the Trust Estates team and oversee onsite maintenance contractors, checking that work is completed to required standards and within required timescales.
· Arrange regular maintenance and safety checks on play equipment, legionella risk, alarm/intruder systems, ladders and fire extinguishers and report any problems arising.
· Porterage duties include taking deliveries and distributing supplies, moving furniture and equipment.
· Perform duties in line with health and safety and COSHH regulations and take action where hazards are identified, report serious hazards to line manager immediately. 

3 Cleaning of Premises

· To oversee all aspects of cleaning within the school, ensuring that the school premises and furniture are cleaned in accordance with school polices and standards. Report any issues to the Headteacher.
· Assist with the management of the cleaning staff and ensure the cleanliness of the premises.
· Undertake specific cleaning duties as determined by the needs of the school.

4 Health & Safety

· Manage the requirements of the school alongside the Headteacher, regarding its legal obligations towards legionnaire’s disease, asbestos, first aid, fire alarms, and portable equipment testing etc.
· Complete monitoring and inspection programmes and act on reports of building defects as appropriate. Co-ordinate repairs, under the direction of the Headteacher/School Operations Manager/School Business Manager.
· Assist with the Annual Health and Safety Audit and Fire Risk Assessment.
· Attend site meetings, Health and Safety meetings, weekly/daily handover meetings, as required.
5 Grounds Maintenance

· Checking the safety of the outdoor areas on a daily basis.
· Sweeping excess dirt from paths and playgrounds and clearing leaves on a weekly basis.
· Manage regular bin collections for all waste, gather litter, transport to a point of disposal and empty external litterbins daily.
· To grit the school site in frosty weather and to help clear the site of snow in inclement weather, as per the Winter Gritting Policy.
· Help to unblock drains as required and clear gullies, grids, gutters and traps monthly and disinfect, ensure performance of drain cleaning contract.
· Liaise with grounds contractor for access to the school site.

6 Fire Security

· Undertake and record statutory building compliance checks relating to fire procedures e.g. fire alarm check, emergency lighting, fire door etc.
· Liaise with external contractors relating to the inspection testing of firefighting equipment, annual emergency lights etc.  
· Conduct termly school fire drills in conjunction with the Headteacher and be a Fire Warden.





Additional Information

· Applicants must be prepared to be flexible, on occasions, to stay beyond designated finishing time in return for overtime payment or time off in lieu e.g. Parent’s Evening, Concerts etc.
· Employees will be expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
· To engage actively in the performance review and development process.
· To comply with the schools’ health and safety policy and to undertake risk assessments as and if appropriate.
· To undertake any necessary and relevant training required relating to premises/grounds maintenance, Health & Safety and First Aid.
· To undertake any such other duties within reason, at the request of the Headteacher/Operations Manager/School Manager.
· To make a positive contribution to the life of the school following the Catholic ethos. 
· Engage in promoting the values and acting as a role model for the Trust. 
· Be aware and comply with equal opportunities, health and safety, and all other Trust policies at all times. 
· Comply with the principles and requirements of the General Data Protection Regulation and the Data protection Act 2018 in relation to the management of the Trust’s records and information, and respect the privacy of personal information held by the BWCET; comply with the principles and requirements of the Freedom in Information Act 2000; comply with the Trust’s information security standards, and requirements for the management and handling of information; and use Trust information only for authorised purposes.

The duties and responsibilities highlighted in the job description are indicative and may vary over time. The job description is not intended to be an exhaustive list of all the duties and responsibilities that may be required. 

The jobholder will be expected to carry out such professional tasks as are commensurate with the duties and responsibilities of the post. 
											July 2024










Person Specification

	Factors
	Essential
	Desirable

	Qualifications & Training

	E1
	Good numeracy and literacy skills.
	D1
	Health and Safety, COSHH, ladders and manual handling training.

	Experience
	E2


E3



	Maintaining buildings and equipment. 
 
Following Health and Safety guidelines (including Lone Working Policy)
	D2


D3 


D4
	Worked within an educational environment. 

Relevant DIY and maintenance skills. 

Cleaning work - Use of cleaning and maintenance equipment. 

	Skills
	E4




E5



E6



E7



E8
	An understanding of Health & Safety regulations and procedures.

Use practical skills to improve the site and buildings. 

Work alone when required, showing good self-motivation. 

Deal with emergencies and problems in a positive and systematic manner.

To have the willingness to attend relevant training as and when required.
	D5



D6

	Communicate effectively (both orally and in writing) to a reasonable standard. 

Specific premises issues: security, Health & Safety, heating systems, building construction, COSHH regulations.

	Personal Attributes
	E9


E10


E11



E12



E13

E14

E15

E16


	Know the basic principles of site management.

The importance of Health & Safety.

Techniques for the repair of damaged or defective equipment or resources. 

Positive relationships with staff, children and parents.
 
Organised. 

Works well with others. 

Flexible. 

Able to work as a member of a team 
	D7


D8

D9
	Willingness to take on new challenges.  

Good basic IT skills. 

Able to carry out premises inspections and risk assessment.

	Special Requirements
	E17



E18


E19





E20



E21


	A commitment to safeguard the welfare of children.

Compliance with data protection principles.

Compliance with Equal Opportunities Policies, the Trust/school Code of Conduct, and all other Trust/school policies.

Compliance with health and safety policies, rules and regulations.

To uphold the Catholic ethos of our schools.
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