Our Lady of Hartley Catholic Primary School

	Job Description:
	Caretaker

	Grade:
	Kent Range 4

	Responsible to:
	Business Manager and Headteacher


The Caretaker must attend the site on each day that the building is in normal use by building users, and the general public.  In addition the Caretaker must be available to attend the school site and carry out caretaking duties during holiday periods when holiday cleaning or building maintenance work is being carried out.  The times and duration of attendance and the duties to be performed should be determined by liaison with the Head Teacher.
The role requires a proactive person to see what needs doing and take steps in formulating a safe solution to those problems, using their own initiative and creativity.

There will need to be some flexibility in working hours. 


Main duties and responsibilities (Accountabilities):

Caretaking staff are the first point of contact in the event of an emergency and must take the necessary action required to deal with any situation.  This could include summoning the emergency services; securing the building and taking any possible action to ensure that the building and surrounding areas area safe for building users, staff and the general public; responding to alarm call outs; contacting a member of the leadership team to keep them informed of the condition of the school and recommend if school closure is necessary 

Security: 

· Be available to unlock the premises prior to the working day and to lock up again after the final use of the building at night.  They should be aware of which doors should remain secure and which fire exits should be opened 

· Switch off/set alarms systems and security lights

· Check windows are closed, lights/heaters switched off 

· Lock/unlock internal doors as required 

· Notify the police of breaches of security and attend to these as the situation dictates. 

· Ensure the security of keys to the premises 

· Resetting pushbutton access pads  

Heating: 

· Monitor heating systems to ensure that adequate temperatures are maintained at all times of the year 

· Check controls for correct functioning and plant working normally – report faults and coordinate with contractors 

· Ensure that the boiler house is tidy and no flammable material is stored there.

· Check ventilation

· Ensuring rooms are ready for the working day 

Faults: 

· Respond to faults reported around the school and where qualified attempt to fix/repair 

· Where faults are not fixable report: inform Headteacher/Bursar of the problem and where possible liaise with contractors

Outside areas: pathways, entrances and parameter of the building:
· Pathways and car park should be cleared daily of stones, leaves and rubbish 

· Sweep playgrounds daily, pick up litter and be responsible for the removal of all debris from paths, play areas, grassed areas, flowerbeds and all entrances.

· Make safe any hazards and ensure the area is cordoned off.

· Dustbin areas and waste disposal areas kept clean and free from dirt and debris 

· In the event of a snowfall or icy conditions the Caretaker should ensure that safe access is available to the building including the clearing/gritting of the car park to allow safe access for transport to drop off pupils and that it is accessible for wheelchairs; clearing emergency access routes and liaising with the leadership team if it is felt necessary to close the school. 

· Daily visual inspection of outside play areas ensuring that it is a safe environment for the pupils to utilise 

· Preparation of equipment of outdoor area as required 

· Clearing of outdoor equipment at end of school day, but in particular during weekends and over school holidays 

General Maintenance:

· Ensure the cleaning of toilets and toilet areas is done

· Unblock sinks, toilets and waste traps 

· Minor repair work including doors, windows, toilet seats and flushes, furniture,

     tap washers and some painting of door and walls.

· Daily check of roofs for pooling, loose tiles etc.
· Daily clearing of gutters and drains

· Assisting teaching staff with simple tasks as requested

· Set clocks to unified time and replace batteries as required

· Replace coat hooks/hangers

· Cleaning of light fittings and diffusers 

· Any other work requested by, and deemed appropriate by, the Headteacher 

     and governors by agreement with the caretaker.

    Portering: 

· General movement of furniture and equipment as requested 
· Receiving and storing inward goods and deliveries 

Other: 

· Lettings as required-opening, closing and general duties.
· Monitoring the work of contractors on site.

· Monitoring the cleaning contractors.

· Re-order consumables e.g. grit/salt, hand towels, toilet rolls, etc

· Carry out risk assessments.

Maintaining school image

· Ensuring that the school is presentable for visitors at all times, including ensuring blinds are open and placed correctly, everything is clean and presentable.

· Wiping down of outdoor window sills and fascia

· Keeping all interior surfaces dust free

Site Management

· Daily liaison with Headteacher / Bursar about condition of school 

· Being present on H & S inspections 

· Involvement in production of 5 year maintenance plan 

· Monitoring of contractors 

H & S Checks:
· Legionella monitoring and recording 

· Asbestos monitoring and recording 

· Fire alarm testing and recording 

· Emergency light testing and recording 

Health & Safety    

· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure

CPD  

· Participate in training and other learning activities and 

     performance development as required 

· Highlight additional training and supervision needs to build on your skills and knowledge. 

Effective communication  

· Communicate effectively with all children, young people and staff in school

· Know that communication is a two-way process

· Attend regular meetings with the Business Manager and Headteacher
· Contact with leadership team in reporting major issues e.g. Health & Safety
Safeguarding and promoting the welfare of the child  

· Be able to recognise when a child or young person is in danger or at risk of harm, and take action to protect them. 

· Know the boundaries of personal competence and responsibility, know when to involve others, and know where to get advice and support. 

· Have an awareness and basic knowledge, where appropriate, of the most recent legislation.  Be responsible for promoting and safeguarding the welfare of children and young people. 
· Understand your own role and its limits, and the importance of providing care or support when appropriate  
Whilst this job outline provides a summary of the post, it is not a comprehensive list or description and the job will evolve to meet changing circumstances. Such changes would be commensurate with the grading and conditions of service of the post and would be subject to discussion and consultation. All staff are required to comply with the school's policies, procedures and ethos.  

In relation to Data Protection, Information Security and Confidentiality, all staff are required to comply with the school's policies and supporting documentation in respect of these issues.  
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