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 CARETAKER
JOB TITLE:		Caretaker
GRADE:			Kent Range 5
SALARY:	£20,595 per annum (pro rata) equates to actual salary of £16,008.  £10.67 per hour, approximately.  28.75hrs per week (7.15am – 10.00am and 3.00pm – 6.00pm daily, Monday to Friday and all year round).  28 days paid holiday to be taken outside of normal school term dates.
RESPONSIBLE TO: 	Headteacher
SUMMARY: To assist in the maintenance and security of the school premises and site, ensuring a safe and clean working environment, as directed.  To oversee the School Assistant’s work and direct as necessary.  
Key duties and responsibilities:
· Undertake general repairs, waste management and maintenance around the establishment, inside and out.  This would include plastering, decorating, repairs on furnishings and other odd jobs.  Storing and maintaining resources such as cleaning supplies and equipment.  
· Maintain security of the site, ie open up and closing of the premises, fixing or reporting any problems, attend to all contractors visiting or working on site to ensure a safe environment and liaising with the Headteacher as appropriate.  Act as a school contact in relation to premises and safety procedures.
· Keep records relating to maintenance and security.  Perform duties in line with health and safety regulations (COSHH) and take relevant action where hazards are identified, reporting as necessary to the Headteacher.  Organise necessary testing and other health and safety procedures.
· Ensure that the contract cleaners carry out their tasks, covering for any absences, in the general cleaning of the site maintaining a tidy appearance.  
· The School Assistant and Caretaker have responsibility to clear and clean any bodily fluids that arise during the day.  The contract cleaners are not responsible for the cleanliness and removal of such items.
· Periodic cleaning of designated areas of the school building and grounds according to instructions and requirements. 
· Monitor the boiler and oil supplies to ensure it is kept running on a day to day basis to meet the establishment needs.  
· Provide porterage service for deliveries to ensure supplies are correctly handled and appropriately delivered within school.  
· Take meter readings from appropriate sites around the premises to assist in ensuring invoices are received are correct and budget monitoring is maintained.  Monitor and process timesheets/letting arrangements to ensure invoices are correct before passing them on for payment.
· Undertake lettings and carry out associated tasks.
· Assist with the maintenance of specialised equipment following training, ie sports/theatrical equipment. 
· Act as a designated key holder, providing emergency access to the school site.    
· Other associated duties, as directed by the Headteacher. 
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Headteacher: Ms K Luxford . Deputy Headteacher: Mrs D Goggin . Chair of Governors: Ms S Butcher

Sandown School, Golf Road, Deal, Kent.  CT14 6PY
T: 01304 374951             E: office@sandown.kent.sch.uk            W: www.sandown.kent.sch.uk     
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