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JOB DESCRIPTION
The essence of the work of the Foundation is a commitment to facilitate personal and educational growth and development in the children and young people for whom we care.
Post:              

Caretaker
Responsible To:
Head Teacher
Salary:              

£20,048.08 per annum pro rata 38 weeks
Hours:


37 hours per week Term Time Only 

Monday – Thursday:  6.00am – 10.00am & 2.30pm – 6.00pm

Friday:  6.00am – 10.00am & 2.30pm – 5.30pm 
Plus any additional as directed by the Head Teacher
Duties:              
This job description describes in general the normal duties which the post holder will be expected to undertake.  However, the job duties or responsibilities may vary or change from time to time without changing the level of responsibility associated with the post.

Job Role:

· To be responsible for the general maintenance, cleanliness and security of all school sites (Primary and Secondary Schools) and to maintain the premises (both internally and externally) in a clean, safe sound and secure condition for staff, pupils, parents/carers and community workers.

· The person appointed to this role will be expected to have a commitment to improving the school within areas of their direct responsibility.

· To be responsible for promoting and safeguarding the welfare of children and young people within the school.
Main Areas of Responsibility and Tasks:

1. To be one of the main key holders who is responsible for the maintenance of keys and the electronic alarm system.  The first person to emergency call outs. This includes the routine and non-routine opening and closing of the school and the setting of alarms; ensuring that the school is locked and secure, with fire doors and all windows closed at the end of the school day and after school functions, lettings or community use.
2. To ensure that all alarm systems are functioning properly and that regular checks are made of the systems and recorded.
3. To maintain and keep accurate records of all site allocated and master keys liaising with the Education Administrator.

4. To provide a first point of contact for all contractors to the site and to be responsible for ensuring that they (and all deliverers) act in accordance with the Health and Safety Policy.

5. To ensure proper security and adherence to the Health and Safety Policy at all events held during the school day and normal working hours.
6. To alert the appropriate person of any risk to a breach of security and deal with any incident affecting security as directed.

7. To patrol the site to check for hazards, damages and intruders when opening and closing and to record any actions.

8. To ensure the lighting is kept in good working order and recorded.

9. Supervising contractors as appropriate, regarding accesss to the site, monitor and log the progress of the work and ensuring that work is carried out to the required standard, as appropriate.
10. In liaison with the Education Administrator to ensure all materials and equipment are maintained at a satisfactory level.

11. Ensure the proper and safe storage of all the equipment and materials that are within the above categories.

12. Ensure the proper maintenance of all machinery related to the above categories.

13. Liaise with the Education Administrator in order to maintain records.

14. Liaise with the Caldecott Foundation Health and Safety Manager/Headteacher in order to establish a regular schedule of inspections throughout the buildings and action plans for modifications and improvements.  Alerting the Head Teacher or the Caldecott Foundation Health and Safety Maanger, of any work that needs to be undertaken or any issues where health and safety is at risk. This includes lighting, ventilation, time keeping, fire-fighting equipment and heating systems.
15. In conjunction with the Caldecott Foundation Health and Safety Manager/Headteacher, ensure the regular checking by outside contractors of those system that require such checks: 

· electrical safety including testing,

· heating systems,

· fire safety management,

· water hygiene,
· security alarms,

· playground equipment,

· outdoor gym equipment,

· trees

16.
Make repairs if they are within the job’s remit and in conjunction with the Education Administrator, manage contractors to complete their work and to ensure that he work has been completed in a proper and timely manner and comply with all health andsafety rules. 

17.
Responsible for the upkeep of checks on school vehicles to ensure that they are roadworthy and have up to date MOT certificates and that mileage and teaching staff driver check records are kept up to date.

18.     Record all repairs and keep a maintenance log of routine and non-routine tasks.
19.     To prioritise and undertake the programme of minor works at the school, considering urgent  

          needs and health and safety issues e.g. locks, windows, gutters and paintwork.

20.     Undertake any necessary portage duties in line with correct handling policies.

21.     Manage and assist with all deliveries to the school, ensuring the proper storage and distribution 

          of all goods, after they have been checked by admin. staff.

Health and Safety:

1. To regularly inspect and record health and safety walks Headteacher, Caldecott Foundation lead or any other professionals as deemed appropriate by the Headteacher / H&S lead.
2. Ensure the proper use and storage of all caretaking tools and equipment being used to fulfil the job description.
3. To ensure duties are undertaken in accordance with te Schools Health and Safety Policy including managing risk assessments for example: working at height, working with electricity, PPE, event safety, pedestrian and vehicle movement and compliance to COSHH (Control of Substances Hazardous to Health)To maintain and keep accurate records of all site allocated and master keys liaising with the Education Administrator.
Other responsibilities:

1. To undertake duties of a similar nature and responsibility as may be reasonable required from time to time by the Head Teacher
2.
To carry out all duties in line with the Caldecott Foundation’s policies.
3.
Maintain all logs and appropriate records and actions in accordance with procedurtes.

4.
To be able to communicate effectively both orally and in writing.

5.
To maintain a high degree of confidentiality with regards to staff, student issues and all school 
Information.
6.
Actively participate in any appropriate training when required.

7.
To work co-operatively with others and to show commitment to working towards shared goals, 

as well as being an active part of the whole school team.

This is not an exhaustive list of your duties and will be required to undertake other tasks within your capabilities.  This will include reception cover during periods of absence and holidays.

Person Specification
	
	Essential
	Desirable

	Qualifications
	Good Numeracy and Literacy skills
	Any additional qualifications pertinent to the job role.

A full driver’s license

	Knowledge and Experience
	Experience that supports maintenance of an aspect of buidlings or premises.

Experience that is transferrable to the role.

Knowledge and understanding of relevant policies/codes of practice – health and safety.

Ability to use a range of tools and equipment, ensuring safe handling and storage
	Experience of working as part of a team.

Experience of co-ordinating building projects and premises improvements

	Skills and Attributes
	Ability and willingness to work as part of a team.

Ability to use own initiative.

Ability to communicate effectively at all levels with internal and external personnel, contractors and suppliers.

Understanding of school roles and responsibilities.

Willingness to participate in training and development
	Ability to carry out basic building repairs, painting, decorating and grounds maintenance.

	Personal Qualities
	Highly motivated with high expectations, a positive attitude and a good sense of humour.

Excellent self-management skills.

High level of personal integrity and a flexible approach to the role.

Approachable professional, who responds well to and offers constructive advice.
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