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Edgebury Primary School

Belmont Lane  Chislehurst  Kent BR7 6BL

Tel 020 8467 4199

Email admin @ Edgebury.bromley.sch.uk

Web www.edgebury.bromley.sch.uk
Job description: Caretaker

Job title: Caretaker

Salary: Full-Time BR6 to BR7 depending on experience (£26,502 to £29,943) plus Local Government Pension Scheme.
Hours: 36 per week
Contract type: full-time, permanent (expectation of staff presence outside of term time).  Possibility of 2 part-time posts if suitable candidates apply

Responsible to: Head Teacher 
Line managed by: School Business Manager

Please note: the school has an established cleaning team and a contracted security company to deal with out of hours call out

Main purpose

The Caretaker is responsible for:

· Maintaining clean, safe and secure environment (including buildings and grounds) at all times;  
· Carrying out handyperson activities, routine maintenance and refurbishment, porterage, and minor repairs;

· The maintenance of the school’s planned maintenance programme, identifying areas that do not meet the standard required;

· Surveying and reporting/addressing health and safety concerns;

· Safeguarding of pupils and the school community including security of premises.
Key duties and responsibilities

· Maintaining the schedule of premises maintenance, identifying those areas that do not meet the standard required;
· Securing of premises, to include main alarm system, locks, CCTV and other systems are checked and functioning correctly;
· Identify areas that require attention to include cleaning and maintenance defects providing a list of works to the School Business Manager;
· Arranging sufficient supplies of fuel, salt and other commodities, supporting the energy management of plant, equipment and site safety;
· Arrange and carry out regular testing to ensure site safety (fire, water, lights) and safety practices and procedures in accordance with the school’s cycle of checks; 

· Liaise with the Headteacher to organise certification checks and oversee check (gas, asbestos, etc.);
· Assist in the arrangements for out of hour’s activities and use of premises;
· Arrangement of all porterage to include the moving of equipment, furniture, the setting up and reinstatement of all areas;
· Oversee the maintenance of appropriate cleaning standards in school; 

· Carry out or plan for minor repairs; 

· Support and assist in the safe receipt, recording, storage and distribution of deliveries.
Administration

· Complete and maintain site safety checks/maintenance logs as requested by School Business Manager.
Resources 

· Make requests for the placing of orders in relation to materials required and maintaining appropriate stocks and supplies.

Responsibilities

· Ensure the security of and access to the premises at all times;
· Ensure certification, storage and deliveries are safely stored;
· Monitor internal and external contract cleaning and maintenance of grounds, liaising with the School Business Manager on contractual specifications, ensuring appropriate action is taken where standards are not being met;
· Maintain the overall standards of cleanliness and maintenance of the grounds, site and premises; 

· Assist the Headteacher and or School Business Manager with the supervision and deployment of any directly employed staff or contractors on site;
· Carry out fire drills, and checks of the systems applicable in accordance with the school’s policy;
· Be required to attend pre-booked lettings in accordance with school practices and procedures; 

· Undertake any other duties commensurate with the level of the post, as required to support the efficient and effective running of the school;
· Attend meetings and training as required;
· Be committed to the safeguarding and promotion of the welfare of children and young people;
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, and equal opportunities, and report all concerns to an appropriate person;
· Contribute to the overall ethos/work/aims of the school;
· Establish constructive relationships and communication with all staff and other agencies/professionals;
· Recognise own strengths and areas of expertise and use these to advise and support others.

Security

· Maintain the security of the school premises as the main key holder;
· As a registered key holder, be required to attend emergency call outs out of normal school hours (the school has a contracted out of hours security company);
· Set security alarm systems, lock and unlock the premises as required, including out of school hours when necessary;
· Check at the end of the day that all windows, doors and gates are locked, lights switched off, and gas and electrical appliances are turned off;
· Carry out regular checks of CCTV and alarm systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are actioned;
· Advise the headteacher on all matters relating to school security and safety. 
Health and Safety:

· Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment;
· Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions; 

· Co-operate with the employer on all issues to do with Health, Safety and Welfare;
· Carry out emergency cleaning duties, such as gritting and cleaning up spillages;
· Ensure a safe working and learning environment in accordance with relevant legislation;
· Carry out and record regular health and safety checks, including on legionella risk, play equipment, safety equipment, and any hazards on school premises; report any problems to the School Business Manager;
· Provide safe access to the school in cold weather conditions;
· Monitor the work of contractors, ensuring safe working practice and quality of work.
Continuing Professional Development: 

· To participate in the Performance Management Scheme; 

· Participate in training and other learning activities and performance development as required.
Confidentiality:

· Maintain confidentiality at all times. 
Additional:

· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

Person Specification
Applications will be considered from those that do not have school experience provided you can demonstrate practical experience of the duties within another environment type.

	criteria
	qualities

	Qualifications / willing to learn / practical experience
	· Health & Safety in the Workplace/For Employees   Level 2
· Hazardous substance control COSHH   Level 2

· Manual Lifting

· Working at Height
· Risk Assessing

· Basic IT skills including email use and EXCEL

	Experience
	· Caretaking

· Building maintenance

· Security, including alarm systems

· Cleaning work

· Some DIY 

· Working in a team

· Working with contractors
· Understanding repair/new build specifications and able to source
         appropriate quotes from contractors

	Skills and knowledge
	· Good knowledge of health and safety regulations ensuring safety to person/property at all times
· School safeguarding policy 
· Ability to work flexibly, independently and as part of a team

· Good DIY skills

· Ability to plan, organise and prioritise

	Personal qualities
	· Commitment to promoting the ethos and values of the school and
            getting the best outcomes for all pupils
· Adherence to school polices at all times 
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the
school
· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality

· Embraces change well

· Deals with difficult situations effectively

· Able to work flexibly and (occasional) out of school hours
         as required

	Physical requirements
	· Be reasonably fit to carry out the duties of the job

· Able to carry out some manual handling and lifting

· Able to carry out work at height levels using appropriate
         equipment


Notes:

This job description may be amended at any time in consultation with the postholder. 

Headteacher/line manager’s signature:
_______________________________________
Date: 





_______________________________________


Postholder’s signature:


_______________________________________
Date: 





_______________________________________
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