Job Description

SCHOOL:  Tenterden Primary Federation
associate staff – GENERIC  
staff name:

POST TITLE:

CARETAKER 
COLLEGE:


1  -  JOB PURPOSE AND ACCOUNTABILITY

1.1 The caretaking role is to ensure the security of the establishment, to provide a cleaning and general maintenance service within the school site, and its grounds in accordance with Health & Safety regulations.  The caretaker will ensure that the facilities are in the best possible condition, able to support curricular needs and are suitably equipped to generate income for the school through external lettings.
1.2 If necessary, work will be undertaken over the weekends and adjustments will be made to the weekly timetable as appropriate. 

1.3 Your immediate responsibility is to:

1.
The Estates and Facilities Supervisor  
2.
All staff are ultimately responsible to the Executive Headteacher
2  -  GENERIC – ASSOCIATE STAFF
2.1
All staff play a part in the establishment and on-going development of the school and take a positive approach to the raising of standards and the development of the school. They can expect to be involved in appropriate meetings.  You will meet weekly with your line manager to review the week’s work and work for the coming week.
2.2 
They will carry out the related duties as agreed and in accordance with their job description.  Be prepared to undertake appropriate training if and when required.
2.3 
All staff are expected to adhere to the school’s principles and policies which underpin 
good practice and the raising of standards. 
2.4
All staff share with other colleagues the responsibility for the maintenance of good order and adherence to school rules across the student population. All staff are expected to deal with issues that they encounter in an appropriate manner.
2.5
All staff are responsible for their own health and safety and the health and safety of students within their care, both on and off school premises and when engaged in school activities.
2.6
All staff provide support to the management of the school and assist in supporting the teaching and learning process of the school and provide support for school functions as appropriate.
2.7
To support the learning process and good administrative practices in the school. 

2.8
To respond to the requests of teaching staff. 

2.9
To support other associate staff by covering their duties if they are absent from work. 

2.9a
To carry out other duties as may be reasonably required by the Executive Headteacher from time to time.   
3  -  GENERAL – APPRAISAL PROCESS
3.1
All staff are expected to contribute to the Associate Staff Review process which involves the setting and reviewing of individual targets.

3.2
Review targets may include: 

· An empirical target to ensure that progress is measured accurately and effectively
· A  target based on the School Improvement Plan
· A target which will encourage personal and professional development

4  -  SPECIFIC DUTIES –  CARETAKER
4.1
To undertake daily health and safety walks to identify issues and to report these 

matters using Every, 
adding any issues that cannot be dealt with straight away onto the

 Premises Development Plan.  Major Health and Safety concerns should be reported to the
 Senior Estates Manager/Executive Headteacher as soon as they are identified and               corrective measures must be taken immediately to make the area safe.  
4.2
As a keyholder to be responsible for the security of school premises.

4.3
Drive the school minibus when required.

4.4
Be responsible for locking and unlocking school premises outside of normal school hours
 and setting security alarm systems as required. Responding to security alarm or other call 
outs in accordance with agreed procedures. 

4.5
Undertake in house compliance checking in line with health and safety regulations and

 record regular checks for example, on legionella risk, PAT testing, alarm systems, 
ladders and fire extinguishers and report any problems arising. 

4.6
Identify and report building, furniture or fitting deficiencies and to undertake any remedial

 action.  To log issues on Every that require further remedial action.
4.7
Implement agreed maintenance priorities on Every including and co-ordinate the 
maintenance of the school site and the buildings, the preparation of maintenance schedules 
and the efficient operation of all facilities on the property.

4.8
Undertake a range of handyperson duties (i.e. those not requiring a qualified craftsperson) 
that contribute to the maintenance of the school premises (e.g. remedial painting and 
decorating, repairs to fittings and small scale improvements, repairs to taps and 
cisterns, fitting shelves/notice boards etc.)

4.9
Escort contractors to site of repairs and maintenance and monitor the safety of their working 
practices/quality of work. 

4.10
To assist with receiving goods and supplies and distribute as required ensuring accuracy 
and raising discrepancies with relevant colleagues. To be responsible for general tidiness 
and safety of outside areas including: 

· Keep drains clear of obstructions. 

· Ensure safe pedestrian access at all times, including keeping paths and entrances clear of leaves and moss, as well as gritting and snow clearing during severe weather.

· Treat car park and playground areas with salt/grit as appropriate. 

· Ensure steps are free from leaves, moss and mud. 

· Keep signage clean and free from algae. 

· Check trees for broken/ overhanging branches that could pose a safety risk. 

· Maintain, if required, tubs and planters around school. 
· To ensure that vehicular access is safe
 4.11
Maintain staff and pupil toilet facilities ensuring they are in working order, ensuring 
appropriate supplies of consumables are available. 

4.12
Deal with blocked toilets and blocked drains. 

4.13
Set out/put away furniture for school events/exams etc and undertake general porterage.

4.14
Make appropriate arrangements for the collection of school waste. 

4.15
Regularly clean designated areas of the school building and grounds according to 
instructions. 

4.16
Power wash classroom chairs/dining room chairs and tables at least once per year. 
4.17
To assist the cleaning contractor and undertake indoor cleaning duties as required.
4.18
Undertake general repairs and maintenance around the establishment, inside and out, 
including plastering, decorating, repairs and woodwork to ensure the site is a safe 
environment for students, teachers and visitors.

4.19
Maintain the security of the premises by opening and closing premises (including times for
 lettings), repairing doors, latches and fences to maintain a safe environment.
4.20
To provide support as necessary to community lettings, including evening and weekend and
 monitor the condition of let facilities following the event

4.21
Oversee minibus operation, issuing and collection of keys and return.
4.22
Provide grounds maintenance support when required

4.23
Ensure heating systems are functioning effectively and address any operational issues.
4.24
To attend H & S training when available.

4.25
Comply with the requirements of Health and Safety at Work regulations. 

4.26
Take reasonable care for the Health and Safety of yourself and others, including adherence 
to ‘lone working’ guidelines. 

4.27
Perform duties in line with health and Safety and COSHH regulations and take action where 
hazards are identified, reporting serious hazards immediately to the Head teacher or other 
senior person. 
Note
1.  
The above job description may be reviewed during the academic year. It may also be 
amended at any time but before this happens you will be given appropriate opportunities 
to discuss any proposed amendments.
