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	JOB PROFILE



	Name:
	
	Date:
	

	Job Title:

Cleaner

	SALARY INFORMATION:

	Hours per Week:
	15
	Weeks per Year:
	44
	Range:
	2
	£13,937 - £14,951
	Allowances:
	NONE

	Hours of Work:
	Mon- Fri 3.00pm – 6.00pm


	Employment

The post holder will work for The Colliers Vale Federation and will be deployed by the Executive Head Teacher to work in either one or both schools as appropriate.

The post holder is expected to work within the rules and regulations laid down in the current “Kent Scheme” manual. The Head Teacher will take notice of advice given by professional associations.

The post holder will demonstrate a commitment to the aims, vision, development plan and policies of the school. In return the management are committed to support in the training and development of all members of staff. We aim to provide staff with the skills they need to fulfil their duties so that we achieve the highest standards in all we do.

The post holder will share responsibility for identifying their own individual training needs and will demonstrate a commitment to work collaboratively and co-operatively to fulfil these.


	Deployed by:
Site Manager

Accountable to:
School Business Manager

Appraiser:    
Site Manager




This job profile encompasses in general terms the normal duties which the post holder will be expected to under-take. However, the job profile or the duties contained therein may vary or be amended from time to time without changing the level of responsibility associated with this post or grade.

1. PURPOSE OF JOB

To Clean and maintain areas of the establishment, under the direction of the Site Manager, to ensure they are kept clean and tidy.
To provide a flexible cleaning service, which is sensitive and sympathetic to the needs to and demands of the school.
2. PRINCIPAL ACCOUNTABILITIES
a) Provide a comprehensive cleaning service to include dusting, vacuuming, washing floors, emptying bins, etc. to ensure high standards of cleanliness and hygiene at all times.

b) Maintain clean toilets to ensure hygiene standards are met.

c) Ensure outside grounds are kept free from rubbish and debris so a clean and tidy appearance is maintained. 

d) Cover for the Site Manager, in their absence, to include notifying the Business Manager when stocks need replenishing e.g. hand towels and toilet rolls, 
e) Report any defects to the Site Manager to ensure health and safety procedures are followed and to enable repairs to be carried out.

f) Undertake, during holiday periods, a complete ‘spring’ clean of all areas including window cleaning, moving furniture to clean behind it, skirting boards, varnishing wooden floors, etc., to ensure all areas are clean and fresh.
g) Ensure that no damage is caused to spoil fabric, furniture, fittings or the building in the course of cleaning.

h) Not use any type of powder type cleaners and/or products containing bleach

i) Ensure that all cleaning storage areas are kept clean and secure and maintained in a clean and safe condition and comply with any relevant legislative standards.

3. PERFORMANCE REQUIREMENTS 
Specific items include:
	
	REQUIRED STANDARD

	Carpeted areas
	To be clean, spot, mark, dust and debris free daily. Periodic cleaning to remove stains and maintain in clean condition

	Hard floors
	To be clean, spot, mark, spillage and litter free and where appropriate polished, burnished and free of scuff marks. Periodic maintenance should include the whole floor with removal of old dressing and application of new dressing as appropriate to floor surface. 

	Safety Floors
	To be clean and free from spot marks, spillage, litter and scuff marks. 

	Skirting boards
	To be clean, mark and dust free. 

	Walls and Partitions
	To be clean, spot, mark, dust and graffiti free. Special attention should be paid to corridors and surfaces around doors and access points. 

	All surfaces, counters, hatches and fixed furniture
	To be free from dirt, grime and dust. 


	Window sills and ledges
	To be clean and spot, mark and dust free. 

	Doors and door frames
	To be clean and free of all hand and scuff marks. 

	Curtains and blinds
	To be clean and dust free. Vertical and horizontal blinds will require removing for periodic cleaning.

	Wall fittings, pictures, internal signs and displays, fire extinguishers, radiators, light switches and socket outlets
	To be clean, mark, dust and debris free. Periodic cleaning required to remove all marks, special care should be taken when cleaning electrical connections.

	Furniture, chairs, tables, desks, cupboards, cabinets, book cases and lockers
	To be clean, dust, mark, graffiti and rubbish free. Upholstered furniture will be maintained in a spot and stain free condition.

	Internal glass, door view panels, reception windows, borrowed lights etc
	To be clean and free of smears, dust and finger marks and polished to a shine. Special attention should be paid to reception and other areas with public access.

	Sinks, basins and white ware 
	To be free from stains, limescale and deposits. 

Laboratory technician or Site Manager should be consulted to ensure that laboratory sinks are safe to clean

	Waste bins
	To be emptied and clean. All bins to be washed regularly and be left in an odour free and dry condition.

	Brass and decorative metal (door plates and knobs)
	To be clean and dust and smear free and polished to a shine where appropriate. Special attention and regular washing will be required in high use areas.

	Specialist Teaching Areas 
	No Art, Craft or materials will be disturbed or cleaned. Regular cleaning will be required to remove any paint, glue and similar substances from desks. 

	Workshops
	Machinery should not be touched. Surfaces should be free from dust, dirt and other deposits.  Care must be taken to leave floors in a non-slippery condition. 

	Pottery Rooms
	All surfaces to be left in a dust free condition. Care must be taken to leave floor in a non-slippery condition. 

	Halls Gymnasiums and Sports Halls
	All apparatus to be clean and dust free. Floors and surrounding areas to be free from dirt and food debris.

	Home economics and teaching kitchens
	To be cleaned to prevent cross contamination and deter the presence of vermin. Mobile equipment will require moving regularly to clean behind and underneath. Cooking range tops and inside ovens will not require cleaning. 

	Staff rooms, staff and pupil kitchens.
	To be cleaned to prevent cross contamination and deter the presence of vermin. Mobile equipment will require moving regularly to clean behind and underneath. 

	HYGIENE AREAS
	

	Sinks and wash basins inclusive of all fittings i.e. plugs, taps, pipe work and splash backs


	To be clean, fresh smelling, free of smears and limescale and free flowing and hygienic. Particular attention will be required to remove dirt and scale from plugholes and over flows.

	Toilets including seats, pans, pipe work and fittings within cubicles
	To be clean, fresh smelling and hygienic, free of smears and limescale. Particular attention should be paid to potential bacteria traps (e.g. under seats, behind pans, around hinges and pipes). 


	Walls and partitions in hygiene areas
	To be clean, spot, mark, dust and graffiti free. Special attention should be paid to surfaces around doors and access points. Regular and periodic cleaning will be required to remove any marks, soiling or graffiti to all surfaces below 4m.

	Urinals including fittings and splash backs
	To be clean, fresh smelling and hygienic, free of smears, limescale, and any deposits. Particular attention should be paid to removing scale and potential bacteria traps (e.g. troughs, corners, areas behind pipe work and floor areas immediately adjacent to urinals). 

	Glazed wall tiles
	To be clean, spot, mark and smear free. Particular attention will be required to remove splashes and debris from areas behind fixtures and fittings. 

	Mirrors, paper towel holders and other wall mounted fittings
	To be clean, dust and smear free.


	PERIODIC TASKS COMPLETED LESS FREQUENTLY

	Walls
	Full washing of all walls

	Light Fittings and blinds
	A thorough cleaning of all such items

	High level pipes, ledges, beams, girders and spider work
	Ensuring that all these high level areas are kept dust free and cleaned annually

	Carpets
	Shampooing or dry cleaning carpets as appropriate

	Mats, Rugs or loose Carpeting
	Thorough cleaning of all these items

	Graffiti or additional cleaning
	To undertake an ad-hoc service to remove graffiti and complete any additional cleaning as requested by the Site Manager


4. ORGANISATION
(not Line Management responsibilities)

Headteacher


|

Deputy Headteacher


|

School Business Manager
|

Site Manager
|

Cleaner
	Agreed By ……………………………….


Post Holder
                                                       
	Approved By ………………………………………..


Manager


CLEANER
PERSON SPECIFICATION

	1
	Technical Skills and Qualification

· Use of a range of basic tools and machinery, eg. lawn mowers, kitchen equipment, cleaning equipment, etc.

· Follows work routines/instructions

· May require a driving licence

· Day to day operational maintenance of plant and equipment, eg. topping up fluids (oil, petrol, diesel, cleaning fluid, etc.), shelf stacking, etc.

· Knowledge that is usually acquired based on “on the job training”, but often requiring some attendance of formal courses e.g. certificate in First Aid, safe operation of equipment, etc.

	2
	Operational Knowledge

· Knowledge of own task/job

· Knowledge of all procedures in own task/job

· Knowledge of any/all common practices associated with own job

	3
	Planning and Organising

· Knows, understands and is able to apply the work routines in the job

· Able to work within set routines

· Knows where to find work instructions and documents (e.g. job sheets, health and safety guidance) 

· Able to complete basic time and job sheets or other basic forms required for the job

· Able to recognise problems and report to supervisor

	4
	Working with People

· Understands the requirement for working with others and in teams

· Able to form effective working relationships needed for the job

· Able to deal with others courteously and in an acceptable manner

	5
	Communication

· Able to communicate factual information politely and courteously

· Has everyday spoken skills e.g. telephone and face-to-face conversations

· Has basic written and numeric skills appropriate to the job

· Able to listen, observe and report information to supervisor 

· Able to communicate with others in an acceptable and appropriate manner, e.g. patience, tact, humour, sensitivity, understanding, firmness

· Understands and applies confidentiality relevant to the client group, job and workplace.

	7
	Health and Safety

· Understands and able to apply Health and Safety procedures relevant to the job such as:

· manual handling; 

· safe use of machinery and/or equipment; 

· COSHH ;

· First Aid and Hygiene Practice;

· lone working procedures and responsibilities

· Able to recognise and to deal with emergency situations

	8
	Equality

· Understands equal opportunities

· Deals with all clients and work colleagues fairly regardless of race, colour, sex, disability, age or religious belief under guidance from Line Manager
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