[image: image1.png]



JOB TITLE: 
Caretaker


Post No: 1171

Grade: D2

1. Main Purpose of Job

To support the School Business Manager in the maintenance, security, health and safety and cleaning of the Rowans, Elms and site grounds. 

2. Accountabilities

(i) To attend to the opening and/or closing of the premises at designated times and to be responsible for general security at all times.  You may be called out at unsociable hours or at weekends to deal with security issues.
(ii) To receive, log, prioritise and carry out on a daily basis, maintenance work reported by staff across the site.  This includes maintaining the Maintenance Log spreadsheet.
(iii) To identify and remedy/report, as necessary, any matters affecting health and safety.

(iv) To report defects in buildings, furniture, fittings and plant and undertake emergency repair/DIY work where appropriate.

(v) To meet and attend to all contractors visiting or working on site ensuring that they following relevant security procedures using the contractor induction pack.
(vi) To clean and be responsible for the tidiness of paths, roads and playgrounds, including daily sweeping, litter picking and clearance of leaves.

(vii) To take gas, electricity and water readings on a weekly basis and report these to the Scholl Business Manager. To investigate any variations in these readings and recommend energy saving strategies to the SBM.
(viii) To ensure the efficient working of heating, plant and lighting.

(ix) To set out the hall for events as required. 
(x) To collect school dinners in the portable oven from the main kitchen to the Rowans.

(xi) To undertake specific indoor cleaning duties, including buffing/polishing the hall floors.

(xii) To carry out safety sample routes of the site and buildings.
(xiii) To deliver post between buildings across the site.
(xiv) To keep paths, access points and entrances free of snow and ice to ensure safe passage.

(xv) To ensure that all tasks are completed in a safe manner, using the correct equipment and producing risk assessments where necessary.

(xvi) To ensure that all refuse/recycling is stored safely and securely every day and is put out ready for collection each week.

(xvii) To ensure that all equipment is logged, stored securely, kept clean, in good working order, and is tested regularly.  To advise the School Business Manager of necessary refurbishment and replacements.

(xviii) To engage in a programme of training in order to maintain and develop skills required for the post.

(xix) To act in accordance with the equal opportunities policy and undertake duties as required by corporate and directorate action plans.

These duties are intended as a guide only and are not exhaustive.

3.
Job Context
The postholder is part of a team based at the Rowans and/or the Elms.

The site caters for 52 secondary aged pupils .
The postholder is line managed by the School Business Manager .

3. Person Specification

(i) Qualifications
Trained, or willing to be undertake training, to at least IOSH level to ensure the general knowledge and understanding required to manage key elements of health and safety 

Buildings/ Trade qualifications would be desirable.

(ii) Knowledge and Experience
A knowledge of the main Health and Safety regulations, including COSHH and risk assessments and how they apply in a school environment.

Experience of undertaking a range of caretaking and cleaning duties.

Experience of keeping work records – both manual and electronic.

(iii) Skills
Ability to work on own initiative, dealing with any unexpected problems that arise.

Ability to work effectively and supportively as a member of the school team.

Ability to identify work priorities, whilst ensuring that lower priority work is kept up to date.

Ability to effect minor repairs to a high standard.

Ability to keep up to date accurate records of work.

(iv) Personal Qualities
Willingness to participate in further training and development opportunities to further personal knowledge.
Ability to understand the need for confidentiality on all school matters.

Team player with a hands-on approach.

Able to work well under pressure in a sometimes stressful environment.

A car owner/driver.

In good physical health.

A mature outlook and smart appearance (a working uniform/safety wear will be provided which should be worn at all times).

Sympathetic to the needs of pupils deemed to have emotional and behavioural difficulties and be aware of the need for confidentiality regarding the pupils.

4. Organisation
This post is supervised by the School Business Manager.

5.
Financial Accountabilities
The post has no financial responsibilities.

6.
Working Environment
The postholder will be based in The Rowans and/or The Elms building, but will need to regularly inspect both buildings and grounds, including the “Jurassic Park” area.
The postholder will be part of a supportive team, working with children with behavioural, emotional and social difficulties and therefore could be exposed to verbal and physical abuse.

Signed (Postholder)
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