
Job Description: Caretaker

Salary Grade:  H4

Responsible to:   The Headteacher

Purpose of the Role: To assist in the maintenance and security of the school premises and site, ensuring a clean and safe working environment, as directed. To undertake cleaning duties to maintain a high standard of cleanliness within the school, as directed.

MAIN AREAS OF RESPONSIBILITY
· Ensure that buildings, site and resources are secure, undertaking daily security checks including locking and unlocking of buildings and gates at pre-determined times as directed by the Site Manager 
· Act as a designated key holder, providing out of hours and emergency access to the school site
· Perform duties in line with health and safety regulations (COSHH) and take action where hazards are identified, report serious hazards to line manager immediately
· Undertake general portage duties including moving furniture and equipment within school
· Receive deliveries to the school site
· Collect and assemble waste for collection
· Refill and replace soap, towels and other materials
· Daily cleaning of the dining room and liaison with contract cleaners
· Periodic cleaning of designated areas of the school building and grounds according to instructions (e.g. Classroom outside areas)
· Handyperson duties which may include minor repairs to furniture and fixtures and minor decorating tasks
· Such other duties which may arise from the use of the premises
· Report H&S matters to Site Manager and Finance and Premises Manager
· To manage the school Let 

KNOWLEDGE, EXPERIENCE AND TRAINING:
· Experience of working in a school or similar environment
· Flexibility and sensitivity to the needs of a wide range of users in the school
· Evidence of success in completing handy person or DIY tasks
· Awareness o the requirements of health and safety legislation and good practice relevant to the duties of the post

PHYSICAL EFFORT
Moving and carrying furniture and other equipment eg: desks, tables, chairs and DIY equipment such as ladders, carrying some deliveries to the school wherever they are to be stored



WORKING ENVIRONMENT
· Some of the work may need to be done out of doors such as repairs and security checks in wet weather

Review of Job Description:
The specific duties attached to any individual will be reviewed annually.  The duties may, after discussion with you, be changed.  All staff members are expected to perform reasonable duties requested by the Headteacher from time to time, commensurate with experience, role and salary.
			
EQUALITIES
Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed. 

HEALTH AND SAFETY
Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.

KNOWLEDGE, EXPERIENCE AND TRAINING
· Understanding of the needs of children

ENTITLEMENTS:
· Annual appraisal and review
· Training and professional development 
· Appropriate professional support from senior leaders 
· To be informed when any change is made to this job description

CRIMINAL RECORDS BUREAU
· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

SUPERVISION
· The post holder will be managed by the Finance and Premises Manager.
· Meetings will take place according to the post holders performance appraisal schedule 










ADDITIONAL INFORMATION
· The postholder is required to contribute to and support the overall aims and ethos of the school.
· All staff are required to participate in training and other learning activities, and in performance management and development, as required by the school's policies and practice.
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Highwood Primary School
Mead Way, Bushey, Watford, Hertfordshire, WD23 2AW
Tel: 01923 256210   E-mail: admin@highwood.herts.sch.uk

Promoting Resilience, Achieving Potential
Headteacher Mrs B Rai
** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
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