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KINGSHILL INFANT SCHOOL

JOB DESCRIPTION FOR CARETAKER

Working Hours: 25 per week Mon - Fri    Salary Scale: H3
Working Weeks: 52 with 22 days paid holiday per annum
Usual hours of work - 7.30am – 9.30am and 3.00 – 6.00pm

(The hours are negotiable to suit the right person)

Accountability

Line Manager:  Headteacher or Deputy Headteacher
PURPOSE OF JOB
To provide a clean and safe environment to users of the school buildings and grounds.

   MAIN DUTIES

The School Building and Security

· To ensure the security of the school's buildings and grounds – The postholder will be the first designated keyholder of the school for emergency access to the premises if the burglar alarm is activated and a pro-rata additional salary payment will be made to cover the hours spent on site.
· To ensure the efficient operation of the school's boiler.
· To carry out general porterage duties, including movement of furniture and equipment within the school
· To prepare areas of the school for specific events as directed by the Headteacher or Deputy Head, eg erection of the school stage.
· To replenish soap, paper towels and toilet paper in all cloakrooms daily. 

· Monitoring and ordering an adequate stock of appropriate materials and equipment. All orders must be approved by the Headteacher prior to submission.
· Handyperson duties which may include minor repairs to furniture and fixtures and minor decorating tasks

· To ensure the boiler room is clean, tidy and accessible.
The School Grounds
· To work alongside the Caretaker at the Junior School to ensure the security of the school’s grounds (lock and unlock external gates daily).
· To work alongside the Caretaker at the Junior School to keep paths, access points and entrances free of snow and ice to ensure safe passage

· To empty external bins

· To keep bin storage area clean and tidy

· To pick up litter in the school grounds

Maintenance

· To support the Headteacher in planning an annual schedule of premises works including repairs and maintenance.

· To complete small building maintenance and repairs to the buildings, fixtures & fittings (excluding specialist teaching equipment)

· To advise the SLT of faults to the building, fixtures and fittings which require specialist attention and arrange agreed works.

· To replace light bulbs, fluorescent tubes and starters as required internally and on external security lighting.

· To meet, liaise and monitor the work of external contractors visiting or working on the site and maintain a record of directed works.

Health & Safety

· To note and report as necessary on matters affecting the health and safety of persons on the site.
· To ensure safe use by self and others of equipment and materials.

· To implement suitable policies for health and safety and risk management in relation to the premises, including the Asbestos Log
· To be responsible for keeping an inventory of flammable and hazardous substances and to ensure safe use and storage of these substances.

· To ensure that adequate warning notices are properly displayed eg, COSHH

· Be responsible for taking meter reading s and maintaining records as required

· Be aware of and comply with policies and procedures relating to child protection, health and safety, security and confidentiality, reporting all concerns to an appropriate person.
· To complete a Health & safety inspection once per term with the H&S Governor
· To test the fire alarm system regularly, undertake a fire evacuation practice drill once per term and maintain the logs.
Cleaning
· Supervision of  cleaning staff and monitoring of and liaison with contract cleaning staff and their cleaning supervisor
· To carry out emergency cleaning in critical areas as directed by the Headteacher or DHT
· To undertake twice weekly the cleaning of:

The Staffroom

The hall

The dining room

The adult toilets

The PPA room.
· To ensure the school is clean before and after scheduled and one off lettings.
General
· To carry out any other duty that is commensurate with the post, under the direction of the Headteacher or DHT, from time to time.

· To participate in training and other learning activities as required.

· To take holiday leave during the normal school holidays. Only in exceptional circumstances and with the express consent of the Headteacher can leave be taken at any other times.
Knowledge, Experience and Training
· Experience of working in school or similar environment is desirable but not essential
· Flexibility and sensitivity to the needs of a wide range of users of the school

· Knowledge of efficient cleaning methods and material 
· Evidence of success in completing handyperson or DIY tasks (paid or unpaid)
· Awareness of the requirements of health and safety legislation and good practice relevant to the post
Job Entitlements:

· Access to regular training opportunities to up-date knowledge and skills relevant to the post

· Annual Performance Management conducted by the Headteacher and an annual review of the job
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.

Employee’s Signature: ……………………………………………………   Date: ………………….

Headteacher’s Signature: …………………………………………….   Date: ……………………

