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Ralph Allen School Role Description

	Role title
	HOUSEKEEPING ASSISTANT – DAYTIME OR EVENING WORK AS SPECIFIED


	Grade
	Grade Q, point 11


	Responsible to
	Housekeeping Manager


	Date
	September 2016

	1.  Role purpose
	Under the direction of the Housekeeping Manager, to carry out cleaning duties as required.


	2.  Principal duties and Responsibilities
	To undertake, as part of a team, the cleaning of designated areas within school premises to ensure that they are kept in a clean and hygienic condition.  Duties will include:  cleaning, washing, sweeping, vacuum cleaning, emptying of litter bins, polishing and dusting of the designated areas (which may include kitchen, toilet and shower areas) and fixtures and fittings. 

To use, where appropriate, powered equipment.

To operate all plant and equipment to ensure maximum efficiency with special regard to energy conservation and to regularly inspect equipment to ensure it is clean and in safe working order.  Defects in machinery should be reported to in-line management.

To carry out any other duties as are required by the line manager or their delegated representative, and as may be commensurate with the grade of the post.

Self evaluation of all the above will be carried out as a continual process.

The postholder will carry out any other duties that might be considered to be commensurate with the post, as required.


	3.  Dimensions (in quantitative terms, key areas on which the job has an impact)
	Number of staff managed
:   None 


Departmental budget

:   None

Section budget

:   None



	4.  Organisation chart
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	5.  Physical Effort
	The postholder will be expected to undertake bending, lifting and stretching in the course of their duties 


	6.  Working Environment
	Working in a large secondary school.

The postholder will be exposed to dirt and dust which on occasions, for example adverse weather conditions, may be higher than normal.

	7.  Person specification; 
Qualifications, knowledge & experience
	· Ability to clean to a satisfactory standard





· Ability to work required hours of post




· Good timekeeping







· Covering duties of other cleaners if required (leave/sickness)



· Ability to work alone and unsupervised






· Good inter-personal skills and the ability to get on with all members of the school 

· Good observational skills to note tasks that need carrying out; the ability to be proactive and take the initiative with tasks as required

· High standards and pride in your work
Essential

· A basic level of literacy and numeracy.

· Ability to communicate clearly and work as part of team.

Desirable

Previous relevant cleaning experience.

	8.  Additional information
	· Tools, equipment and protective clothing will be provided where required.

· This job description only contains the main accountabilities relating to this post and does not describe in detail all duties required to carry them out.

· The postholder will at times have access to information of a confidential nature and it is essential that the successful applicant is aware of the need for discretion.

· The postholder will at all times carry out his/her duties and responsibilities with due regard to the Governors' support of and commitment to Equal Opportunities Policies.

· The postholder will be expected to undertake any appropriate training provided by the authority and/or school to assist them in carrying out any of the above duties.

· The postholder will be required to promote, monitor and maintain health, safety and security in the work place.  To include ensuring that the requirements of the Health & Safety at Work Act, COSHH, and all other mandatory regulations are adhered to

· This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An enhanced Disclosure certificate from the Disclosure and Barring Service is required for this post prior to commencement.

Term time only including all INSET days and 10 days in the holidays.


Ralph Allen School

School Cleaning Routine Specification

1. Introduction

These duties are to be undertaken within the normal working week.  The exact frequency of particular duties will depend upon local circumstances.

All these duties are to be carried out within the normal health and safety procedures.

2. Charge Hand and Cleaners

Daily routine
	Empty waste bins


	

	Internal sweeping of floors 


	

	Wet mopping
	Heavily used areas, toilets, internal entrances where appropriate, changing and shower rooms, art and pottery areas

	Damp mopping
	Areas around the sink units in classrooms, corridors

	Toilets
	Wash basins, pans, sinks, tiled areas using appropriate cleaning agents

	Mat wells


	Clean weekly

	Classroom tables
	Clean, especially where water paints, crayons, pottery used

	Damp wiping. washing of tables


	Throughout where applicable

	Vacuuming of carpeted areas


	Throughout where applicable

	Spray maintenance – floors


	All areas

	Dusting


	Tables; staff desks and chairs

Office areas

Woodwork and surfaces throughout the school



	Removal of cobwebs
	Look up and check upper areas of rooms; clean as necessary

	Polishing (furniture)


	Tables, desks, chairs as appropriate

	Plus other cleaning duties as required for specific areas
	


Holiday clean
Days of work and tasks to be determined by arrangement with line manager
Housekeeping Manager





Housekeeping Assistants








