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[bookmark: _GoBack]Job Description 
Post: Caretaker 
 
Purpose 
Ensure that the site and its buildings are operated on a day to day basis including opening, maintenance, security and cleaning. To maintain Castle Hall Academy estate and grounds to the highest standards. 

Duties and Responsibilities 
· Interact with building users including lettings to understand their requirements and helping to meet them. This includes adjusting room layouts where it is practical to do so. 
· Carry out security procedures for buildings, facilities and grounds, identifying repairs, identifying suspicious occurrences and liaising with police and Authority officers accordingly.  Carry out emergency repairs to ensure building security as the need arises. 
· Opening and closing premises, facilities and grounds to meet the routine and non-routine requirements of the building’s occupants. Undertake additional activities to ensure that reasonable access is possible in times of inclement weather.
· Ensure all compliance task are met and the Every software is managed and kept up to date locally.
· Operate the heating plant so that adequate temperatures are maintained in the premises (subject to the degree of control in the school) and that a supply of hot water is provided within the statutory temperature range. 
· Carry out routine specified operating procedures/ inspections on ancillary equipment or facilities e.g. sewage systems, sewage pumps, cesspits, air conditioning units, compressors etc. 
· Grounds maintenance activities (as appropriate to training and equipment) for example litter picking, weed-killing and non-routine cleaning tasks, including spills.
· Liaise with The Trust Regional Facilities Manager and Headteacher to monitor the progress of work with contractors to ensure that defects are repaired within agreed timescales and work is undertaken in accordance with the contractual obligations and comply with health and safety requirements 
· Assist the Regional Facilities Manager in monitoring contractors work is undertaken in accordance with the contractual obligations and comply with health and safety requirements.  This includes the contract cleaners.
· Dispose of rubbish, including yellow bagged clinical waste and ensure unimpeded access for refuse collectors to enable bins and containers to be emptied without hazard or hindrance.
· Ensure that adequate supplies of fuel and cleaning materials are available. To order, receive and where relevant, store fuel supplies, cleaning materials and cleaning equipment. 
· To monitor all relevant Health and Safety Standards aspects within the building as may apply under Health and Safety Legislation. 
· To comply with the building emergency procedures with respect to evacuation fire, bombs, etc. 
· To manage any lettings requested by the school and arranged via The Regional Facilities Manager.
· Report any safeguarding concerns immediately to a Designated Safeguarding Lead. 
· Carry out any other reasonable duties as requested by the Headteacher or your Line Manager. 
 
This job description is not necessarily a comprehensive definition of the post.  It will be reviewed annually.
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