Caretakers (including Weekend) Job Description – 10/11/21

Estates Department Caretakers Role
The Caretakers are to promote the ethos and well-being of the School, as determined by the Headmasters, in particular with regard to neatness, cleanliness, orderliness, presentation and attractiveness of the premises. The Schools’ presentation to current and future parents, staff and pupils is of paramount importance –

‘Every Day is an Open Day’ and ‘A place for everything and everything in its place’.

The School has numerous events that take place where the highest standards of presentation are required. The Caretaker on duty is responsible for arranging and overseeing the event including setting up, making sure the School looks it’s best, cleaning is carried out, being on hand during the event and setting back afterwards.

The Caretakers need to recognise this and to respond promptly to directions emanating from Senior Managers and staff, treating all with appropriate courtesy and co-operating with them for the good of St Benedict’s.

St Benedict’s has a team of caretakers, maintenance and cleaning staff.

The Caretaking team is arranged as follows:

1. Resident Caretaker (RC)
Weekday shift work alternating with the other Caretakers
2. Caretaker (C1)

Weekday shift work alternating with the other Caretakers

3. Caretaker (C2)

Weekday shift work alternating with the other Caretakers
	Caretakers Shift Pattern
	Week 1
	Week 2
	Week 3
	Week 1 again

	Morning Shift

Monday to Friday Term Time 6am to 3pm

Monday to Friday Outside Term Time 7am to 4pm

 
	RC
	C2
	C1
	RC


	Afternoon Shift

Monday to Friday Term Time 1pm to end of event set back or 9pm whichever is the latest  

Monday to Friday Outside Term Time 12 noon to 8pm

	C1
	RC

	C2
	C1

	Evening Shift

Monday to Friday 8 hours normally 2pm to 10pm


	C2


	C1
	RC

	C2




4. Weekend Caretaker (WC)
Fridays Term Time 6am to 3pm
Fridays Outside Term Time 7am to 4pm

Saturday variable normally 7.30am to 4.30pm

Sunday variable normally 8am to 5pm
Set backs are to be carried out as soon as possible after an event so the areas are ready for normal use straight away. When weekday evening events occur the Caretaker who is working on the afternoon shift, is to remain on site until the end of the set back so that the site is ready for normal use the following morning. This is included in the salary.
Caretakers are to be on site for the duration of their shift and are not permitted to leave site unless their line manager gives permission. When more than one caretaker is on a duty they are to have different break times. Lunch breaks are 30 minutes and two other breaks of 15 minutes are permitted during a shift.  
The Caretakers are required to alter their work times or work split shifts to cover for each other. 
Holiday entitlement is to be taken during school holidays.

The Caretaker’s line manager is the Facilities Manager.
Main Duties & Responsibilities:

1. Open and secure the buildings when required, checking all evacuation routes and emergency exits are clear. Always make a note of any problems or damage and report them to the Facilities Manager. Locking up of the site can be at late hours.
2. Operate security alarms and be a key holder for the premises. Attend the premises if called out which can be at any time. Keyholders are listed in the following order:
i. Resident Caretaker (RC)
ii. Caretaker (C1)
iii. Caretaker (C2)
iv. Weekend Caretaker (WC)
3. Unlock, open, close and lock gates as required. Maintain security being vigilant for any strangers or visitors on the site and checking their identity. Site access points are only to be open if they are supervised. Supervise gates when required as a visible presence actively communicating with visitors. During term time Mon – Fri a separate person is located at Marchwood Crescent gates from 6pm to the end of the last let or school event to supervise arrivals and departures. If this person is off the Caretakers are to cover this.
4. Operate fire alarms and carry out set duties during drills and evacuations.

5. Be a first aider.

6. Make sure fire doors are free to operate, turn off lights when they are not required, secure door and windows as required and adjust radiator valve temperatures so that areas do not overheat.
7. Carry out repairs, maintenance and redecoration as required. Follow work schedules.
8. Organise emergency repairs as required.

9. Prepare for all events taking place in the School and fully co-operate with staff and letting representatives who are responsible for the event. This will involve locking the premises at late hours, moving furniture back to its usual position before it is next needed and switching lighting and heating on and off as required. The caretaker on duty for an event is responsible for the set up, cleanliness and presentation of the site and they must make regular checks of this prior and during the event arranging cleaning as required.
10. Provide access for approved lets, oversee their use and lock up as required. Lets must follow the security arrangements that are in place.
11. Keep school areas free from rubbish and leaves with special attention to entrance areas including the pavement outside the School main entrances. Walk the site early mornings to clear fox mess prior to staff and pupil arrival. Empty bins, clear up spillages or sickness and carry out cleaning as required. Normally responsibility for external areas lie with the caretakers and internal areas with the cleaners.
12. Collect lost property and pass it to the appropriate School office.
13. Carry out the movement of furniture and equipment.
14. Undertake any necessary action as directed in the event of bad weather or emergency e.g. clearing of snow or ice from paths, dealing with floods, fires, break-ins, removal of graffiti etc.

15. Work with other caretakers, maintenance, cleaning and catering staff.
Main Duties & Responsibilities continued:

16. Liaise with contractors working on site or visitors. This could include escorting them around the site.
17. Use and maintain 2 way radio to keep in contact at all times.
18. Receive and distribute deliveries and equipment to all departments. This needs to be done continually to keep the receptions and entrance areas free from deliveries.

19. Wear a standard uniform as required.

20. Deliver internal mail and packages around the site.
21. Deliver any urgent post as required.

22. Carry out monthly meter readings for gas, water and electricity.

23. Work with the other caretakers in covering shifts and duties if other caretaking staff are off.

24. Keys are to be kept secure at all times.

25. Report any accidents, incidents or near misses.

26. Ensure that all Health and Safety requirements are followed including lone working procedures, manual handling, wearing personal protective equipment, safe storage of chemicals and equipment etc. Attend training as needed to effectively carry out your duties. 
27. The essence of working within any successful team revolves around enthusiasm and willingness to co-operate wherever necessary within the team. The above points outline the principal duties involved. Carry out other duties as reasonably required or requested by the Facilities Manager or other senior members of staff.
Person Specification

	
	Essential
	Desirable
	Method of Assessment

	Qualifications 
	Must be able to demonstrate literacy and numeracy skills

	Hold a full driving licence (including category D1 test if licence issued after 1 January 1997) 
	Contents of Application Form

Interview
Certificates



	Experience / Knowledge
	Previous experience in a similar role 

Attention to detail
	Previous experience of relevant work e.g. caretaker, carpenter, kitchen fitter etc.

	Contents of Application Form

Interview

	Skills / 
Competence
	Professional manner

Good communication skills

Polite and helpful

Ability to work on own initiative and prioritise work schedules
Reliable
Able to work at height

Physically fit as role includes lifting and carrying

	
	Contents of Application Form

Interview

Professional References


