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JOB DESCRIPTION
School Premises Staff – Caretaker 
Salary/Scale Point:  LBR 3 Scale Point 5-6 (£24,804 – £25,212 FTE)
Contract type: Permanent 36 hours per week 7.30am – 3.30pm, 52.14 weeks per year.
Reporting to: Head of Centre
Main purpose
Under the instruction and guidance of appropriate senior staff: provide maintenance and security services on school sites and premises. Responsible for the fabric and grounds of the school and upkeep of the grounds.
Main duties/responsibilities - Security
· To lock and unlock school buildings and areas
· Monitor fire safety equipment and carry out fire drills.
· Operate and respond to alarm systems where appropriate, outside of any specialist monitoring brief.
· Monitor CCTV or surveillance equipment where appropriate.
· Undertake lettings and carry out associated clerical tasks.
· Provide emergency access to the school site.

Main duties/responsibilities - Maintenance
· Undertake appropriate repairs, e.g. redecorating and fixing, under the direction of the SLT and Office Manager.
· Undertake minor/simple repairs, e.g. minor plumbing, changing light bulbs, unblocking drains.
· Carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is satisfactory, as per specific schedule for your school.
· Carry out minor improvement work, e.g. decoration, erecting shelves, notice boards, etc as agreed with the Site Manager and Headteacher.
· Support the SLT with the schools planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess for minor work or repairs required to be carried out to maintain safe and satisfactory conditions.
· Undertake regular site inspections and identify and record repair maintenance requirements.
· Collect and assemble waste for removal.
· Undertake emergency and specialist cleaning tasks.
· Undertake cleaning duties such as graffiti removal, litter-picking and removal of human and animal waste products as required.
· Provide emergency access to the school site.
· Receive and distribute deliveries to the school site.
· Ensure that satisfactory levels of caretaking and hygiene are achieved and maintained through the whole of the premises.
· Ensure that pathways and all other external hard surface areas are kept clean, free of litter and weeds and that they are gritted or salted when required during wintry conditions.

Main duties/responsibilities –School grounds
· To develop and maintain the garden areas and beds, including hedge cutting, tree and soft fruit pruning.
· To understand all health & safety issues related to identified garden areas and ensure the areas are kept safe for staff and pupils to use.
· To ensure the rest of the school site is maintained effectively, including weeding and other general garden and grounds maintenance tasks.

Key Activities – Resources
· Maintain records, information and data and produce information as required.
· Assist in safety audits of the premises and contribute to relevant risk assessments.
· To be familiar with all school policies in relation to grounds and Health and Safety, and to contribute to the implementation, development and organisation of these policies and procedures.


Key Activities – Organisation and Supervisory
· Porter duties, e.g. delivering mail, moving furniture and equipment.
· Where appropriate organise maintenance of all school vehicles and carry out driving duties when required by the head teacher.
· Any other duties consistent with the purpose and grade of the post. 

General
· Attend and participate in relevant meetings, training and other learning activities and performance development as required.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.  
· To demonstrate an understanding of and a commitment to equal opportunities and diversity and to the standards of customer care.
· Be responsible for own health and safety, as well as that of colleagues, pupils and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management.
· Duties and responsibilities of the post may change over time as requirements and circumstances change.  The job description does not form part of the post holder’s contract of employment.
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy.
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.
· The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the school.
· The post holder must carry out their duties with full regard to the Schools Code of Conduct, Child Protection Policy, Acceptable Use Policy and all other Policies.


This job description is not exhaustive; it merely outlines the key tasks and responsibilities of the post. These key tasks and responsibilities are subject to change. Any changes will be made in consultation with the post-holder and the school.





















Person specification

	Job Title
	School Premises Staff (Caretaker) 
	Grade
	LBR 3

	School
	The Constance Bridgeman Centre

	Education and Qualifications:

NVQ2 or equivalent qualification.
Good numeracy/literacy skills – GCSE or equivalent in Maths and English.

	Experience/Knowledge/Skills:

Handyperson or DIY experience.
Caretaking/site-keeping experience in a school or similar environment.
Knowledge of ICT and other specialist equipment/resources.
Working knowledge of relevant policies/codes of practice/legislation.
Ability to relate well to children and adults.
Knowledge of Health and Safety procedures and precautions.
Knowledge of COSHH regulations.
Awareness of health and hygiene procedures.
Knowledge of moving and handling procedures.
Willingness to participate in development and training opportunities.


	Other job requirements:

Enhanced DBS check.
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