Coppice Primary School 
Caretaking Assistant
Job Description

Hours of work:      Monday to Friday shifts – 35 hours per week
 10am to 6pm (1hour lunch) 
 Occasional lettings at week-ends and evenings
  Shift patterns for Holidays and INSETs
Grade:		 LBR3 scale 5-6

Responsible to: Executive School Business Leader			
Line Manager:   Executive School Business Leader

Purpose of the job:
Care for, manage and develop garden areas, grounds and school site in its entirety, ensuring they are kept safe secure, clean, neat, tidy and attractive; as well as making designated areas useable for the children and appropriate for curriculum use. Under the direction and guidance of the ESBL and site manager. 

Main responsibilities, tasks and duties:
· Ensure the maintenance of a clean and orderly working environment.
· Timely and accurate preparation of routine equipment / resources / materials as set out in instructions, under the direction of the site manager.
· Undertake basic record-keeping as directed.
· Refill and replace consumables, e.g. soap and towels.
· Report faulty equipment and other maintenance requirements to appropriate person.
· Maintain the security of school premises by securing entrances / exits as appropriate and reporting potential security breaches.
· Ensure lights and other equipment are switched off as appropriate.
· Assist with the receipt, distribution, collection and despatch of goods.
· Assist and participate in the organisation and movement of furniture within the building.
· Maintain and arrange orderly and secure storage of supplies.
· Operate everyday equipment in accordance with instructions.
· Maintain the appearance of the grassed and planted areas of the school site to a high standard ensuring they are safe and fit for purpose.  This will include: landscaping duties, maintaining flower beds, herbaceous borders and other garden features, soil cultivation, digging, forking, mulching, watering, raking, weeding, edging, pruning, bed preparation and planting.
· Maintaining the appearance of the front of the school (sweeping footpaths and external entrances on a regular basis or as directed; sweeping the front entrances to the school and keeping them free of vegetation debris and weeds). 
· Undertake any required tasks in identified garden areas in order for them to be suitable for curriculum use 
· Ensure that all health and safety issues related to garden areas are addressed to enable children and staff to use these areas safely.
· Purchasing required materials, plants and equipment as instructed.
· Offer support to teachers when they access the identified garden areas.
· Ensure that identified garden areas are cared for, managed and developed so they can be used to support curriculum delivery and enrichment. 
· Undertake general handyperson tasks within the school, under the direction of the Site Manager / ESBL.
· Ensure that all grounds equipment is maintained to a safe and serviceable condition and equipment storage areas are kept clean and tidy
· Be responsible for the upkeep of equipment and to report any defects or damage to the Site Manager (or other designated person). 
· Ensure all equipment is safe to use by regular checks and annual PAT testing.
· Ensure all the daily, weekly, monthly and termly checks are completed and accurate records maintained.
· Ensure the daily log is maintained and accurate records kept.
· Operate all equipment including tractor mounted or handheld garden equipment in a legal and safe manner. 
· Be responsible for loading, unloading and the safe carriage of equipment. 
· Work collaboratively with colleagues as part of a professional team, working at all times within the school’s policies and procedures. 
· Assist in the general efficient operation of the school in areas related to the role of gardener. 
· Ensure the security of the school and its grounds are maintained.
· Attend relevant staff meetings, participate in performance management arrangements and undertake training and development activities.
· Maintain confidentiality at all times in respect of school related matters, and to prevent disclosure of confidential or sensitive information.  
· Undertake additional or other duties as may be appropriate to achieve the objectives of the post and as directed and deemed appropriate by the EHT/ESBL and Site Manager. 

Security:
· Ensure the security of the premises, children, staff and contents at all times while on duty by locking all the appropriate exterior gates and doors. This also includes the operation of fire and intruder alarms.
· Assist with regular security checks of the school site.
· Lock and unlock the school in the absence of the Site Manager.
· Provide emergency access to the school site.

Cleaning and Maintenance:
· Assist with minor / simple repairs, eg minor plumbing, changing light bulbs, unblocking drains, repairing door furniture.
· Assist with minor improvement work, eg erecting notice boards, shelves, furniture etc as agreed by the Executive Headteacher.
· Operation of heating plant, cooling and lighting systems.
· Collect and assemble waste for collection.
· Ensure cleaning cupboards are locked and all cleaning fluids are locked away.
· Undertake cleaning of designated internal and external areas, including window cleaning, graffiti removal, litter-picking, removal of excrement, leaves, acorns and fallen fruit.
· Undertake emergency cleaning duties eg; cleaning up bodily fluids.
· Undertake routine 'client' tasks in connection with premises-related contractors, eg cleaning, grounds maintenance.
· Undertake activities to maintain safe and clear external environment, eg gritting / removal of fox mess.

GDPR:
Be responsible for ensuring that personal and sensitive data processed within the school and trust is treated with confidentiality and kept secure and in line with Data Protection guidance including General Data Protection Regulations.
Support for the school:
· Be aware of and comply with policies and procedures relating to child protection, and security and confidentiality, reporting all concerns to an appropriate person.
· Contribute to the overall ethos / work / aims of the school.
· Appreciate and support the role of other professionals.
· Attend relevant meetings as required.
· Participate and support in school events
· Support with the lettings
· Participate in training and other learning activities and performance development as required.
· Treat all users of the school with courtesy and consideration.
· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all.
· Comply with health and safety policies and procedures and ensure the health and safety of pupils, staff and visitors (in accordance with appropriate health and safety legislation) at all times.
· The job description can never be fully descriptive and exhaustive. It is expected that staff will respond to emergencies as they arise. It is also expected that staff will show flexibility in their duties during busy periods and periods of staff absence. The post holder must comply with the LBR Equal Opportunities Policy and Health and Safety and all school policies.  
· In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above. Such duties will be at the discretion of SLT and will fall within the scope of the post. 

Probation:

As part of our induction process, we have a six-month probationary period for all staff.

Regulated Activity:

This job includes regulated activity as it involves working directly with children. 

Person Specification

	
	Essential
	Desirable

	Experience
	Handyperson experience
Gardening activities
Issues relating to health and safety in garden areas
Caring for, managing and developing gardens 

	Worked on a school site Working with children in outdoor areas
Working with children to meet the requirements of the primary curriculum using outdoor areas

	Qualifications / training
	Willingness to undertake training
Good general standard of education
	Qualifications in English, Maths, (C grade GCSE)
Qualifications specifically related to horticulture

	Knowledge  / Skills
	Willingness to gain knowledge of basic plumbing, electrical and decorating repair procedures.
Willingness to gain knowledge of health and safety procedures and precautions.
Willingness to gain awareness of COSHH regulations.
Awareness of health and hygiene procedures.
Ability to work as part of a team.
Willingness to use relevant equipment.
Ability to relate well to children and adults.
Willingness to gain knowledge of cleaning procedures required to meet specified cleaning standards.
Related health and safety issues
Safeguarding children guidelines
Ability to work as a part of a team and to use own initiative when appropriate
The ability to be flexible
Willingness to undertake training
Ability to undertake all physical aspects of the post
Ability to understand the need for confidentiality

	Horticulture
Ability to identify and order the materials needed to care for a garden effectively




Duties and responsibilities of the post may change over time as requirements and circumstances change.

The above-mentioned duties are neither exclusive nor exhaustive, and the post holder may be   called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder


Signed:	Date:

Signed:	Date: 



