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	JOB DESCRIPTION


	Title:
	 School Cleaner Caretaker Arksey Primary School

	Grade:
	Grade 5

	Responsible to:
	Headteacher

	Responsible for:
	The postholder has little or no supervisory responsibility.

	Purpose:
	To be responsible for the day to day security, cleanliness and maintenance of the site and premises.


Main Duties and Responsibilities:
	SECURITY

· Ensure that the premises are locked after normal use during term-time and during school holiday periods. 

· To take initial responsibility for call-outs. Subsequent securing the building in case of break-in and/or emergency call out. Follow emergency procedure ensuring that the Headteacher is kept fully informed. 
CLEANING

· Clean designated areas according to schedule ensuring that cleaning standards are maintained throughout the school and nursery.

· Liaise with Headteacher and staff on any cleaning issues arising.

PORTERAGE DUTIES

· Move all deliveries to appropriate areas.

· Move furniture and equipment as and when required 
GROUNDS MAINTENANCE

· Proactively ensure that playgrounds and outside areas are kept in tidy condition and are safe for pupils, staff and visitors. Including leaf clearance, visual checks of playground equipment, maintenance of artificial grass and soft surfacing, litter picking, sweeping and securing equipment in response to weather forecasts.

GENERAL MAINTENANCE

· Maintain basic stock control of building and cleaning supplies materials.

· Identify necessary repair work and carry out minor repairs where possible.

· Liaise with Headteacher for repair work to be carried out by external contractors.

· Check and maintain doors, handles and locks where possible.

· Effective operation of heating, lighting and water systems including all routine and general maintenance and the arrangements for servicing and overall efficiency of all energy systems.

· Attend to the heating system and maintain temperature required while school in use (set system to weekend/holiday mode during weekends/holidays).

· Encouraging heating & light savings by all users whilst maintaining adequate levels of heating & lighting.

· Crisis management in terms of pipe or heater leaks and valve failure, including awareness of stop cock positions and emergency procedure for electricity and gas.

· Carry out requests from Headteacher as and when required.

HEALTH & SAFETY

· Be aware of the provisions of the Health & Safety at Work Act and inform the Headteacher and School Business Manager of all issues of concern especially matters pertaining to Health & Safety.
· Co-operate with the Headteacher/School Business Manager/H&S Governor on all issues to do with Health, Safety & Welfare. 
· Be aware of current guidelines and working policies, e.g. asbestos, dangerous dogs, tree management, working in roof spaces, PAT testing, legionella and the enforcement of such policies/guidelines.
· Review risk assessments relating to cleaning and caretaking annually. 
SCHOOL HOLIDAY DUTIES

· Site security. Lock/secure buildings and external doors and car park gates on departure.
· Liaise with contractors on-site as necessary.

· Statutory testing including legionella and water temperature checks.

· Carry out deep cleaning as required including carpet cleaning, window cleaning, fascia cleaning etc. 

· Carry out maintenance duties as required including, grounds, interior maintenance, repair and decoration. 

OTHER DUTIES

· Carry out seasonal work proactively and as requested by the Headteacher, i.e. gritting of school access in winter, litter picking in summer, community garden duties, as requested.

· Maintain all drainage areas, clearing blockages where necessary.

· Access roof to clear leaves and debris from guttering.

· Check condition of external gates/fences and carry out minor repairs where possible.

· Weekly fire alarm testing
· Monthly R.C.D. electrical switch testing
· Monthly water monitoring (legionella checks). 
· Weekly little used outlet flushing.
· Attend relevant training as required; including (but not limited to) site manager training, COSSH, legionella training, health and safety training, asbestos training and first aid training.

· Carry out evening and weekend lettings as required, claiming time as additional hours worked
· Carry out security marking of all portable equipment and ensuring equipment log is updated.

· Cleaning and maintenance of indoor and outdoor signage.

· Setting up and clearing away stage for termly events.

· Maintain, tidy and document storage in all interior and exterior stores.

· Upkeep of general administration tasks, including filing and emails.

· Attendance at annual buildings meeting.




	The Postholder’s duties must be carried out in compliance with the Council’s Equal Opportunities Policy, Information Security Policies, Financial Regulations and Standing Orders, the Health and Safety at Work Act (1974), and subsequent health and safety legislation.

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the postholder may be required to undertake other reasonably determined duties and responsibilities within the Directorate, commensurate with the grading of the post, without changing the general character of the post.
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