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Job Title:
          Caretaker
Grade:
          Grade 3 Point 5-9
Hours:                  35 hours pw split shift     7:30am – 12pm & 3:30pm – 6:00 pm
Weeks:                 52 weeks 
School:  
          Harrow Lodge Primary School
Responsible to:  Head Teacher

Line Manager:     Business Manager
Liaises with:        Head Teacher & Business Manager
Main purpose of the job

· To maintain the school site
· To maintain security of the premises

· To ensure Health & Safety and statutory compliance of all buildings are kept compliant

· To monitor the school’s maintenance arrangements, including cleaning, grounds and repairs and carrying out cleaning/repair functions as required

Main Duties
Premises Security & Site Management

· Ensure that buildings are secure and intruder alarms activated following vacation by staff and other users.

· Responsibility for ensuring the intruder alarm and fire alarm systems are updated and maintained.

· Ensure windows and doors are in good repair and inform the Business Manager of any window or door defects which may lead to a breach of security.

· Ensure school is open and adequately staffed by site staff for day to day school activities.

· Deal with appropriate breaches of security and communicate to relevant staff or emergency services (out of hours to be dealt with by Contractors), however you make be required to attend site.
· Oversee any reasonable key requests and orders and distribute to stakeholders.

· Lock and unlock external doors as required.

· Reactively monitor school CCTV system and undertake the relevant training to be able to assist with requests to down load footage when required.

· Ensure and co-ordinate weekly periodic testing of fire alarm system and ensure that lines to the monitoring company are functioning correctly.
Premises/site staff to form part of the key holder list – to act as first point of contact.
Cleaning

· Recording and setting up of systems for the monitoring of all cleaning in the premises.
· To undertake agreed cleaning/Janitorial tasks not included in the schools cleaning specification.

· Ensure all toilet areas remain clean and safe during the school day, replenishing toilet rolls/towels when required. 

· Clean up incidences during the day including vomiting, spillages or any reactive janitorial tasks.

· Arrange and carry out emergency cleaning and removal of graffiti
Maintenance of School Grounds and Building

· Responsibility for ensuring the premises and grounds are kept free of litter and animal waste and are in general condition of tidiness.

· Perform litter picking duties, both inside and outside the school buildings during the school day to ensure the school remains tidy and safe for all students and staff.

· Supervise contractors and undertake regular site inspections monitoring their work.
· Ensure effective communication between staff, contractors and others as appropriate.

· Ensure monthly testing of emergency lighting and record.

· Ensure the efficient operation of heating and lighting throughout the school is adequate and meets Health & Safety Requirements.

· Check premises are at correct temperature at designated times via individual units/control panels or/and BMS system.

· Co-ordinate replacing lights, tubes, diffusers, starters where necessary.

· Ensure downpipes drains and gullies are free flowing and clean.

· Ensure and co-ordinate the gritting of entrances, steps and paths prior to any forecasted freezing weather.

· Ensure that stocks of grit/salt are maintained.

· Ensure/co-ordinate the removal of snow and other obstructions from main entrances, steps, paths.

· Prevent unauthorised/unsafe parking on school site

· Ensure fire doors are free of clutter and obstructions

· Carry out any minor tarmac repairs

· Support all departments in putting up and taking down of external or internal equipment 

· Co-ordinate and undertake any reasonable repairs as and when required.

· Ensure all stock is kept up to date and ordered

Porterage

· Undertake/arrange for safe storing and moving of items of furniture, equipment and provisions as required

· Receive and direct as appropriate all deliveries for the schools

· Keep up to date records, inventories and forms as required

· Set up and pack away for all school events.
Compliance of Health & Safety

· Ensure compliance by periodic inspection of all areas

· Ensure appropriate signs and notices are displayed

· Ensure hazards are removed 

· Ensure fire exits are accessible and firefighting equipment is correctly positioned and serviced 

· Ensure all staff are aware of their responsibilities as appropriate   

· Complete weekly L8 water testing or as required

· Complete weekly fire door checks/ladder checks or any other reasonable statutory requirement as directed by the Business Manager

· Notify appropriate agencies, via Business Manager, where there is a pest control problem

General

· To carry out all reasonable duties and responsibilities of the post

· Co-ordinate response to all helpdesk requests 

· Enact Health and Safety requirements and initiatives as appropriate

· All employees are required to declare any conflict of interest that may arise before or during their employment

· Undergo and meet school conditions for a satisfactory enhanced DBS check
· Comply with all equality legislation, policies and procedures; 

· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Harrow Lodge Primary School

· Treat all information acquired through your employment, both formally and informally, in strict confidence

· To demonstrate a commitment to good customer care

· Any other duties of an appropriate level and nature will also be required

Appraisal of Performance
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with Line Manager

· Participate in a competence review to determine suitability for progression and/or further development needs

Additional Requirements
· To undertake any further tasks, which could be reasonably expected by the Headteacher
· To understand and apply school policies in relation to health, safety and welfare
· Attend relevant training and take responsibility for own development
· Attend relevant School meetings as required
· To respect confidentiality at all times
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This school is committed to safeguarding and promoting the welfare of children and young people. Everybody who works for the school is expected to share and promote this commitment and to have, or acquire, the relevant abilities, skills and knowledge to carry it out.

