WARFIELD CE PRIMARY SCHOOL 

JOB DESCRIPTION

	Job Title: Caretaker
	

	School: Warfield CE Primary 
	Grade/Salary Range: Grade I (SCP 6-9)

	
	



	JOB PURPOSE

	To provide maintenance and security of the school premises and site, ensuring a safe working environment, as directed.
To carry out a range of routine maintenance, repairs and cleaning of the school site

	DESIGNATION OF POST AND POSITION WITHIN SCHOOL STRUCTURE

	The Caretaker is accountable to the Head, SBM and Governing Body



	MAIN DUTIES AND RESPONSIBILITIES

	Key duties:
· Ensure that buildings and site are secure, undertaking daily security checks including locking and unlocking of buildings at pre-determined times – be the main key holder.
· Maintain and upkeep the school buildings and grounds including repairs, clean out gullies, painting, wash down walls, checking site and making repairs as necessary
· Operate and check systems - heating, lighting and security (including CCTV and alarms) 
· Secure the cleanliness of the school premises and grounds by undertaking cleaning duties including ad hoc situations caused by illness or spillage. Regularly check toilets and clean and replenish supplies as necessary.  Supervise school cleaning contract and liaise with them on a regular basis.
· Ensure a sufficient stock of consumables are held in relation to lights, filters, toilet rolls, hand towels, soap etc
· Ensure the security of the site (locking and unlocking buildings and setting alarm). Take appropriate action to remove trespassers and minimise any vandalism.  Act as first contact in the event of an emergency as principle key holder.  Make regular patrols of the site to ensure it is secure.
· Undertake regular health and safety checks of the building, grounds, fixtures, fittings and equipment (ensuring compliance with fire safety regulations), take action when hazards are identified and report to SBM/Head.  Monitor and review the schools Health and Safety Policy and Site Risk Assessments.
· Daily gardening of planters and beds and ensure site is tidy and well swept 
· On Icy days be able to assess the site and take action as necessary
· Undertake general portage duties including moving furniture and equipment within school, checking off deliveries and putting away stock.
· Undertake minor repairs (i.e. not requiring qualified craftsperson) and maintenance of the building, site, furniture and fixtures 
· Be responsible for school lettings and carry out duties appropriate to the designation of the letting.
· Collect all recycling from school and take to bin store. Empty playground bins on a regular basis. Have a proactive approach to all recycling and ensure the school is managing this in an efficient way.
· Ensure the setting out and clearing of chairs and other furniture/equipment as required.
· Undertake and monitor statutory duties i.e fire alarms, sanitary waste collections and heating systems
· Take monthly electric and water readings and submit to SBM
· Maintain, clean and upkeep the school minibus.  Drive the school minibus on school business when required after appropriate training.
· Prepare and clear up after for school events and out of hours activities
· Monitor school parking and permits and assist with gate duties in the morning and afternoon 
· Undertake Fire Warden Training and take on role as school Fire Warden.
· Take part and contribute to site inspections
· Monitor and be available to contractors whilst they are on site.
· Liaise with the Site Admin and SBM regarding arranging contractors for routine, reactive maintenance and servicing.
· Maintain school inventory in conjunction with the Site Admin 
· Such other duties as may from time to time be necessary, compatible with the nature of the post.



	STANDARDS AND RESPONSIBILITIES 

	· Support the aims and ethos of the school e.g confidentiality, flexibility and working co-operatively.
· Monitor and manage the work of the cleaning staff to ensure a high standard of cleaning and undertake cleaning duties as required.
· Liaise closely with the Business Manager to ensure the efficient operation of site facilities.
· Set a good example in terms of dress as fitting to the task in hand, punctuality and attendance.
· Undertake duties assigned by the School Leadership Team with regards to training, meetings, stocktaking, inventory etc
· Be proactive in matters relating to health and safety and school maintenance
· Be able to reflect on your own performance and attend school appraisal meetings.
· All employees working with children and young people have the responsibility for safeguarding and promoting their welfare




This document is not intended to be an exhaustive list of duties or form any basis for legal document or process but as a guide to duties expected



Postholders signature: …………………………………………………………

Date:………………………………
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WARFIELD CE PRIMARY SCHOOL 
PERSON SPECIFICATION
	Job Title: Caretaker
	

	School: Warfield CE Primary 
	Grade/Salary Range: Grade I 

	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications and Training





	Basic general education – numerate and literate at GCSE or equivalent
	Fire Warden
Working at Heights

	Competence Summary
(Knowledge, abilities, skills, experience)











	Ability to undertake minor maintenance and repairs

Knowledge of policies and procedures for health and safety, security and alarm systems

Ability to communicate with school staff and contractors

Attention to detail and accuracy

Good communication skills (written and verbal)


	Experience in painting/decorating, carpentry, basic plumbing, drainage, gardening and general DIY and grounds maintenance 

	Work-related Personal Requirements





	
A friendly and supportive attitude towards students, staff, and other members of the school and wider community

Commitment to safeguarding and confidentiality

Flexible approach to work and committed team-player

Reliability, good time keeping and able to work with initiative

Enthusiasm for education and working in a school community



	
Experience working in a school or with children an advantage

	Other Work Requirements 



	Physically able to use cleaning equipment and move or lift furniture.

Suitability to work with children.
	



