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Hartsbourne Primary School:  Caretaker Job Description 
Post Title:


Caretaker 
Salary Grade:


Point 6 -9  (£25183 - £26409 pro-rata)

Hours:  


15/30 hrs p/w (7.00am start, finish by arrangement)
Responsible to:

The Head teacher

In liaison with:
Primary Business Support Officer, BSJT, Governing Body

Effective from:
ASAP 
JOB CONTEXT

To be responsible for all matters relating to the satisfactory operation of the school’s building, grounds and equipment.  The post holder will balance building and site maintenance, cleaning and other duties according to current priorities, to ensure the highest quality school environment for all users (including pupils, staff, parents, visitors).

Accountable For:
· Providing a clean and safe environment to users of the school buildings and taking a key role in the maintenance and improvement of the school site.
Authority To:
· Implement school policies and procedures and work within the framework of school and County policies and guidelines for site supervision. 

Physical Effort:

· Moving and carrying furniture and other equipment e.g. desks, tables chairs, DIY equipment such as ladders, carrying or moving deliveries to storage facilities. 
· Walk around the school site, move/empty bins and similar equipment.  
Working Environment:
Some of the work may need to be done out of doors such as repairs, cutting back vegetation, health & safety walks and security checks in inclement weather.

KNOWLEDGE, EXPERIENCE AND TRAINING
· Experience of working in school or similar environment, eg Local Authority or other institutional buildings.

· Flexibility and sensitivity to the needs of a wide range of users of the school.

· Knowledge of efficient cleaning methods, appropriate materials, hand and power tools.

· Evidence of success in completing handyperson or DIY tasks.

· Awareness of the requirements of health and safety legislation and good practice relevant to the duties of the post.

· Participate in staff briefing meetings and work collaboratively with other staff in issues of health & safety and organisation of school premises. 
· Oversee the Health & Safety aspect of induction for new staff. 

· Maintain accurate records and specific paperwork as needed, including COSHH, Risk Assessments, asbestos log. 
MAIN AREAS OF RESPONSIBILITY
· Security of the school’s buildings and grounds and managing the CCTV and general access.
· Act as a designated keyholder alongside two other keyholders. 
· Checking and operation of the school’s heating/cooling plant, groundwater pumps, alarm systems (fire and security) and emergency lighting.  

· Operating domestic power tools eg leaf blower, drill, pressure washer, floor scrubber.  
· General lifting and carrying duties including movement of furniture and equipment within the school.
· Take delivery of goods and equipment to the school.
· Monitoring of cleaning and liaison with contract cleaning staff.
· Daily and periodic cleaning of designated areas of the school building (eg school hall, front entrance) and grounds according to an agreed schedule of work.  
· Clearing up blood or other bodily fluids of children after accident or sudden illness.
· Oversee the hiring of school premises by outside hirers.

· Handy person duties which include minor repairs to furniture and fixtures, putting up shelves or similar and small decorating tasks.
· Contribute to a working environment which supports equal opportunities and anti-discriminatory practice.

· To manage a portion of the delegated budget relating to school maintenance and improvement.

· In partnership with the Head, Office Manager and BSJT, take responsibility for obtaining quotations for works as indicated on the School Premises Plan.

· To use ICT skills to communicate with staff, contractors, BSJT and external agencies. 
· Such other duties which may arise from the use of the premises.
· Carry out other duties as determined by the Head teacher and/or Line Manager which falls within the scope of the post and salary grade. 

Problem Solving and Decision Making:
· Be proactive, demonstrate initiative and prioritise own workload. 

· Regular monitoring of the premises (eg utility usage and health & safety) and take action to reduce expenditure and ensure the premises are clean, safe and fit for purpose. 

· Advising the Head teacher and/or Office Manager, of faults to the buildings, fixtures and fittings which require specialist attention.

· To liaise with contractors, monitor works and advise on progress and standard of work.

· Monitor and order an adequate stock of appropriate materials and equipment.

· Liaising with contractors on site to ensure minimum disruption to the work of the school.

· Oversee the Asbestos Log and ensure compliance with all health & safety legislation. 

· Support the Head and Governors to develop and implement the school premises plan and report H&S matters to the senior leadership team and/or Governors.

School Ethos, Moral and Spiritual Development:

· Be aware of and contribute to the vision of the school.  

· Contribute to the ethos of the school through words and actions and support children’s moral and spiritual development, academic progress and wellbeing. 
· Work in partnership with parents to encourage their understanding and involvement and keep children safe at school.
SUPERVISION
The post holder will work largely on his/her own initiative, according to the agreed work schedule and subject to the general and specific direction of the Head Teacher of Hartsbourne and the Senior Leadership Team.  

The post holder will need to liaise regularly with the Site Manager of the Bushey St James Trust and undertake some induction at Bushey Meads Secondary School.
CONTACTS
Head teacher
Site manager of Bushey St James Trust
Teaching and support staff

Parents and pupils

Visitors eg Delivery Personnel, Contractors, Grounds maintenance staff
Contract cleaning supervisor(s)
FINANCE AND RESOURCES
The post holder will oversee a portion of the school’s delegated budget related to school buildings, improvement and maintenance.

PROFESSIONAL DEVELOPMENT:

· Participate in school improvement planning.

· Participate in the performance management programme in operation in the school.

· Participate in and contribute to in-service training and professional development as appropriate.

Entitlements:

· Regular monitoring of performance with individual professional feedback.

· Participation in the performance management programme in operation in the school. 

· Training and development within the school’s INSET programme and according to the needs of the School Improvement Plan.

· Appropriate professional support from Head teacher, Office Manager or Deputy Head teacher.

· To be consulted before any change is made to this job description.  
ADDITIONAL INFORMATION
The school premises may occasionally be used during evenings, weekends and school holidays for school activities and by outside hirers.  The post holder will be expected to be flexible at these times and, by mutual agreement with the Head teacher or SLT, to attend during lettings, school events or school holiday clubs, for which additional payments will be made in accordance with agreed rates.
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the DBS as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Disclosure and barring Service is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

This role will be reviewed annually as part of the Performance Management process.  The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
2

[image: image2.png]