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The Park Schools Federation
Caretaker Job Description

Job Title: 			Caretaker
Grade: 				Grade 4
Hours: 				30 hours per week / 52 weeks per year
Responsible to: 		Facilities Manager
Liaison with:			Senior Leadership Team
				Teaching Staff
				Teaching & Learning Assistants
				Professional Staff Involved in the Education of Children
				Parents
Main Purpose of the Post: 	The postholder will provide support in all operations of school life.  To include supporting cleaning teams, general maintenance and locking and unlocking of areas.  The post holder will also be a key holder on call.
Duties and Responsibilities:
General
· Support the Facilities Manager with all aspects of school operations.
· Carry out porterage duties, such as moving furniture and equipment around the school
· Maintain the general school premises, furniture and fittings, and report any issues to the Facilities Manager.
· Carry out small repairs and DIY projects
· Support with the Interior Decoration rolling programme 
Cleaning
· Carry out daily cleaning and ad-hoc duties, such as litter picking and arranging the disposal of waste and recycling.
· Carry out emergency cleaning duties, such as gritting and cleaning up spillages
· Carry out an annual deep clean of classrooms, staffrooms, kitchen, dining areas, food tech areas and other frequently used spaces on school premises
· Carry out maintenance of cleaning tools and products, including arranging replacements and ensuring good stock levels.
Security
· Maintain the security of the school premises as a key holder
· Lock and unlock the premises as required, including out of school hours when necessary
· Check at the end of the day that all windows, doors and gates are locked, lights switched off, and gas and electrical appliances are turned off
· Set security alarms systems, report any potential security breaches, and respond to any alarms or other call-outs following agreed procedures
· Carry out regular checks of the CCTV and alarms systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are actioned.
· Advise the Facilities manager on all matters relating to school security and safety.
Health and Safety
· Ensure a safe working and learning environment in accordance with relevant legislation
· Carry out and record regular health and safety checks, including on legionella risk, play equipment, safety equipment, and any hazards on school premises; report any problems to the Facilities Manager
· Provide safe access to the school in cold weather conditions
· Always adhere to the Health and Safety Procedures
· Monitor the work of contractors, ensuring safe working practice and quality of work, when required.
Responsibilities
· Be committed to the safeguarding and promotion of the welfare of children and young people
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, and equal opportunities, and report all concerns to an appropriate person.
· Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment.
· Contribute to the overall ethos, aims and works of the school.
· Establish constructive relationships and communication with all staff and other external agencies and professionals
· Recognise own strengths and areas of expertise and use these to advise and support others
· Participate in training and other learning activities and performance development as required
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