SCHOOL CARETAKER
36 HOURS PER WEEK    NJC Pt 17-20 (£31,022 - £32,597)

Job Description
The Caretaker is directly responsible to the Senior Caretaker under the overall guidance of the Headmaster.  The Caretaker will ensure that whole school requirements are met with regard to caretaking, cleaning services and all matters relating to proper maintenance and care of the total school site/building.

Caretaker responsibilities will include
 The security of all premises, contents and grounds associated with the school.
 Routine and non-routine opening and closing of premises and grounds.
 Checking of windows, doors, gates both internal and external.
 The operation of fire and intruder alarms.
 The safe custody of the keys of the premises including keyholder responsibilities.
 Responsibility for reporting to the Senior Caretaker or other authorised persons any instances of unauthorised use of or unauthorised entry to or damage to the premises.
 Being available in the event of a call-out resulting from contact with the school’s Security Alarm Company.
 Taking adequate care when locking up school premises to ensure that all corridors are clear of any obstruction and the school building is prepared for occupation the next morning.
 Being available on the premises for after school parent/teacher meetings and other functions as arranged in the school’s schedule of events.
 Lighting and heating of the premises and the routine maintenance and operation of plant as directed including school canteen.
 Providing, at regular interval for the school’s Bursar, appropriate readings of the school fuel and water supplies.
 Cleaning the premises and grounds and ensuring that regular maintenance is carried out as required under the direction of the Senior Caretaker.




Particular Duties to include
 Ensuring all areas within the school building are clean and tidy throughout the school day and paths and grounds around the property are clean, tidy and free of litter.
 Undertaking cleaning duties as required.
 Ensuring that all external surface drains and gullies and kitchen grease-traps within the school complex are free-flowing and clean.
 Ensuring that bin areas and bins within the school complex, including school meals accommodation, are regularly emptied, washed and cleaned.
 The preparation of the premises for during school and after-school activities, together with the cleaning up and the preparation of the school for its normal use.
 Routine cleaning, where necessary, of all internal fixed glass surfaces (except where the whole surfaces is above eleven feet (3.35 metres) above floor or ground level) subject to suitable equipment being provided to ensure safe working conditions.
 Ensuring that all defects in caretaking and cleaning equipment are reported promptly to the Senior Caretaker. 
 Receiving and transporting stores and materials and other goods that have been delivered to the school premises and their distribution to and from appropriate points of storage.
 Ensuring all necessary precautions have been taken in the event of frost affecting the school plant.
 Completing  all necessary paperwork.
 Maintenance and repair duties within the competence of the caretaker.

Other Daily Duties
 Ensure all areas of the school are kept clean throughout the day.   When required, 
 Ensure corridors and stairways are mopped or cleaned to avoid slippage etc.
 Ensure that front entrance is clean and tidy throughout the school day.
 Empty litter bins in Advanced Study Centre and in corridors and grounds where necessary.
 Disinfect toilets, clean pans, seats and basins, and the doors, walls and fittings of all toilet cubicles within the main building.
 Ensure that soap dispensers, toilet paper and paper towel holders are filled throughout the day.
 Ensure that adequate supplies of cleaning materials and other requisites are provided to cleaners within designated area.
 Clean and tidy as required to grass pitches and changing accommodation. 

Regular Duties to include
 Check that all lights are working and report to Senior Caretaker.
 Clean and wash all litter bins including storage bins.

Training
The Caretaker will accept any training to facilitate the undertaking of duties.

General Conditions
All duties must be carried out to comply with:

 The Health and Safety at Work (N.I.) Order 1978
 Acts of Parliament, Statutory Instruments and Regulations and other legal requirements
 Codes of Practice

Other duties as associated with the above areas of responsibility

The post holder may be expected to carry out other duties as directed from time to time by the Senior Caretaker or other Senior Staff.








Caretaker Personnel Specification

	Qualifications and Experience

	Essential
	Desirable

	1. Fire & safety training with 12 months experience
2. Health & safety training with 12 months experience
3. Audio Visual training with 12 months experience
4. Physically fit
5. Full clean driving licence
6. Good organisation and multi-tasking skills

	1. Previous experience in building or maintenance trades
2. Experience in a similar role
3. Garden/Grounds maintenance experience
4. First Aid training


	Applicants should demonstrate evidence of Effective Personal Skills and Qualities

	· Commitment to the aims and values of the Blessed Edmund Rice Charter. 
· Adhere to company safety policies
· Display energy and enthusiasm.
· Good level of written and oral communication skills










