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Ripponden J&I School
Post Title:

Caretaker
Hours:

Permanent post, 30 hours per week, all year round.
Salary:

Scale 3 
Responsible to:
The School Business Manager and The Headteacher, Ripponden J&I School

Prime Objectives of the Post  

· To be responsible for the care, some cleaning and security of the school premises, including all buildings, contents and heating.

Supervision Received 
· To be responsible to the School Business Manager to whom the postholder will report regularly on the progress of his/her work, and receive instruction as necessary.

Decisions 

· To organise routines for cleaning and maintenance.  
· The ordering of janitorial goods, cleaning materials and building supplies.  
· The maintenance of required temperatures and the exercising of fuel economy.
· Prioritising maintenance workloads
Responsibility for Assets

The security of the buildings and its contents.

Contacts

The Local Authority


Headteacher




Teachers/Members of staff

Contractors




Cleaners

Range of Duties

Keyholding and Security (Regarding security duties exercise your own judgment and never put yourself at personal risk)
· Carry out security procedures in accordance with the school security policy for grounds, buildings and their contents, including locking of windows/doors/gates and drawing of blinds.
· Carry out routine and non-routine opening and closing of premises.
· Test fire alarms weekly and maintain the fire register.
· Provide access to the premises in the event of any emergency situations.
· Check and secure the school premises for out of hours intruder alarm activation, if called by the security monitoring company.
· Report any trespass on the premises, damage from intruders and unauthorised parking of vehicles.
· To return to school between shifts if required for any emergency.
· You may be called out at unsociable hours or at weekends to deal with security problems, make emergency repairs or allow access to any contractor who maybe working in the school holidays and weekends.
· Complete maintenance logs and keep up to date with relevant checks.
· Attend relevant courses.
Lettings

· Carry out required duties in connection with approved lettings of premises and after school activities and where necessary clean up afterwards.
· Organise and prepare rooms for school use - assemblies, staff and other meetings, parents evenings etc.
Handyperson Duties

The range of duties would only include items where staff are appropriately trained with the correct tools, equipment and also comply with the terms of the Health and Safety at Work Act 1974.

Examples of elementary tasks include (although this is not an exhaustive list):

· Unblocking sink traps, replacing sink plugs and chains, replacing worn tap washers.  Adjusting ball valves in cisterns and re-washering valves, repair cistern, replacing chain pulls or levers.  Unblocking rainwater outlets and drains.  Toilet furniture - tighten or refix, wc seats, paper and soap containers, mirrors.

· Hanging doors, hinges, handles, window catches, cords and curtain rails.

· Coat hooks - secure, repair or replace.

· Replace light tubes, light shades, starters, fuses and plugs.

· The visual checks of light switches, plug sockets etc. and reporting faults.

· Oil locks, handles, hinges, gates and doors periodically as required and carry out minor repairs which do not call for a tradesman.

· Responsible for monitoring the state of the furniture throughout the school and minor repair chairs, desks, cupboards, shelves etc. where possible.  Reporting the need for replacement.

· Board up broken windows.

· Minor painting and plastering (repairs).

· Make safe damaged or missing floor tiles, secure carpets or remove to make safe. 
· Other minor "make do and mend" tasks to such things as floor covering, work surfaces, gates, furniture etc. which may require nailing, screwing and or gluing type of skills.

· Report to the Headteacher or School Business Manager any repairs and or maintenance work required at the premises which cannot be undertaken as part of the above duties.
· General porterage duties and moving of furniture.
· Assist teaching staff with simple tasks as requested.
· Take delivery of and store as appropriate, stationery, materials and other goods.  Ensure that adequate supplies of all caretaking equipment that remain within the school are in a safe and working condition, report as required.
· Replenish toilet rolls and hand towels.
Heating, Lighting and Water

· Operate and monitor the heating plant and temporary heating equipment, maintain appropriate temperatures in line with the Council or school's policy and exercise strict economy.  Keep records associated with boilers.

· Keep the boilerhouse clean and free from accumulation of rubbish.  Do not store wood or flammable materials.  Keep flues clean and maintain boilers, radiators, valves, fittings in good working order.  Open air taps on radiators when necessary, see that pumps are working especially when there could be damage from frost.
· Switch off of all lights and appropriate electric plug sockets.
· Ensure that all lights and heating are working effectively.
· Read Gas, Electric and Water metres as required.
· Monitoring and setting of heating controls and boilers.
· Be aware of the location of all stopcocks, gas and electricity meters and ensure that they are clearly marked required.
· Read meters as required.
· Using appropriate PPE, (Personal Protective Equipment) replace, repair fluorescent tube starters and fluorescent tubes up to a height of eleven feet.
· Any other work requested by the School Business Manager and deemed appropriate by the Head teacher. 
Cleaning 

· Responsible for cleaning of certain designated areas and the cleaning of the inside of all external windows three times a year.  (The inside of windows that are wholly above eleven foot from the floor will be cleaned by the window cleaners (contract) ….to be arranged)

· The cleaning of all lights/shades fittings etc.
· Ensure that all playing areas, paths, porches, entrances and drives etc. are clean, free from litter and litterbins are empty.  See that all water surfaces gratings are free of debris.  
· Ensure paths, steps and guttering is clear from leaves and other debris.

· In adverse weather conditions and in the interest of safety remove snow and ice from school paths and steps up to the school door, and grit where necessary.
· Clean fan heaters. 
· Perform other emergency cleaning due to accidents during school time or if there has been a break-in, vandalism etc.
· To see that toilets are kept clean it may be necessary for more than one clean per day.
· Ensure the removal of graffiti, arranging for a pressure washing machine if necessary.

Supervision and Inspection 

· Carry out administration processes for the requisition of stores and such other forms as required by the School Business Manager or Headteacher.
· Liaise with cleaning staff regarding opening and closing school so that the schedule daily clean in term time and out of term time (school holidays) can be achieved.
· Direct contractors to sites of repairs and maintenance work, confirming that the work has been completed and report deficiencies.
· Monitor the work of contractors on site.
· Deal with enquiries from members of staff, contractors and members of the public.
· Advise the Health and Safety governors committee as required.
· Carry out Health and Safety inspections with the H&S governor or LA designated person.
· Attend regular meetings with the School Business Manager and/or Headteacher.
Job Description

A satisfactory disclosure and barring check will need to be returned prior to commencement of employment.

A detailed Information Handbook, essential work plan and timetable, will be issued subsequent to appointment.

Hours of Work

The working week will be 30 hours, with a requirement to be on the school premises:

Term-time Days

Monday – Friday 7am–9.30am and 2.30 – 6pm  (negotiable)
School Holiday Days

Week days 8-2pm, or to meet the needs of contractors, where necessary.
However, variations to these times may be necessary on certain occasions when meetings, lettings, building work, functions etc are held at the school. Any variation will be notified in advance by the Headteacher

Signed ........................................…………………………………………………..Headteacher

          
..........................................………………………………………………...Caretaker
          
.............................................Date
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