NORTHUMBERLAND COUNTY COUNCIL
COMMUNITY & ENVIRONMENTAL SERVICES

JOB DESCRIPTION

Job Title:
Caretaker 

Grade:
Former Manual Workers Grade 3 (SCP6), 4 (SCP7), 5 (SCP8) or 6 (SCP9) depending on the size of the school and other factors 

Responsible To:
Headteacher/Partnership Manager

Responsible For:
Assistant Caretaking staff (if any) and, where present, the supervision of cleaning staff of Community & Environmental Services or the Headteacher as appropriate.

Job Purpose:
To provide a general Caretaking service to the school including maintenance of the building, heating, cleaning and security of premises including sports hall where applicable, so as to ensure that school Facilities are properly maintained and available for use as required and in a fit state.

Working Hours:
Hours to be worked flexibly between the hours of 6.00 am and 6.00 p.m. Monday to Friday as agreed with the Headteacher and Partnership Manager.  The postholder will be required to open and close the school for evening lettings Monday to Friday for which an additional payment will be made.  Similarly, weekend lettings undertaken on a voluntary basis will also attract additional payment.

MAIN DUTIES

1.
SECURITY OF PREMISES
1.1
To be responsible for the security of the school site, the premises thereon and to take all reasonable steps to protect the contents therein.

1.2
To take charge of the school keys, which must not be handed over to any unauthorised person.

1.3
To open premises for school use and, on weekdays, for evening lettings and to secure and close the premises thereafter.

1.4
To respond to the activation of the school alarm system or other incidents affecting the school premises which require the attendance of the emergency services outside normal working hours.

2.
CLEANING OF PREMISES
2.1
To be responsible for monitoring the cleanliness of the premises in accordance with the Service Level Agreement, where appropriate.

2.2
To supervise such cleaning staff as employed at the school and to assist in  the filling of vacancies.

2.3
To be responsible for cleaning a pre determined area in accordance with the Service Level Agreement for that school.

3.
HEATING
3.1
To have overall responsibility for the operation of the school heating system and any supplementary heating systems, including the ordering of fuel as required through consultation with the Headteacher for heating arrangements.

3.2
To carry out energy conservation measures by, for example checking the setting of appropriate available controls and to prevent unnecessary heat-loss from the building where possible.

3.3
To take precautions against pipes etc freezing in cold weather by, for example, checking that frost stats are working properly.

4.
GAS, ELECTRIC AND WATER SUPPLIES
4.1
To be responsible for the economical use of gas, electricity and water by ensuring that all lights, heating appliances and taps are turned off when no longer required.

4.2
To  monitor the amount of gas, electricity and water consumed (in so far as may be reasonably practical at individual premises) and to alert the Headteacher (or other nominated person) in the event of abnormal consumption.

5.
GENERAL MAINTENANCE
5.1
To report damage to the fabric of the building and to report any necessary repairs in accordance with the normal procedure.

5.2
To carry out minor repairs to the premises, eg replacing tap washers, boarding up broken windows, changing fuses and plugs, repairing and oiling doors and hinges.

5.3
To undertake routine maintenance of heating plant (such as lubrication of moving parts) including the cleaning of convector fan filters (lockable type only).

5.4
To be responsible for the stripping of hard floor areas and the application of seals and polish as necessary.

5.6
To check and replace electric bulbs or tubes as required (in so far as such lights can be safely accessed) and to clean diffuser to ensure maximum efficiency.

5.7
To undertake minor repairs to the internal decoration of the premises, for example, painting over graffiti in toilets or repainting small areas following the removal of fixed shelves.

5.8
To undertake minor day to day repairs and renovation of loose and fixed furniture, including toys and the like where appropriate.

5.9
To ensure that, in so far as can be safely accessed, gutters, drain pipes, and rainwater gullies are kept clear and unblocked where necessary.

5.10
Operate swimming pool plant including covering/uncovering of pool; cleaning swimming pool surrounds, plant room and scum traps; application of water tests and addition of chemical dosage; and such seasonal duties as may be required.

5.11
To ensure that the premises are adequately ventilated and that any wall ventilators are kept free from obstruction.  To inspect all windows periodically to ascertain that they can be opened easily by the teaching staff as required.

5.12
To ensure that fire-fighting appliances are readily accessible and to report the need for maintenance/repair as required.

5.13
To attend to maintenance contractors working in the school.

6.
UPKEEP OF EXTERNAL AREAS

6.1
To walk around outside hard areas and drives and to pick up litter, empty litter bins and brush/sweep hard play areas to remove debris.

6.2
Where necessary, to report the need for chemically treating weeds within hard play areas.

6.3
Where possible, and in so far as time allows, to ensure that main entrances and paths are clear of snow and to apply grit/salt to paths and drives as required.

7.
GENERAL DUTIES
7.1
To set out and put away the tables and chairs for school lunch in the halls of schools without a separate dining room and prepare the dining room / hall floor for afternoon use.

7.2
To receive into school deliveries of school supplies and to distribute same around the premises.

7.3
To move equipment/miscellaneous items of furniture about the premises (within the physical capabilities of the postholder), for example computer trolleys, video equipment, television tables, etc.

7.4
Ordering and replacement of general consumable items, eg soap, toilet rolls, paper towels, etc.

7.5
Dispose of salvage to bin area.

8.
OTHER DUTIES
8.1
Such other duties as required by the Headteacher consistent with the grade of the post and the experience of the postholder.

