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POST TITLE:
SCALE/GRADE:

HOURS:

JOB PURPOSE o~ ROLE:

LINE MANAGEMENT:

DUTY HOURS:

ANNUAL LEAVE:

JOB DESCRIPTION

Site Sup;z.rvisor/ Caretaker
Grode L
25 hours per week [/ 52 weeks ,ozryeo,r/ SIQLLt Stht

The Iatrst holder is req/utmd to- carry out under reasonahle
direction the appropriate duties in the case of maintaining
the b,u,LLd,Lngs and, the teax;h'mg environment.

Res,amsLbLe to- the Headteacher thmu,gh, the Line /V\anﬂgem;mt

structure

Term time:

/V\om'mgs - /\/\mday to*FrioLay - 6.30am to-9.15am
Evv,rungs - /V\onday to- Wmursd,ay - Lr.OO,am t0'6.751am,
Evzn'mgs - Friday - 3.45pm, to*6.00pm,

Shift hours may alter due to- school need.s

Out of term.:
25 hours over 3 days

Annual leave is to he taken d,u,n;ng school hoitd,ay per‘w'ds.

PRINCIPAL DUTIES AND RESPONSIBILITIES :
The post holder will need to have an ad,a.pta,bl;z and flp,belp, a,p,pmu,ch, to the
requirements of the J oh to suit the oLaL[y needs of the schoot.

I. Toensure that at all times pupL[s, staff and others have a clean, safe and
hygteruc environment in which to work.

2. Toensure the school is przsented, to the hest Iao*ssLb,LQ standard in appearance

and in fun,ct'um.

3. To support Head Teacher to Ldgnttfy areas for improvement
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L. To support the Head Teacher and finance Officer to manage the roiLLng program
of maintenance ensuring all orders are IaLarLrw,d, within the bu,d,get and annual
calendar wvﬁang CLO‘SQ,[,H with the finance officer.

5. Maintenance Tasks:

. UnbLoc/ang of sinks / drains when necessary

. Replace low level fluorescent tubes and light bulbs as necessary

e Snow clearunce to- main routes of accesszgress as faras is raasonab[y
practtcabte and salt/ grit treatment of icy p,aths.

e Maintenance of grounds, wooden fences, weeds around b,uLLcLLng and walls
( along with schoots site SLA)

. Ca,rry out litter IaLc/ang and removal of 9rafthL as necessary

e Ensure all hoiler rooms are clean and not used for storage

e Generul maintenance and repairs of the school buLLoLLng ¢.g. painting, fixtures
and ththgs

6. Secun;ty of Premises:

e Be a named /cey holder and /ce,elo, all /ceys safe at all times

e Unlock / lock all necessary gates and doors, check for intrusion in the
buLLdLng and site perimeters. Deactivate / reactivate alarms and open / close
blinds ensure that buLLdLngs and site are secured and alarms are on as
appropriate at the end of sessions and that [ights are switched off,
curtains/blinds drawn, windows and doors are locked..

e Secure all gates and access points.

. Report all breaches qf security and /@ela a Log of incidents

/. Health Safety :

o [otake a positive appromch to- health sa:fety

e Jo support Elite tor carry out risk assessments rztatmg to- health safety
issues ie COSHH etc

e [o contribute to the dzve[apmzn,t and monitoring of the schoot's Fire Risk
Assessment

e Joattend meetings retatmg to- heath safety (at the Headteachers discretion)

e Joensure all controctors are aware of school Io,rm:edures ( eg fuv, drills, sign
in and out, are given due notice of hazard that thzy could not he expzcted, to-
anticipate etc)

8. POTto,rtng :
e Jo carry out the receipt and porterage of LLght goods or materials to;, from and
within the site
o o u,o,da.to, the school inventory system Loggmg in new-equipment.
e Liaise with school [T support company to-ensure T equipment is cLo*seLH

monitored.
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Q.

10.

1.

12.

Clza,n,tng tasks:
Maintain a safe, laleascmt and litter free environment as far as is Iaracttca,blz:
Clean LLght ththgs, diffusers etc
To Io,rUvidz cover for all other site staff an[ud'mg the clzo,rung staff durtng
hoitda,y or Io,en;ods of absence
Monitor the erLQn,Lshmzn,t of toilet rolls and hand towels oLo,L[H.

Other Duties:
Setthg out and clzaring fumniture for a,ssem,bly and other functions as
rzguimd;
Removal of internal rubbish, cardhonrd boxes, La,rye amounts of paper efc.
Other duties that the Headteacher may from time to- time ask the Io,orst—hoidzr to-

/\/\a,chtnp,ry:
The operation of po'ththg machines, vacuum cleaners, carpet sho,m,pov'
machines and other machi,nzry which is deemed necessary for the task and
the msponsLbLLLty for the cleanliness of all tools and ma,ch‘mzry used

TraLnLng:
Tra'm'mg will be given in all aspects of the Job Ln,ctudmg the operation of
ma,chtnzry, the economical use of cLQ,anLng materials toensure that work is
carried out in a safe and efficient manner.

STANDARDS AND QUALITY ASSURANCE

Contribute to the overall ethos/work/aims of the schools and children's centre
and take prv;dz in the site

Set a 9ovd o,xa,mlo,te in terms of dress, pun)ctualtty and attendance

Attend and participate in staff training and team meetings where appropriate

Ap,arzctate and support the rote of other Io,rqfo,ssi,onals

Emp[oyees will be ex,ozcted to- comp[y with any reasonahle request from the
Headteacher to undertake work of a similar level that is not slochfizd in this jab,
d,escn;ptwn

All staff will be expectp,d to- accept rea.sonahble f[zbeLLLtH in Wvﬁcmg
arrangements and the allocation of duties to reflect the c/w,ngmg roles and
reslo,mwtbLLLtLu of Education and LLfQL(mg Lea,ang.

REVIEW OF THE JOB DESCRIPTION:
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The job dzscertLon will he reviewed armual[y. It can be amended as circumstances
deem necessary and foi[awing reasonahle negotiation, at the reque st of the Headteacher
or Post Holder
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Person szcgcl,ca,twn

Expzn’znce:

Cmpetent at hasic buLLdLng repairs and maintenance and
grounds maintenance. Use qf small industrial / electrical /
mechanical eguipment.

Qualg"l,ca,twns or
Trumn,g' ing:

WLLLLng to- undergo* training as mqutmd; able to- understand and
appty req ulations (such as health safety, manual ha,erLLng
regulattons etc.). Able to operate electrical / mechanical sy stems.
Grade C or above in GCSE Maths and Engltsh is desirable.

Practical Skills:

Able to*offectwety organise and supervise the work of others
(such as cleaners and contractors). Readtng, writing and,
numeracy skills sufficient to- check time sheets, C&LLVQIH notes,
letthgs forms etc. Able to regutariy handle / carry hza,vy items.

Personal Qualities
& Attributes:

A proven record of a high level of attendance; honest; able to
woTk offecttvety with little supervision; poi'm and courteous to
memhbers of the IaubLLc; calm and patient when under pressure;
co-operative with other leatoyegs, parents and visitors.

Able to- show- initiative and work Iaroucttvety to-ensure the
smooth running of the site.

WL[[Ln.g and able to start work QCLFLH when req,utred. Be on call
for emergencies and deal with evening and weekend Ip,tthgs
where appropriate. Must be flexible with rzgard to- wvr/cmg
hours ( LLSLLG,/,LH to he worked within the core time of hetween
6.30am — 6.75pm, dzp,eruimg upon the needs of the service).
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