Job Description 
Post:


Caretaker 
Responsible to:
Headteacher
School Support Business Manager
Reporting to:

School Support Business Manager
1.0
Job Purpose
1.1
To support the Senior Leadership Team in promoting the Catholic ethos, mission aims and objectives of St Paul’s School for Girls.


1.2
Responsibility for the security, improvement, maintenance and cleanliness of the school buildings and grounds.

1.3
To monitor the work of external contractors on site.

2.0
Duties and Responsibilities:

2.1
To be responsible for ensuring that the building is opened on time and closed and secured at the end of the evening shift including a complete internal and external visual check, ensuring windows are closed, lights and projectors are turned off, noting any bulbs that need replacing.  Ensure that all gas valves are turned off in the Kitchen and Science rooms.
2.2.
Carry out a physical check of the building and take the necessary action to make good any areas which could be a source of danger to either the users or security of the building, including the main school gates.
2.3
To ensure the building has been checked for vandalism and break-ins when opening the building

2.4
To be one of the school key holders.
2.5
Checking the buildings regularly to ensure no unauthorised persons are present.  Check visitors book to ensure all have left the building when locking up.
2.6
Ensure correct completion and submission of time sheets and obtaining authorisation for any overtime.

2.7
To be responsible for repairs and general maintenance and ensure that they are carried out as requested by the in-house helpdesk computer programme.    Ensure that areas requiring repair are not a source of danger to all or affect the security of the building with due observance of Health and Safety requirements.

2.8
To be the point of contact for all building and site contractors and agencies along with the School Support Business Manager and monitor their standard of work, ensuring DBS certificates are checked.
2.9
To set up and/ or clear for Assembly, Mass, Examinations, Parents Evening, INSET Day and any other events as required in any rooms within the school premises.
2.10
To carry out general porterage duties and movement of furniture within health and safety guidelines


2.11
Responsible for maintaining all entrances, car parks, outside steps, play areas, and drain grids ensuring they are in a clean condition by sweeping regularly.  Daily sweep, empty and clean around external bins. Record on maintenance check list.

2.12
Make pathways safe by removing leaves, salting after snow or frost, including the clearing of snow to ensure a reasonable pathway for safe movement between buildings for the pupils, staff and visitors.
2.13
To salt/grit all pathways in the evening when the weather conditions are expected to be below freezing.

2.14
To be responsible for the collection of litter from grassed and landscaped areas 

2.15
To check regularly on lighting, fire alarms and all firefighting equipment and shutters are in working order and report any faulty equipment to School Support Business Manager
2.16
To respond to the fire alarm and carry out appropriate actions following school fire procedures.

2.17
To change light bulbs, fluorescent tubes and ensure clocks are working correctly.
2.18
To carry out a weekly/monthly check list of all areas in connection with vandalism or reoccurring maintenance problems before fixing. 
2.19
Carry out minor repairs and maintenance and participate in the planned maintenance of redecoration to corridors, classrooms and toilet blocks as directed by Headteacher/School Support Business Manager.
2.20
To liaise with users of the building to ensure a safe environment with adequate heating, lighting and ventilation in and out of school hours.
2.21
Report any obvious deficiencies in the heating and/or domestic hot water system as a matter of urgency to School Support Business Manager
2.22
Responsibility for security of the site including the operation of burglar alarms where appropriate after appropriate training.
2.23
To work as team member and share information and advice regarding maintenance of the school.

2.24
To ensure adherence to the standards of control of Substances Hazardous to Health (COSHH)

2.25
Where appropriate, to avoid the risks of water contamination, to ensure that all hot and old water outlets are turned on after every holiday period when the premises have been substantially unused for one week or more.

2.26
To be responsible for the management of health and safety regarding premises and to keep a log of safety issues including maintenance of the fire log, emergency lighting log and Legionella.
2.27
To liaise with the School Support Business Manager weekly regarding issues of Health and Safety, ongoing repairs, meter readings, maintenance, graffiti and building projects.
2.28
To report to School Support Business Manager any necessary repairs or any other cause for concern; anything which prevents the highest standard of cleanliness and safety being maintained at all times.

2.29
To provide extra hours of service for after school activities and at 

weekends.  Holidays will be taken to suit the business needs of school to enable all site staff to take all their holiday entitlement.
2.30
Treat all users of the school with courtesy and consideration and present a positive personal image which will contribute to a welcoming school environment.
2.31
To be listed as a key holder for the school and the Sisters in the convent and respond to alarm call outs when required.
2.32
To undertake appropriate professional development including adhering to the principle of performance management.
2.33
To carry out other duties as directed by the Headteacher and School Support Business Manager which may be commensurate with the grade and nature of the job.

2.34
To carry out daily security gate duty.
