BARLEY LANE PRIMARY SCHOOL

JOB DESCRIPTION

ASSISTANT CARETAKER


	Name:
	

	
	

	Grade:
	
	Hours:
	



Responsible to:	Headteacher, and Site Manager

Job Summary:	To assist the Site Manager to provide a clean and safe environment for users of the school buildings and grounds.  To contribute to the smooth running of the school including security and supervision of the site and related equipment.


General Responsibilities

1 To assist in general porterage duties including moving furniture and equipment within the school

2 To ensure that the external grounds are clear of litter on a daily basis

3 To assist with the operation of the school’s heating system and general maintenance duties

4 To deputise for the Site Manager as and when required

5 To ensure that adequate supplies of cleaning materials and supplies are available

6 To undertake any cleaning duties  around site as and when required

7 To undertake minor DIY which is within the scope and capability of the post holder

8 To undertake letting and related duties as appropriate

9 In liaison with the Site Manager prepare the school premises and site for any school activities

10 To advise the Site Manager of any faults to the buildings, fixtures and fittings which require specialist attention.


Security
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11 Under direction of the Site Manager to be responsible for the security of the premises, liaising with London Borough of Redbridge Security, Police and other emergency services in this respect as necessary


12 To be responsible for locking up the school during term time and for the unlocking and locking of the school during school closure periods

13 To ensure that at the end of the day all doors, windows and gates are locked, gas and electrical appliances are turned off and all security alarms are set and working correctly

14 Under the direction of the Site Manager to check, at least monthly, all perimeter fences, security devices, fire appliances, CCTV systems and alarms

15 Under the direction of the Site Manager ensure that the fire call points, intruder alarms and emergency lighting are tested weekly and results recorded

16 To be aware of all out of hours activities at the school and arrange for the opening, closing, heating and availability of equipment as necessary for the smooth operation of both school functions and outside lettings

17 To act as secondary key holder for the school on call-outs.


Health & Safety
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18 To have knowledge of the location of all water and gas stop cocks and mains electricity power breakers etc

19 All duties to be carried out in compliance with the Health & Safety at work Act, Nationally and locally agreed Codes of Practice which are relevant and the School’s Health & Safety Policy and Procedures.



Other Responsibilities
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59 To be responsible for developing own subject knowledge
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60 Promote the school vision and aims and objectives as outlined in the School Development Plan

61 Comply with all the school policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to the appropriate person

62 Be aware of and support difference and ensure equal opportunities for all

63 To be responsible for promoting and safeguarding the welfare of children you are responsible for or come into contact with

64 Undertake professional development activities to enhance personal development and job performance, through provision of training or mentoring

65 Attend relevant school meetings, as well as any other meetings associated with this role

66	The above duties are neither exclusive nor exhaustive and an Assistant Caretaker may be required by the Headteacher to carry out other appropriate duties within the grading level of the post and the competence of an Assistant Caretaker.
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