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          Cam Woodfield Junior School Job Description

	Position :
	Senior Caretaker

	Closing date for Applications:
	Tuesday 9th July 2019

Applications need to be received by the school no later than midday (12pm).

	Date of Interview: 
	Week commencing 15th July – actual date and day to be confirmed with the successful applicants invited to interview.

	Pay scale: 
	Point 7-10 (previously F grade) 

Pro rata £16,894 -£17,928

	Hours/days worked:
	32 hours per week (20hours allocated to the Cam Woodfield Junior School & 12hours allocated to Cam Woodfield Infant School).

52weeks

24.5 days annual leave (taken during school holidays)

	Start date of Position:
	September 1st 2019

	Relationships:
	The post holder is responsible to:
· The Headteacher in the Junior and then the post holder will be sub-contracted out to the Infants (Cam Woodfield Infant School = 12hrs per week).  All matters are brought to the Headteacher/s in the corresponding schools.  
· Reporting to the Junior Headteacher regarding the overall grounds and site of which both schools (Cam Woodfield Junior and Cam Woodfield Infants) and The Nest buildings are situated.
· The post holder supervises and supports the cleaning staff 
The post holder also interacts on a professional level with colleagues and seeks to establish and maintain productive relationships with them and to promote mutual understanding of the school curriculum with the aim of improving the quality of teaching and learning in the school.


	Purpose / Overall Objective

	1. To support the Headteacher/s and ensure that a clean, safe environment exists in order to facilitate the effective teaching of students.
2. To also support the Infant school as part of their contracted hours.  This equates to 12hrs per week and a separate Job Description, timetable and schedule will be created by Cam Woodfield Infants School and discussed with the post holder.   
3. To be responsible for the security of the premises and its contents in the absence of the Headteacher/s, Deputy Headteacher/s or other designated responsible.

4. To undertake caretaking tasks as directed by the Headteacher /s.



	Key Tasks

	Main Duties and Responsibilities

· To alert appropriate staff of any Health & Safety issues.
· To be responsible for the security of the premises and its contents in the absence of the Head teacher, Deputy Head teacher or other designated responsible.
· To be responsible for the supervision and support of the cleaning staff directly employed at the School and to report absences, overtime etc. respect of oneself and the staff supervised.
· To report on the quality of any work undertaken by contract workers.
· To be responsible for the use, maintenance and security of plant, machinery based at the School.
· To act as the key holder and to attend ‘callouts’ out of normal hours.
· To ensure that the School is unlocked before the School day begins and secured afterwards.
· To operate the heating, lighting and plumbing systems at the School as directed.
· To carry out accurately statutory testing and record and report any deficiency e.g. legionella testing etc.
· To operate any fire and burglar alarms and to report any deficiency.
· To undertake cleaning duties as part of the cleaning team.
· To act as a contact point and to liaise with building contractors.
· To immediately clear up any hazard to students and staff ( i.e. spilt chemicals or broken glass.
· To clear up paved areas and playgrounds where a hazard has occurred.
· To undertake porterage duties as required and to assist in the unloading of deliveries to the School and loading of deliveries from the School.
· To undertake basic Handyman duties necessary ( i.e. changing light bulbs, securing broken windows, washing windows etc).
· To set out and clear away chairs / tables as required for School events.
· To monitor the use of fuel, equipment and supplies and to take monthly meter readings.
· To arrange for the re-ordering of supplies and equipment as necessary.
· Will be required to work in any part of the establishment using safe working practices at all times.
· Duties may vary from time to time, for example to allow for School events.
· To comply with the requirements of the Health & Safety at Work Regulations. 
· To take reasonable care for the Health and Safety of himself and for others affected by his work and to co-operate with the employer in ensuring that Health & Safety responsibilities are carried out.
Development

· To undertake training as required and agreed with the Headteacher /s.
· Participate in the Performance Review Cycle.
Additional Duties

· To know and implement school policies.
· To maintain the confidentiality of all the School’s records relating to staff and pupils, in line with the latest requirements of the Data Protection Act and the Freedom of Information Act.

· To contribute to the school ethos by helping to maintain good order, appearance and discipline of all students within and beyond the classroom.
· To participate in meetings with colleagues relative to the post.
· Undertake other tasks as reasonably requested by the Headteacher/s.


This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and

duties.
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