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                HORTON GRANGE PRIMARY SCHOOL
                         Outline Job Description

	Post Title:
	Assistant  Caretaker

	Post Ref:
	

	Grade:
	Band 4 SCP 3-4


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the work content of their post and the role they are to play in the organisation.  However, the following points should be noted:

        1
Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job description.

2 Officers should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.

3 Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.

4 The Council is committed to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

PRIME OBJECTIVES OF THE POST:
Responsible assisting the Caretaker with the day-to-day control of the cleanliness, heating, lighting and security of all the school buildings under his control.

Responsible together with the Caretaker for maintaining a safe environment for children, staff and other users of school premises.

SUPERVISORY/MANAGERIAL RESPONSIBILITIES:
In the absence of the Caretaker, the Assistant Caretaker could have supervisory responsibilities for cleaning staff.

Ensure that cleaning is performed in an efficient manner and to the standards set by the School and the Authority.

Ensure that Health & Safety related regulations are adhered to.

SUPERVISION AND GUIDANCE:
Will work under the supervision of the Headteacher and School Caretaker.

The jobholder has shared responsibilities under the Health & Safety at work Act, for the safety of all users and visitors of the school.

RANGE OF DECISION MAKING:
Expected to use some initiative in the performance of duties, working to the priorities set by the School Caretaker.

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:
Shared responsibility for the security of buildings, equipment, furniture etc. on the site, the value of which varies from premise to premise.

Responsibility for the security, safe and correct usage of cleaning equipment and materials, the value will also vary from premise to premise.

RANGE OF DUTIES:

The Assistant Caretaker’s work enables the children and staff of the school to work and learn in a safe, clean, tidy and hygienic environment through:

1. The promotion and maintenance of a school environment, which gives a positive image of the school to children, staff, parents and visitors.

2. The following of the school’s policies and procedures.

3. Cleaning interior and care of exterior hard surface areas of all school buildings.

4. The maintenance of the security of premises, including the locking and unlocking of the premises, and bringing any deficiencies to the attention of the Headteacher.

5. Responsibility under Health & Safety at Work Act for users of the building.

6. Supervision of cleaning staff in the absence of the School Caretaker.

7.  The maintenance of buildings and school fixtures and fittings, including basic repairs etc.

8. Administration connected with the performance of the duties of the post.

9. Porterage and any other tasks, as appropriate.

10. Vigilance for signs that children may be being abused and to report any such suspicions to the school’s nominated child protection co-ordinator or the Headteacher.


11. By supporting, upholding and contributing to the development of the School’s equal rights policies and practices in respect of both employment issues and the delivery of services to the community.


12. May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined in this job description.

NOTE:

1. As an equal rights employer we are committed to make any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.  However, it should be noted the physical abilities including those required for the lifting and carrying of equipment and goods, bending, and the ability to climb ladders are unavoidable essential requirements for this post.  These are core elements of the role and as such may not be capable of adjustment for persons with disabilities that affect capabilities in these activities.

2. As the protection of children is a duty of the school, all persons offered appointment to this post would be required to authorise a search of Police Criminal Records under the exemptions provisions of the Rehabilitation of Offenders Act (`1974).

	
	Essential (E)/Desirable (D)

	Experience:
	· Will possess 2 years handyperson/relevant experience. (E)
· Will possess caretaking/site-keeping experience in a school or similar environment. (D)

	Qualifications/ Training:
	· Will possess good literacy and numeracy skills. GCSE, grade C or equivalent in Maths and English (E)

	Knowledge/Skills:


	· Will possess good working knowledge of plumbing, electrical and decorating repair procedures.(D)
· Will possess good working knowledge of health, hygiene and safety procedures and precautions and regulations, for example COSHH, Manual handling etc. (E)
· Will possess the ability to work as part of a team. (E)
· Willingness to use relevant equipment. (E)
· Will possess ability to relate well to children and adults. (E)
· Knowledge of cleaning procedures required to meet specified cleaning standards. (E)
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