      Diocese of Hexham and Newcastle in partnership with Durham Council

                                                                          
St. Pius Xth R.C.V.A. Primary School,
Thornfield Road, The Grove, Consett, Co. Durham. DH8 8AX
Head Teacher: Mrs J Cruise
Tel./Fax No. 01207 503604

LEA No. 840 3403

E-mail  stpius@durhamlearning.net
                                            JOB DESCRIPTION – CARETAKER 
Salary Scale:- 
Hours - 35 per week




6.30a.m. - 9.30a.m. and 3.00p.m. – 7.00p.m. 

Responsible to: 
Head Teacher

Responsible for:
Providing a warm, safe, clean and secure environment in which children and staff can work effectively.

OVERALL DUTIES

1. To carry out the general functions as specified in the Caretaking Staff Handbook and also any other duties as the Head Teacher may reasonably request from time to time.

2. To ensure that the school premises are cleaned in accordance with the cleaning specification.

3. To advise the Head Teacher when the need arises for repairs and maintenance to the premises and furnishings to ensure safe conditions at all times.
4. To undertake the moving of furniture and other equipment as required by the school. To assist firms delivering items to the school and general porterage.
5. To remove litter, leaves, broken glass, snow etc. as necessary and carry out any cleaning required on an emergency basis.

6. To ensure the general security and safety of the school’s premises and grounds. 

7. To carry out first line repairs and maintenance.

SPECIFIC DUTIES
1 SECURITY OF PREMISES  
1.1. Daily locking/unlocking of gates, doors, windows.
1.2. Bolt main gates and open pupils entrance at 8.30a.m.
1.3. Daily setting/un-setting alarm system.
1.4. To be named key holder for the alarm system and attend when required.
1.5. Check buildings for damage and vandalism, make safe any damage, and report any incidents to Head Teacher/ 2nd in Charge.
1.6. Ensuring the security of the premises if they are used after hours. 
1.7. Test alarm equipment on a weekly basis and take part in fire drill.
2 CLEANING AREAS AND ROUTINES
a) Classroom 1

b) Classroom 2
c) Classroom 3
d) Classroom 4
e) Hall
f) Entrance  area and corridor to steps

g) Staffroom, Administration Office and Head Teacher’s Office

h) Disabled toilet

i) Store cupboards

j) Pupils and Staff Toilets

k) Pupil Corridors

l) Resource Room

2a) b) c)  Classroom 1/2/3
Daily 

1) Empty bins etc. 

2) Remove litter

3) Damp wipe furniture & ledges etc. to 2m in height including computers

4) Sweep/damp mop/vacuum clean floors and carpets

5) Damp wipe metal surfaces to 2m in height.

6) Damp wipe door furniture and metal handles to cupboards, drawer’s etc.

7) Damp wipe finger marks from doors, frames, and glass panels.

8) Clean sink, draining board and splash back.

9) Damp wipe chalk ledges to blackboards.

10) Spot clean carpets.

11) Remove paint, ink, pencil and grease marks from furniture.

12) Damp wipe desk/chair surfaces, edges and legs
13) Remove graffiti, scuff marks, dirt etc. from walls.

Weekly

1) Damp wipe bins.

2) Hand brush or vacuum clean grilles, louvers, radiator fins and fittings.

3) Damp wipe skirting boards.

4 Monthly

1) Wash doors and frames.

2) Damp wipe all grilles, louvers and radiator fittings.

3) Clean glass panels, screens, borrowed lights etc.

Annually

1) High dust/wash walls appropriate to finish.

2) Deep clean moulded plastic/wooden chairs.

3) Dust blinds.

2.  d)
Hall

Daily 

1) Damp wipe furniture, window sills, dado rails and ledges etc to 2m in height.
2) Damp wipe metal surfaces to 2m in height especially radiator pipes.

3) Damp wipe finger marks from doors, frames, and glass panels.

4) Remove paint, ink, pencil and grease marks from furniture.

5) Damp wipe tables/chairs surfaces, edges and legs.

6) Remove graffiti, scuff marks, dirt etc. from walls.

Weekly

1) Hand brush or vacuum clean grilles, louvers, radiator fins and fittings.

2) Damp wipe skirting boards.

4 Monthly

1)
Wash doors and frames.

2)   Damp wipe all grilles, louvers and radiator fittings.

3)   Clean glass panels, screens, borrowed lights etc.

Annually
1) High dust/wash walls appropriate to finish.

2) Deep clean moulded plastic/wooden chairs.

3) Dust blinds.

4) Touch up paint scuffs and chips.

2. e)
Public areas of Entrance, Seating and Corridor to steps.

Daily

1) Empty bins.

2) Remove litter.

3) Damp wipe furniture sills and ledges to 2m in height.

4) Sweep/damp mop/vacuum clean floors (visible dirt and spillage must be removed).

5) Damp wipe metal surfaces.

6) Damp wipe door furniture and metal handles to cupboards, drawers etc., and banisters to stairs.

7) Damp wipe finger marks from doors, frames, glass panels, direction signs display cases etc.

8) Clean entrance mats and dust control mats.

9) Spot clean carpets.

10) Damp wipe non absorbent lower walls as necessary.

Weekly

1) Damp wipe bins and waste receptacles.

2) Hand brush or vacuum clean grilles, louvers, radiator fins and fittings.

3) Clean skirting boards.

4 Monthly

1) Special clean to hard furniture
2) Wash doors and frames.
3) Damp wipe all grilles, louvers and radiator fittings.
4) Clean glass panels, screens,  lights etc.
Annually

1) High dust/wash walls appropriate to finish.

2) Deep clean moulded plastic/wooden chairs.

3) Dust blinds.

2. f)  Administration & Head Teacher’s Office & Staffroom

Daily

1) Empty Bins.
2) Remove all litter.

3) Damp wipe furniture including table tops, sills and ledges to 2m in height.

4) Damp wipe telephones and computers to include cradle, key pad & handset.

5) Damp wipe desk utensils.

6) Damp wipe metal surfaces and other fixtures and fittings to 2m in height.

7) Clean any sinks, tap fittings, draining board and splash back.

8) Clean entrance mats and dust control mats. Spot clean carpets.

9) Tidy magazines and newspapers.

10) Damp wipe marks from doors and frames and glass panels.

11) Damp wipe non-absorbent lower sills
12)Sweep/damp mop/vacuum clean floors and carpets.

14)Damp wipe furniture and metal handles to cupboards, drawer’s etc.

Weekly

1) Damp wipe bins and waste receptacles.

2) Sanitise telephones.

Monthly

1) Hand brush or vacuum clean grilles, louvers, radiator fins and fittings.

2) Damp wipe skirtings.

4 Monthly

1) Clean hard furniture 
2) Damp wipe all grilles, louvers, radiator fins and fittings.

3) Clean light fittings (desk, standing and wall mounted).

4) Clean out fridge

Twice per Year

1) Wash doors and frames

2) Clean glass panels, screens and borrowed lights.

Annually

1) Dust wall surfaces to ceiling height including all sills, ledges and skirtings.

2) Clean blinds and curtains as specified.

            2.  g)    Disabled Toilet



Daily
1) Empty bins.

2) Damp wipe bins and waste receptacles.

3) Remove all litter from area.

4) Damp wipe furniture, sills, ledges and skirtings.

5) Sweep/damp mop all floors.

6) Damp wipe metal surfaces.

7) Damp wipe door furniture and metal handles to doors etc.

8) Damp wipe finger marks from door frames

9) Clean all showers, wash basins, fountains and associated tap fittings/pipe work as described in the General Cleaning Quality Standards and Frequency Schedules document.

10) Clean all other sanitary fittings and associated pipe work as described in the General Cleaning Quality Standards and Frequency Schedules document.

11) Polish mirrors.

12)  Check and if necessary wash down sanitary area walls to remove body waste.

Weekly

1) Scrub floors. Scrub around sanitary fittings by hand if machine cannot access.

2) Hand brush or vacuum clean grilles, louvers, radiator fins and fittings.

3) Wash all tiled and painted walls, plus toilet cubicle, walls, ledges and fittings to 2m in height.

Termly

1) Scrub floors.

2) Dust walls and ledges to ceiling height.

3) Wash doors and frames.

4) Damp wipe all grilles, louvers, radiator fins and fittings.

5) Clean glass panels and screens.

Annually

1) Wash non-absorbent wall surfaces to ceiling height including sills, ledges and skirtings.

2) Dust other walls.

2. h)    Store Cupboards


Daily

1) Empty bins.

2) Remove litter.

3) Clean any sink, tap, draining board and splash back.

4) Damp mop/sweep/vacuum floor where accessible.

Weekly

1) Damp wipe door furniture.

Annually

1) Clean skirtings

2. i)     Pupils and Staff Toilets
Daily
1) Empty bins.

2) Damp wipe bins and waste receptacles.

3) Remove all litter from area.

4) Damp wipe furniture, sills, ledges and skirtings.

5) Sweep/damp mop all floors.

6) Damp wipe metal surfaces.

7) Damp wipe door furniture and metal handles to doors etc.

8) Damp wipe finger marks from door frames and glass panels.

9) Clean all showers, wash basins, fountains and associated tap fittings/pipe work as described in the General Cleaning Quality Standards and Frequency Schedules document.

10) Clean all other sanitary fittings and associated pipe work as described in the General Cleaning Quality Standards and Frequency Schedules document.

11) Polish mirrors.

12)  Check and if necessary wash down sanitary area walls to remove body waste.

Weekly

1) Scrub floors. Scrub around sanitary fittings by hand if machine cannot access.

2) Hand brush or vacuum clean grilles, louvers, radiator fins and fittings.

3) Wash all tiled and painted walls, plus toilet cubicle, walls, ledges and fittings to 2m in height.

Termly

1) Scrub floors.

2) Dust walls and ledges to ceiling height.

3) Wash doors and frames.

4) Damp wipe all grilles, louvers, radiator fins and fittings.

5) Clean glass panels and screens.

Annually

1) Wash non-absorbent wall surfaces to ceiling height including sills, ledges and skirtings.

2) Dust other walls.

2. j)     Pupil Corridors

Daily

1) Empty bins.

2) Remove litter.

3) Damp wipe furniture sills and ledges to 2m in height.

4) Sweep/damp mop/vacuum clean floors (visible dirt and spillage must be removed).

5) Damp wipe metal surfaces.

6) Damp wipe door furniture and metal handles to cupboards, drawers etc., and banisters to stairs.

7) Damp wipe finger marks from doors, frames, glass panels, direction signs display cases etc.

8) Clean entrance mats and dust control mats.

9) Spot clean carpets.

10) Damp wipe non absorbent lower walls as necessary.

Weekly

1) Thoroughly clean mat wells.

2) Damp wipe bins and waste receptacles.

3) Hand brush or vacuum clean grilles, louvers, radiator fins and fittings.

4) Clean skirting boards.

5) Brush or dust stair spindles and panels.

4 Monthly

1) Special clean to hard furniture 
2) Wash doors and frames.
3) Damp wipe all grilles, louvers and radiator fittings.
4) Clean glass panels, screens, borrowed lights etc.
Annually

1) High dust/wash walls appropriate to finish.

2) Deep clean moulded plastic/wooden chairs.

3) Dust blinds.

2. k)    Resource Room
Daily
1) Empty bins.

2) Remove litter.

3) Clean any sink, tap, draining board and splash back.

4) Damp mop/sweep/vacuum floor where accessible.

Weekly

1) Damp wipe door furniture.

Annually

1) Clean skirtings

Any other cleaning duties as directed by the Head Teacher/2nd in Charge

3 
HEATING
3.1 Ensure adequate heating during the standard heating season, 1st October to 31st March and at other times when temperatures fall below statutory limits and as deemed by the Head Teacher/2nd in Charge

3.2 Report cases of overheating, plant failure, leaking valves, radiators and water pipes and energy waste to the Head Teacher/2nd in Charge. In cases of emergency call out the service contractor.

3.3 Keep boiler houses tidy and free of all combustible materials. 

3.4 Check plant ventilation is not obstructed.  
4 ELECTRICAL
4.1 Replace light bulbs, tubes, starter motors and clean and/or replace light fittings.
4.2 Visually check plugs, fuses and wiring on electrical appliances as required.

4.3 Keep supply meter cupboards free of other equipment and obstructions.

4.4 Report any major electrical faults to Head Teacher/2nd in Charge.

4.5 Charge emergency lighting as directed (3/6 months).
5 HEALTH AND SAFETY
5.1 Checking premises and equipment daily for damage/wear and tear and 

reporting to Head Teacher including outdoor areas and perimeter of rounds.
5.2 Checking that electrical equipment, heaters etc. are switched off before locking up

5.3 Ensuring safe storage of equipment and materials. (COSHE)
5.4 Ensuring that protective clothing is worn, only approved materials are used and that safe methods of work are adopted in line with Health and Safety requirements.
5.5 Reporting all accidents to the Head Teacher and contact Health and Safety officer so that same can be recorded.

5.6 Observe correct procedures with colour coded cloths, mops etc.

5.7 Maintain caretaker’s room in a tidy, safe order.
5.8 Maintain cellar in safe condition.

5.9 Assist with termly Fire Drill

5.10 Carry out weekly test of  smoke alarm system.
5.11 Read and keep abreast of changes on extranet and in Health and Safety File / updates.

6 
BUILDING AND EQUIPMENT MAINTENANCE
6.1
As required:- Unblock sinks, washbasins, toilets(urinals and w.c. pans) and waste traps. 
6.1      Report the need to/or malfunctioning of tap washers, ballcocks etc.

6.2      Assist with small repairs which are not beyond the scope of a competent D.I.Y.
           person e.g. Fit and refit coat hooks, shelves, display boards and notice boards.
6.3      Touch up internal paintwork as part of termly clean.
7      OUTSIDE DUTIES

7.1     Gather litter, transport to point of disposal.

7.2     Sweep pathways and clear leaves from hard surface areas, entrances and from
          the footings of the buildings.

7.3     Remove herbage from hard surface areas and from the footings of buildings.

7.4     Treat pathways and steps with rock salt or clear during periods of inclement 
          weather, i.e. ice and snow, so as to create a pathway from the perimeter of the
          site to the main and pupil entrances of the premises. 

7.5     Ensure that grassed areas are free from glass and debris.
7.6     Unblock drains as required and clear gullies, grids, gutters, and traps monthly
          and disinfect.

7.7     Tidy dustbin areas daily and ensure bins are discretely stored

7.8     Remove all forms of graffiti as necessary.

7.9    Tidy outside store/PE shed as needed.

            7.10  Water plant pots/baskets

8      PORTERAGE  DUTIES
8.1    Receive inward delivered goods and assist with unloading.
8.2    Distribute and relocate equipment and furniture as required.
8.3    Prepare the school for meetings, assemblies, Mass, events etc. by putting
         out/putting away chairs/tables and ensuring fire exits etc. are clear. 

9      ADMINISTRATION AND GENERAL
9.1    Liaise with Head Teacher mutually satisfactory working hours for
         pupil holiday periods.

9.2    Report daily to the Head Teacher/2nd in Charge or Secretary and sign in.

9.3    Record meter readings (gas, electricity, water) on a weekly basis for returns to
         County Hall.

9.4    Requisition of approved cleaning materials, toilet tissue, soap, paper towels,
         light bulbs and any other necessary equipment or materials.

9.5    Check dispensers, holders, etc. and replenish liquid or bar soaps, toilet rolls,
         paper towels and personal hygiene requirements as necessary.

9.6    You will be entitled to sufficient training in order to ensure a clear understanding 

         of these duties
10       PROTECTIVE CLOTHING
10.1 You will be issued with protective clothing provided by the school, i.e. 
            overalls, body warmers, rubber gloves and you must wear these items for your 
            protection.

10.2 You are to be responsible for laundering, repair etc. and the Head Teacher will
            decide when articles need replacing. 

10.3 In the case of body spillage’s protective clothing will be supplied.

11       ANNUAL LEAVE

11.1 To annually submit a list of required holidays to the Head Teacher.

11.2 If a dispute arises, items will be determined by the Personnel Sub Committee
            of the Governing Body of the school who will afford you an individual right of 
            appeal.
12       LEAVE OF ABSENCE
12.1
All matters relating to leave of absence will be dealt with in accordance with school policy
It may be necessary to amend this job description at any time in the future but only after discussion with you and your trade union representative or friend.

