St. Augustine’s Catholic Primary School
Head Teacher: Rachel Swindell

Assistant Head: Amy Casey

Chair of Governors: Joseph Zammit

We try to follow Jesus by loving each other and caring for God’s world.
JOB TITLE: CARETAKER
RESPONSIBLE TO: TRUST FACILITIES MANAGER
Scale C
PURPOSE AND SCOPE




To ensure that the school premises and site are safe, appropriately maintained and cleaned, and fit
for purpose.
To ensure the security and accessibility of the school premises and site, including opening and
locking up of the school and the operation of fire and burglar alarm systems.
To provide a flexible service that ensures the efficient and effective running of the premises and site
to fulfil all uses of the school facilities.

ORGANISATIONAL RELATIONSHIPS
The postholder is line managed by the Trust Facilities Manager, but will also be required to liaise
with the Headteacher/Head of School and School Finance Officer on a day-to-day basis.
MAIN DUTIES AND RESPONSIBILITIES
Security of school premises and site




The postholder has a 24 hour main keyholder responsibility for the security of the school premises
and site. They are the first point of contact in an emergency callout. Within this requirement, the
hours of attendance at work will be determined by the needs of the school and out-of-hours uses of
the facilities, and agreed in advance with the Trust Facilities Manager and Headteacher/Head of
School.
Security responsibilities include:o opening, closing, locking and unlocking of school buildings and gates;
o setting and unsetting alarm systems and monitoring and administering CCTV systems;
o locking of all windows and doors and drawing of blinds/curtains;
o security marking equipment as requested.

Maintenance, cleanliness and safety of school premises and site







Carry out general maintenance as directed by Trust Facilities Manager. These to include, for
example:
o minor or temporary repair of doors, windows, toilet seats and flushes, furniture and
fencing/boundaries;
o replacement of light bulbs;
o emptying and disinfecting bins;
o clearing of gutters and disinfecting drains;
o daily visual check of roofs for pooling, loose tiles, plant growth;
o keeping external areas free of graffiti, litter, leaves, ice and snow;
o grounds maintenance not included in a contract to ensure site has an attractive appearance;
o making safe and/or cordoning off hazardous areas as required;
o internal and external painting decoration within a programme of site maintenance.
Ensure all fire precautions procedures are undertaken and recorded as appropriate, including, for
example:
o maintaining clear passage of fire escape routes;
o provision of fire drill notices;
o appropriate checks of fire equipment;
o annual review and update of fire risk assessment.
Inspection of emergency lighting, alarm points and water temperatures, as agreed with Trust
Facilities Manager
Daily inspection to make sure all equipment is safe, ensuring removal of dangerous material or
equipment within the school takes place.
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Ensure correct distribution and storage of delivered equipment and materials.
Ensure safe and correct operation of mechanical and electrical (M&E) plant, including:o monitoring and setting of heating controls and boilers;
o reading utilities’ meters, reporting any abnormal usage to the Trust Facilities Manager;
o ensuring M&E areas are maintained and free of flammable material;
o awareness of location of all M&E plant including stopcocks, distribution boards and meters;
o reporting any faults to the Trust Facilities Manager that cannot be resolved on-site.
Monitor work of contractors on site until its satisfactory completion.
Clean and tidy designated areas within school building, as agreed with Trust Facilities Manager
and Headteacher/Head of School
Supervise and monitor cleaning contracts, liaising with Cleaner in Charge/Area Supervisor
Ensure availability and upkeep of all equipment and materials necessary to undertake the duties of
the post, in liaison with the Trust Facilities Manager.

Other duties









Prepare, open and close premises for lettings
Maintain caretaker/cleaning lockers, cupboards and office in tidy and clean condition
Set all school clocks to correct time
Awareness of Health and Safety legislation in undertaking duties
Due regard in carrying out duties, to safeguarding and promoting welfare of children and young
people, following school’s safeguarding policy.
Due regard to school’s equal opportunities policy in carrying out duties
Participate in training and other professional development, including appraisals, as directed by Trust
Facilities Manager and advise Facilities Manager of any training needs required to fulfil the above
duties.
Undertake other similar duties appropriate to the grade and range of post that may reasonably be
required by the Headteacher/Head of School and Trust Facilities Manager.

SPECIAL CONDITION OF SERVICE
The nature of this post means candidates are not entitled to withhold information regarding
convictions by virtue of the Rehabilitation of Offender Act 1974 (Exemptions) Order 1972, as
amended. Candidates are required to give details of any conviction on their application form and
are expected to disclose such information at the appointment interview.
This job description will be kept under review and may be amended from time to time, in
consultation with the postholder to reflect the changing needs of the school.
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Experience




Qualifications and
Training





Knowledge and Skills




Personal Qualities








PERSON SPECIFICATION
Experience of working in a school environment.
Experience of working as a caretaker or other manual
work
Knowledge of COSHH
An understanding of health and safety**
Notre Dame High School is committed to providing the
best possible care and education to its students and to
safeguarding and promoting the welfare of children and
young people and expects all staff and volunteers to
share this commitment.
Good organisational skills and high service standards
A desire to improve themselves in terms of skills,
knowledge and experience
Patience, a sense of humour and an ability to accept
and act on constructive feedback
An ability to work on their own initiative and also to be
a good team player
Excellent pro-active communication skills
An eye for detail and a willingness to improve all
aspects of the service we offer
A positive attitude to all aspects of the job including
enthusiasm, a professional and common sense
approach and a dedication to the interests of the school
A commitment to the Catholic ethos of the school
The ability to converse at ease with members of the
public and provide advice in accurate spoken English is
essential for the post.

Desirable

Essential
Desirable
Desirable
Interview/DBS

Candidates need to be
able to demonstrate
these skills either via
application form or
interview

**The post holder must be prepared to be instructed in relevant health and safety training and undertake
courses as required. Knowledge of Health and Safety regulations as they relate to the operation of equipment
and the dilution of cleaning materials. Working at Height training will be required/provided by the employer.

