Havering Schools 

School Model Job Profile
	Job Title:
	Schoolkeeper - Supervisory

	Reference No::
	MN79

	Grade:
	3

	Responsible for:
	Supervision of 1 – 5 Cleaners/Asst Schoolkeepers


Purpose

· Has overall responsibility for the security and day-to-day maintenance of the school site.
Main Responsibilities

· Security – to ensure proper security of the school premises during the school day and also any meetings, open evenings, lettings and special events. To be the main key holder and attend to call out emergencies
· Cleaning – to ensure that the cleaning standards of the school are met
· Portering – to provide a porterage service around the school and assist with receipt, distribution, collection and dispatch of goods
· Health & Safety – to carry out and record health and safety checks and report findings to their line manager
· Repair and Maintenance – to arrange for and/or carry out programme of minor works and repairs
Specific Tasks

· To maintain the security of school premises during the day in accordance with the requirements of the school.  This will include regular patrolling of the grounds, taking reasonable action to discourage unauthorised parking of vehicles in playgrounds, car parks or in any position likely to cause an obstruction and to be vigilant of any strangers on site; challenging in accordance with defined procedures and reporting as appropriate to the business manager or other designated person

· Supervising contractors as appropriate, regarding access to the site, monitor and log the progress of the work and ensuring that work is carried out to the required standard, as appropriate
· Supervision of school site maintenance staff

· Undertake daily agreed cleaning duties and ad hoc duties, including graffiti removal, litter picking  and assembly of waste for collection
· Undertake emergency cleaning duties/activities e.g. spillages and to maintain a safe, clean and orderly learning and working environment e.g. gritting
· Ensure that cleaning equipment is properly maintained and in good working order
· Order and maintain supplies of cleaning materials for own use, and domestic consumables for school use
· Carry out “deep cleaning” annually and as required
· Set out tables, chairs and other items as required and move furniture between rooms as required
· If required, cover meetings and lettings for the school premises, including opening and locking up and general supervision to ensure that the premises are left in a clean and tidy condition at the end of the letting. With the prior arrangement of the appropriate person
· Arrange for minor repairs and works to be carried out by contractors in consultation with the appropriate person and negotiate prices for such work to ensure best value for the school and attend appropriate site meetings.

· To prioritise and undertake the programme of minor works at the school, taking into account urgent need and health and safety issues.
· Undertake light gardening duties and ensure school buildings, entrance areas and playgrounds are free from rubbish.
Job Profile Title
Person Specification

Knowledge/Education

· Able to handle and operate safely industrial cleaning equipment in the cleaning process

· To assess and carry out minor repairs and maintenance
Experience

· Three years’ relevant experience
Policies Procedures

· Be aware of and comply with all school policies and procedures relating to safe guarding, health, safety and security, behaviour & anti-bullying, confidentiality and data protection, reporting all concerns to an appropriate person

· Adheres to health and safety policy and procedural requirements.
Systems/Applications

· n/a
