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Park Primary Academy
Caretaker job description.
Hours: Full fime 37 hours per week, split shift, 52 weeks a vear
Grade: SC5
Responsible to: Head of school. (HOS)

Purpose of Job:

e To wmaintain the security of the site.

o Working with the HOS, ensure heatth & safety and statutory compliance
of building are kept.

e To monitor the school's maintenance arravgements, including arounds and
repairs. Carrying out cleaning/repair functions as required.

e To be respousible for maivtaining and continnally improving the internal and
external environment of the school to create the best possible conditions
for learving and +eachivg.

o To supervise all facilities related external contracts (and staff when they
are onsite) such as @rommds maintenavce, electricians, specialist
contractors.

Main duties:

Premises security and site management.
o Take respousibility for ensuring the building is secure and ivtruder alarms

are activated at the end of the day.

Respond to callouts, occasionally at vight liaising with Havering control.

o Open and close the premises for lettings.

e Tusure the school is open and adedquately staffed by site staff for day-to-
day school activities.

o Dealing with appropriate breaches of security and commuvicating to
relevant staff of Ha\/@riwg cowrtrol room and emeraency services.

o Take responsibility for ensuring the intruder alarms and fire alarms are
npdated and maivntaived, ensuring all faunlts are dealt with and reported
immediately.
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To take respowsibility for managing all suFEEHPTPERLEPETEIPEFE dn'Sibe; ™
overseeing their work and ewsuring they always work safely.

Eusure and co-ordinate periodic testing of the fire alarm system.
Caretakers to act as first point of contact of keyholders list,

Working in partuership with the HOS +to source and procure services when
reduired.

Waintenavce of School Building & Grounds:

Perform litter picking duties, both inside and outside the school buildings
during the school day to ewsure the school remains tidy and safe for all
students and staff meeting H&S guidelines. Clear wildlife faeces where
necessary.

Arrange and carry out emergency cleaning and removal of graffiti,
Operating an a@racd programme of maintenance under +he instruction of
the HOS.

Ensure maintenance of HVAC (Heating, Ventilation and Air Conditioning)
systems are checked and monitored each day and ensuring +there is
adegquate ot and cold water.

Waiwtain boiler rooms. Working to strict health avd safety procedures.
Checkivg premises are at correct temperature at designated times via
mdividual units/control pavels.

Replacing lights, tubes, diffusers, starters where vecessary

Busure downpipes draivs and gullies are free flowing and clean.
Removing snow and other obstructions from main entrances and paths.
Preventing unanthorised/wisafe parking on school site.

Dealing with appropriate breaches of security and commumicating to
relevant staff and emergency service.

Oversee any reasonable key requests and orders and distribute to
stakeholders

Locking and uvlocking interval and external doors as required.
Busuring fire doors are free of clutter and obstructions

To mivimise hazards including checking location of firefighting equipment
and alarm bells,
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o Support all departments in putting up and VAR BERM B ERt el iz B ™
mterval equipment.

e TRuise purchase orders for any site related hardware of equipment
purchases.

Cleaning:
o Whew necessary clean up any spillages that occur across the scheol, this +o
include if students become ill, this will include vomiting
e Ligise with the cleaver supervisor v relation to cleanivg staff.

Porterage:
o Uwdertaking/arravging for safe storage and movivg of items of furniture,
equipment and provisions as required.

e Receiving and directing as appropriate all deliveries for the school.
o Keeping up to date records, inventories and forms as reduired
o Setting up and packing away for school meetings and events.

Compliance of Health and Safety.
e Ensuring compliance by periodic inspection of all areas.

Taking respousibility for ensuring appropriate signs and votices are
displayed.

o Taking respousibility for ensuring all hazards are removed.

o Correct uniform and PPE is always worn.

o Eusuring all staff are aware of their respousibilities as appropriate
e To be traived and respond as Fire Wardew for the School.

o Carry out weekly LS water testing or as required. Work with the
Legjionella testing service provider.

o Take responsibility for ensuring pest control is under control informing
appropriate agevcies when reduired.

o Carry out weekly Fire Door checks/ladder checks or any other reasonable
statutory redquirements as directed oy HOS.

Child protectiow:
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Reduired o carry out all reasonable duties BNAFEEBEIEIBHTES of 197 BHSF
o Enactment of Health and Safety requirements and witiatives as
appropriate

o All employees are required +o declare any conflict of interest that may arise
before or during their employment.

e Undergo and meet school conditions for a satisfactory enhanced DBS check,

o Treating all information acauired through vour employment, both formally
and informally in the strictest of confidence

e To demonstrate a commitiment to good customer care.

o Any other duties of an appropriate level and wature will also be reduired.

Notes:

o The Trust/school expects its employees to work flexibility within the
framework of duties and responsibilities specified above. This means that
the post holder may be expected o carry out work that is ot specified in
the job role but which is within the remit of the duties and responsibilities.

o Staffin schools work subject to statute and wmany policies and procedures.
The postholder will be excepted to become familiar with these and work in
accordance with them,



