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CRAVEN PUPIL REFERRAL SERVICE

JOB DESCRIPTION

	POST:
	Caretaker

	GRADE:	
	SCP 6 (£13.47/hr) 10 hours a week (6-8 / 2-4 / 3-5) flexible                   to include hours out of term time

	RESPONSIBLE TO:
	School Business Manager/Headteacher

	
	

	
	

	JOB PURPOSE:
	· Provide a caretaking service to the Headteacher and the Pupil Referral Service. The postholder is accountable for taking care of the whole site, including areas of Health and Safety, and dealing with unexpected problems within the school site. The post holder will be responsible for administrative duties linked to premises and health and safety (Training for any areas can be provided).


	
ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	
Security:









Administration:
















Health and safety:











Electrical:







Heating system:








Furniture and maintenance:




















General duties:







Additional Duties:
	
· Check security of all school buildings and equipment
· Lock/unlock external and internal doors, gates and windows
· Setting/checking school alarm system
· Monitor fire alarm and emergency lighting
· Switching on/off lights and appliances and monitor the heating system


· Ensure compliance with Health & Safety regulations and school policies
· Monitor and record weekly fire alarm test
· Monitor and record monthly emergency lighting test
· Monitor and record monthly Asbestos & Legionella testing including flushing of showers
· Monitor and record monthly firefighting equipment status 
· Supplying monthly meter reading figures to the business Manager (if required)
· Monthly risk assessment checks on ladders/steps/equipment and record
· Raising purchase orders and additional required purchases to Office admin.

· Undertake training as required (e.g. health & safety, safeguarding, manual handling, fire safety)
· Ensure all areas safe & clear as required
· Participation in H & S inspections
· Detailing outstanding issues and rectifying outstanding issues through daily inspections
· Repair or book for repair/rectify long-term issues causing concern using school procedures
· Gritting and minor snow clearance of site (out of hours,  ideally, to ensure site safe for access)


· Report defective electrical appliances
· Replace bulbs, tubes, starters for all internal and external lights under 4m
· Replace expired batteries in classroom clocks
· Repair basic security/electrical boxing (dependant on qualifications)


· Monitoring of Plant Room to ensure correct function
· Bleeding of radiators when necessary
· Ensure radiators set to suitable levels
· Availability of fans or heaters as required around school


· Small repairs on fittings and fixtures, electrical & plumbing (depending on qualifications)
· Adjust door furniture; oil locks; re-fix loose items, service/repair doors and windows
· Set up or move furniture and/or equipment
· Fix cracks/holes on walls and redecorate
· Re-fix loose carpet edgings
· Check/maintain school equipment (clocks,vacuum, washing machine, dryer)
· Ensure drains clear of debris
· Litter removal and accumulations of leaves/debris around outside areas and playground
· Commercial bins to be maintained and kept secure
· Maintain tools and equipment in safe working order and stored correctly
· Painting/repair of internal/external wood and metal work (railings/fencing)
· General repair of external fences, pathways & access gates


· Monitor stock levels of site and maintenance supplies
· Assist with deliveries and distribution around site
· Accommodate site visits for major repair work with an external company
· Perform any reasonable tasks required as requested



· Additional maintenance duties/ major repair work will be required particularly during school holiday periods. 



	Communication 
	· Establish rapport and respectful, trusting relationships and communicate effectively with children, young people, their families and carers
·   Initiate appropriate and effective communication with the class teacher, and other professionals, forging and sustaining relationships across agencies


	Child and young person development 
	
· Know how to obtain support and report concerns.
· Highlight additional training and supervision needs to build on your skills and knowledge.


	
Supporting transitions
	
· Understand your own role and its limits, and the importance of providing care or support.


	

Multi agency working
	
· Know the value and expertise you bring to a team and that brought by your colleagues.
· Know how to work within your own and other organisational values, beliefs and cultures.


	


Sharing information 






	
·  Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences.
· Attend staff meetings, training days and management team meetings by agreement with the Headteacher.
·  Know how to share information - in writing, by telephone, electronically and in person.


	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.
· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  



[bookmark: _PictureBullets][image: ]
#


image1.png
l ‘North
Yorkshire County Council




image2.png




