Rathmore Grammar School

Caretaker 

Job Description and Outline of Terms and Conditions of Employment

September 2022

Responsible to:
The caretaking staff work on a daily basis under the supervision of the Maintenance Supervisor.


The Bursar is responsible for personnel and contractual matters relating to the non-teaching staff.

Salary Scale:
NJC Scale Spinal Points 5-6; currently £19,650 to £20,043.

Status:
This is a full-time position, 36.25 hours per week.  

This is currently worked in 3 shifts in rotation: 

7.00 am to 2.30 pm, 8.30 am to 4.30 pm and 11.30 am to 7.00 pm. The early and late shifts are each worked by one person at a time on a four weekly rotation while the remainder of the care-taking staff operate the 8.30 am to 4.30 pm shift. 

There is an initial entitlement to 22 days paid leave per annum plus 10 statutory or customary days.

Duties:
All members of the caretaking staff are required to carry out the full range of the following duties and must be prepared to work a reasonable amount of overtime when requested:

1) Security
as required, locking or unlocking all internal and external doors of the premises and boundary gates; ensuring that windows and fire doors have been closed, keeping safe the keys to the premises; reporting to the Maintenance Supervisor any instances of unauthorised use of, or entry or damage to, the premises or grounds;


as required operate and monitor the fire alarm, intruder alarm and C.C.T.V systems and monitor any other security related systems; promptly report any faults to the Maintenance Supervisor;


as required attend after hour’s break-ins and vandalism at the school premises and ensure that the premises are secure as soon as possible;


assisting with evacuation of school buildings in emergencies and during drills;


during normal working hours report any suspicious activity within the premises or grounds to the Maintenance Supervisor or other authorised person;

2) Porterage
delivering mail, parcels, goods, stationery, books and such like to departments within the school including the canteen; checking deliveries of goods and materials to the school, making a record of these and if required, assisting in off-loading;


when required deliver or collect mail, parcels or goods to or from other bodies on behalf of the school;


setting out and clearing away, chairs, desks, tables and such like, in preparation for, and following, parent-teacher evenings, examinations, concerts and other such events including out of hours functions;


dispatch laundry, goods and other materials including waste from the building, move waste and refuge bins to and from their collection point, maintain the bin storage areas in a tidy condition; 


empty litter bins within school buildings including classrooms as directed and remove contents to bin storage areas;

3) Driving
drive school vehicles, with the appropriate licence, if applicable, including bringing pupils to and from outside events and collecting and delivering goods.  This may involve out of normal hours working and occasional overnights away from home;


carry out daily routine vehicle maintenance including the checking of oil and water levels and tyre pressure and topping up as required;

4) Maintenance
checking school premises, furniture, fixtures, fittings and services to ensure that they are in a safe and usable condition and carrying out minor maintenance and repairs on these as required;


replace lamps, tubes, plugs and such like using appropriate equipment including access equipment;


as required operate the heating and hot water systems;


monitor and record the usage of water, oil, gas and electricity;


as required inspect and report any defects in the fire fighting equipment;

5) Grounds
setting out and putting away games equipment such as tennis nets, football nets, football goal posts and hockey backboards;


maintaining pitches and courts marking out using appropriate equipment; checking for and removing litter and broken bottles, removing litter, weeds, storm debris, fallen leaves and such like from roads, pathways, pitches and grounds, bringing in, putting out, emptying and cleaning litter bins; salting roads and pathways as required;


keeping clean and free flowing all external surface drains and gullies, rodding under ground drains and manholes;


planting trees, shrubs, flowers; pruning and cutting these as required; weeding and fertilising flower beds; cutting grass and hedges using appropriate equipment;


carrying out minor maintenance and repairs on school grounds including fences, gates, pathways, roads;


cleaning external signs, light covers and notices;


using, and carrying out maintenance, cleaning and minor repairs on grounds equipment and machinery; storing this in a secure location when not in use;

6) General
provide pedestrian crossing and traffic direction services as required within the school site and on the private access roads leading to and from the site including “out of hours” working for evening and Saturday functions;

7) Training
undertaking such training, including that provided “off site”, as considered necessary by the school to facilitate the carrying out of the duties attaching to this post;


to be familiar with, and carry out the duties attaching to this post in accordance with, the school’s Health and Safety Policy; 

8) Child Protection
to be familiar with, and carry out his/her duties in accordance with, the school’s Child Protection Policy;

9) Other Duties
any other appropriate duties as may be assigned by the school from time to time;


The duties of this post, as with all others in the school, are carried out under the ultimate direction of the Principal and are subject to her approval.

	This job description will be subject to review in light of changing circumstances and is not intended to be rigid and inflexible but should be regarded as providing guidelines within which the individual works.  Other duties of a similar nature and appropriate to the grade may be assigned from time to time. 
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