



JOB DESCRIPTION

	POST:

	CARETAKER

	Nature of Employment:
	Permanent in accordance with General Conditions of Employment.
Employment is subject to Garda Vetting Procedure and Compliance with all appropriate Child Protection and Department of Education and Skills guidelines.


	Job Location:
	[bookmark: _GoBack]Donabate Community College or other such place designated as appropriate by Dublin and Dun Laoghaire Education and Training Board (DDLETB).


	The Organisation:
	Dublin and Dun Laoghaire Education and Training Board is a statutory local education authority operating under the terms of the Education and Training Boards Act 2013.  The ETB provides mainstream educational programmes to schools and colleges as well as providing a wide range of adult and community programmes.  The ETB’s educational remit extends from Balbriggan in the north of the county to Lucan in the west, to Dun Laoghaire in the south.

Dublin and Dun Laoghaire Education and Training Board’s mission is to be the leading provider of integrated education services which enable children, young people and adults to fulfil their potential in a positive learning environment.  We will promote equality, innovation and partnership in the delivery of our services.

	

	Reporting to:
	The Principal


	Job Summary/ Purpose:
	To provide caretaking and cleaning services in accordance with 
· HSE/ETB COVID-19 guidance, protocols and practices 
· and as directed by the Principal in line with practices and procedures of DDLETB.



TASKS / DUTIES & RESPONSIBILITIES:
· Routine and non-routine opening and closing of the premises and grounds in accordance with the instructions of the Principal or the Deputy Principal as his/her nominated delegate.
· Co—operation in ensuring security and safety within building during school days as agreed with the Principal or the Deputy Principal including during times of timetabled morning and lunch breaks.
· Attendance to ensure security and safety and performance of other duties during evening class programmes and other after-school activities in accordance with the instructions of the Principal or the Deputy Principal.  To be available for overtime in order to undertake the above and other appropriate duties as required.

· Security of the Premises and its content.  Responsible for:
· Taking care of the school premises and contents and prevention in so far as possible, of any damage to the structure, furniture, fittings or equipment on the part of students or others.
· Checking and securing of windows, doors and gates (internal and external). 
· Operation of fire and burglar alarms, and CCTV system in accordance with the instructions of the Principal or the Deputy Principal.
· Safe custody of keys of the premises including key-holder responsibilities, where and/ or at times that duty is not specifically assigned to a retained outside body.
· Reporting to the Principal/Deputy Principal of any instances of unauthorised use of or unauthorised entry to or damage to the premises. 
· Lighting and heating of the premises and the routine maintenance and operation of plant.   Ensuring adequate supplies of requisites are requisitioned in good time.

· Cleaning and Housekeeping (internal and external):  Responsible for
· Ensuring that circulation and social areas, interior and in the open, are kept clean and tidy to COVID-19 cleaning standard levels during each school day and especially after morning and lunch breaks. 
· Ensuring that classrooms, circulation areas, staff room, offices etc. are cleaned to COVID-19 standard level at the end of each school day and/or following after-school activities in order to be in a fit and proper condition for school to commence the following morning, by way of personal cleaning as assigned, and by way of overseeing and managing the work of cleaning staff in all areas.
· Ensuring that all external hard surfaces- paths, grounds around the property, are clean, tidy and free of litter; that all drains and gullies are free flowing and clean. 
· Ensuring that all bin areas and bins within the College are emptied, washed and cleaned regularly. 
· Ensuring that any graffiti in or on building or external walls is promptly removed after recording and report to Principal/ Deputy Principal.
· Ensuring that all canteen/kitchen and toilet areas are cleaned and litter-free.
· Preparing the premises for after-school activities together with the clearing up and cleaning thereafter and the preparation of the premises for its normal use on the following morning. 
· Ensuring that adequate supplies of cleaning materials and other requisites are requisitioned in good time. 

· Responsible for ensuring all defects in cleaning/maintenance equipment are reported promptly to the Principal/ Deputy Principal and arrangements made for repair on approval of same.

· Porterage duties will include the 
· receipt of materials and other goods that have been delivered to the premises and their distribution to and from appropriate points of storage. 
· Setting out or putting away tables, desks or any other furniture within the premises as required including preparing for activities outside the normal working day. 
· Transport all refuse bins to and from their collection points. 
· Electrical Services - replacing bulbs, tubes and plugs.
· Operate boiler controls and timers to maintain appropriate heating and other services.

· Maintenance/ Handyperson duties within the competence of the post-holder including
· ensuring that the flat areas of the roof and the gutters of the building are kept clear.
· Clear minor sick/toilet blockages
· ensuring, during mid-terms, at Christmas, Easter and Summer, when the school is closed to day students, a thorough cleaning and polishing of such parts of the building (and of the furniture therein) as may be assigned to him/her; and by way of overseeing and managing the work of cleaning staff in all areas.
· Ensuring that he/she carries our minor repairs and paintwork as directed
· Maintenance of School Grounds and Playing Areas with skill in operation of mechanical grass cutting equipment, and to undertake weeding, mowing and planting, as required,  ensuring that the grounds and the paths adjoining the boundary walls are free of litter and are always neat and presentable.
· To ensure his/her own times of attendance and those of cleaning staff are recorded in the non-teaching staff attendance book in the Front Office.  Where duties or other agreed reasons require departure from the building during working hours that the latter be also recorded in the attendance book.
· Any other duties appropriate to the grade which may be assigned from time to time. 

General
· All duties must be carried out to comply with:
· COVID-19 HSE/ETB maintenance and cleaning protocols and practices.
· Safety, Health and Welfare at Work Acts, 1989 – 2018.
· ETB’s Codes of Practice and Procedures.

ESSENTIAL REQUIREMENTS
· Experience and understanding of Health and Safety issues
· Understanding/experience in electrics, plumbing and carpentry 
· Experience in grounds keeping (e.g. garden maintenance) 
· Good organisational and time management skills
· Ability to work effectively and supportively as a member of the school team.
· Ability to act on own initiative, dealing with any unexpected problems that arise
· Punctual, reliable and trustworthy
· Confidentiality with regard to school business
· Holder of current Driving Licence would be desirable.
· Experience of working in a trade would be an advantage.

WORKING CONDITIONS
	Salary Grade :
	Caretaker
€27,459 p.a. to €31,480 p.a.

	Annual leave 
	22 days p.a. exclusive of bank holidays. 

	Hours per week:

	39 hour week, Monday to Friday.
Where a school has a sanctioned second caretaker post a split shift pattern may apply with alternating early starts and late finishes.

	General :
	Salary is paid fortnightly.  The ETB operates a contributory group VHI scheme and flexible working hours. 


	Probation :
	The probationary period will be six months.  An officer of an ETB, Local Authority, Institute of Technology or Health Board who has already served a probationary period should not, on transfer or promotion, be required to serve a further probationary period.


	Superannuation :
	Membership of the ETB Superannuation Scheme and of the ETB’s Spouses and Children’s Scheme is automatic and compulsory.


	Annual Leave :
	Twenty two days per annum.  This leave is on the basis of 39 hour, five day week and is exclusive of the usual public holidays.  Holidays must be taken at times to coincide with school holidays and by prior agreement with the Principal.


	
	

	Note:	The functions and responsibilities assigned to this position are based on the current stated role and objectives of Dublin and Dun Laoghaire Education and Training Board these may alter in line with any change in the role and objectives of the ETB.




Dublin and Dun Laoghaire Education and Training Board is an equal opportunity employer.  Recruitment to posts within the ETB is on the basis of qualifications and the ability to carry out the responsibilities of the grade or post.
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