BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

	JOB TITLE:
	School Cleaner

	
	

	REPORTS TO:
	Premises Manager

	
	

	DEPARTMENT:
	Learning and Partnership

	
	

	SCHOOL:
	Saltdean Primary School


_______________________________________________________________
PURPOSE OF JOB
Saltdean Primary School currently has a vacancy for a school cleaner. The successful candidates will need to be able to work independently as well as part of a team. Flexibility is key as working hours may be subject to change during school holidays depending on the needs of the school. Duties will include general cleaning of the school buildings.

PRINCIPAL ACCOUNTABILITIES
Main Duties – Daily

1. 
Toilet and Cloakroom Areas:
• Clean lavatory basins with appropriate cleaner provided.

• Clean inside and outside surrounds of sinks

• Clean taps

• Refill toilet dispensers in all cubicles

• Refill paper towels in each dispenser

• Wipe tiles

• Polish mirrors

• Wipe paintwork

• Empty black sacks/rubbish bins

• Clean and mop floor with appropriate cleaner as instructed

2.
Classrooms/ Group Rooms / Staff Room/ Meeting Rooms and Library Areas:

• Vacuum (spot clean where necessary)

• Hard flooring – dust control sweep or vacuum, damp mop 
• Furniture / desks – damp dust (all removable furniture e.g. trolleys must be pulled out and cleaned under)

• Fixtures & fittings – dust and damp wipe (incl. skirting, pipes, window ledges)

• Bins – empty daily and damp wipe monthly

• Clean inside and outside surrounds of sinks

• Doors – remove marks from glass, doors and walls

• Clean telephones

3. 
Corridors:
• Hard flooring – dust control sweep or vacuum, damp mop 
• Furniture / desks – damp dust (all removable furniture e.g. trolleys must be pulled out and cleaned under)

• Fixtures & fittings – dust and damp wipe (incl. skirting, pipes, window ledges)

• Polish brass door handles (weekly)

• Doors – remove marks from glass, doors and walls

4. 
Stairs:

• Vacuum carpet (spot clean where necessary)

• Hard flooring – dust control sweep or vacuum, damp mop 
• Furniture / desks – damp dust (all removable furniture e.g. trolleys must be pulled out and cleaned under)

• Fixtures & fittings – dust and damp wipe (incl. skirting, pipes, window ledges)

• Doors – remove marks from glass, doors and walls

5. 
Offices
• clean and disinfect sinks inside and outside with appropriate cleaner

• wipe and disinfect work all surfaces, kitchen units and splash back

• Vacuum Carpet/Mop Vinyl

• wipe windowsill

• clean and mop floor

• clean telephones

6. Any other appropriate duties as required by the Head teacher

General

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

JOB TITLE:

School Cleaner

GRADE:

Scale 1/2 £18,562 – 18,933 - Pro Rata

DEPARTMENT:
Learning and Partnership

SCHOOL:

Saltdean Primary School

ESSENTIAL CRITERIA

Job Related Education, Qualifications & Knowledge
Some knowledge of health and safety regulations as they relate to the operation of         cleaning equipment and the dilution of cleaning materials. 
• Have an awareness of and display a commitment to the relevant legislation and guidance in working practices in relation to the safeguarding of children and young people.

• To undertake any training relevant to your role.

• Must be in good health.
Experience/Skills/Abilities

• Experience of undertaking general cleaning duties.
• Ability to carry out general cleaning duties as detailed in the Job Description.

• Is punctual and reliable.

• Ability to manage time effectively to complete tasks to a high level.

• Ability to prioritise work.

• Able to work with minimum supervision.

• Ability to work both alone and within a team to achieve specified standards.

• Be flexible to changing demands of the post.

• Take pride in a job well done.

• Ability to respect and value the different experiences, ideas and backgrounds others can bring to work and teams.

• Ability to demonstrate an understanding of why Customer Care is important in employment and service delivery
• Able to communicate clearly, understand and follow instructions
Equalities

· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Inclusive Council Policy.
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SUMMARY STATEMENT ON USE OF DISCLOSURE

INFORMATION IN RECRUITMENT & SELECTION 

Introduction

Thank you for applying for a position within Brighton & Hove City Council.  You have applied for a post or voluntary work that falls under the definition of ‘regulated position’ under exemptions to the Rehabilitation of Offenders Act 1974. This means that a criminal conviction check (or disclosure) will be undertaken on any individual who is offered the post.  Where appropriate (where the post involves working with children or vulnerable adults) details will also be checked against the Department of Health and Department for Education & Skills lists. These checks are undertaken by the Criminal Records Bureau (CRB) only when a conditional offer of employment has been made but you will be asked during the recruitment process to declare any relevant information.

It is the intention of Brighton & Hove City Council not to discriminate unfairly against individuals on the basis of their previous offending history.  Possession of a criminal record is not an automatic bar to obtaining employment or voluntary work.  

The purpose of this Statement is to provide assurance to applicants that the information released in Standard and Enhanced Disclosures is used fairly and that sensitive personal information is handled and stored appropriately and kept for only as long as necessary.

Handling of Disclosure Information

Recipients of Disclosure Information at Brighton & Hove City Council will only disclose this information to the recruiting manager and Human Resources Manager.  Unauthorised disclosure of any information provided by the CRB is an offence under Section 124 of the Police Act 1997. 

Disclosure Information will be securely stored and will be retained for a maximum period of six months unless, in exceptional circumstances, formal written agreement of the CRB is obtained to retain them for a longer period. Brighton & Hove City Council as a Registered Body must comply with the CRB Code of Practice. All matters relating to the use of Disclosure Information will be undertaken in accordance with the CRB Code of Practice and Brighton & Hove City Council’s Code of Practice on the Use of Disclosure Information.

Further Information

If you are successful in obtaining a conditional offer of employment (or have been accepted as a volunteer), you will be sent further information on the Disclosure process including guidance on completion of the Disclosure Application Form.  Disclosures for employment will be funded by the Council and Disclosures for Volunteers are free of charge.

Further information on the CRB and the Disclosure process including the CRB Code of Practice can be obtained by visiting the web site: www.disclosure.gov.uk or by calling 0870 90 90 811.

Further information on the Council’s Policy on the Recruitment of Ex-Offenders and the Code of Practice on the Use of Disclosure Information can be obtained by contacting Human Resources on (01273) 291638.

