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Caretaker Manual – Section 7 
General Caretaking Guidelines
Introduction
1.
This section is intended to cover all the major aspects of caretaking not mentioned elsewhere in this Manual.  It is based on the Caretaker’s Job Description.

Security
2.
Caretakers are responsible for the opening and the closing of the premises at the designated times and for general security at all times.  A caretaker may, therefore, expect to be called out in unsocial hours or at weekends to deal with security matters, for example, a break‑in.

3.
If keys are held by any person other than the caretaker, assistant caretaker or cleaner‑in‑charge, he/she/they should be informed of the names of the other key holders and of their privileges in using the premises outside the normal opening hours.  If the premise is used by these key holders they are responsible for the security whilst on site and must also ensure that the property is locked up and secured before leaving. All key holders must be properly instructed on how to de‑activate/reset the intruder alarm, where fitted.

4. Where windows are broken, it is a caretaker’s responsibility to take security measures, such as boarding up the panes pending the arrival of a glazier.  Where such boarding up is not feasible, the matter should be brought to the notice of the head of Establishment in order that a decision can be made on the appropriate security measures needed. The head must be informed of all damage to security systems that cannot be repaired immediately.

Visiting Contractors
5. It is the duty of caretaking staff to meet and attend to the employees of contractors working on the site.  It will be necessary to check contractors’ identity, competence to undertake any works and that they are also complying with Health and Safety requirements. 

6.
Caretaking staff should keep a general watch on contractors’ employees working on site, reporting any concerns to the head of Establishment.  All contractors should have left the site before buildings are finally secured at the end of each day.

Ordering, receiving and checking goods
7.
Caretaking staff are normally responsible for ordering cleaning and caretaking materials and equipment, but it should be noted that cleaning contractors provide their own.  Other supplies are normally ordered by other staff at the establishment but caretaking staff will be expected to receive the deliveries.

8.
Caretaking staff should be involved in the receipt and checking of all goods received with the possible exception of supplies for contractors, but where specialist knowledge is required (e.g., computer equipment) the appropriate staff should be called.  The unloading responsibility for goods arriving rests with the driver and his mate (if any) and no member of the caretaking staff need feel obliged to help.  
9.
Caretaking staff should check consignments and/or individual items, as they are unloaded, against a delivery or consignment note.  No receipt should be given unless all the items shown are identified as being received.  In the event that an item (or items) are missing, or it is difficult to be sure about any item, due note should be made on the delivery note signed and a copy of that delivery note kept by the establishment.  Discrepancies of this kind are to be brought to the notice of the person ordering at the earliest opportunity.  If that person was a member of the caretaking staff, he/she should take up the matter with the supplier without delay.

10.
Depending on bulk and size, it is the responsibility of caretaking staff to convey goods received to the required destination.  If that is not possible at once, measures should be taken to ensure that the goods are in a secure place pending movement.

11.
Help should be sought if the movement of goods is likely to be difficult, and reference here should be made to Annex D of Section 6 of this manual which covers lifting and carrying.  However, a sack truck will be very useful in moving heavy items, all establishments should have one.

Heating, Lighting, Fuel and Water Conservation
12
Heating plant varies in design and operation.  There is no intention here, therefore, to attempt any detailed description of procedures.  Caretaking staff should ensure that they fully understand the workings of the plant and seek advice from competent authorities where they have any doubts.

Manufacturers’ instructions for operators must be available on site. Caretaking staff must only undertake tasks relating to heating plant, as specified in the Operators Manual. 

13.
Where possible, lights should be turned off when not required. Cleaning staff must be encouraged to only use lighting in the areas actually being cleaned or where it is required for Health and Safety. All water taps should be checked to ensure they are turned off and washer do not need replacing.

14.
Caretaking staff will probably be required to read meters and record the consumption of gas, water, electricity and possibly oil.

Outside Cleaning
15.
The grounds maintenance contractors have a responsibility for the collection of litter from soft areas (e.g., flower beds, sports pitches) but only when they visit to attend to weeding, grass‑cutting, etc.

16. Caretaking staff may be required to collect litter and refuse from any area in the establishment grounds.  Obviously it is preferable to prevent litter rather than collect it, so adequate litter bins should be strategically placed around the site, and emptied regularly. If the time taken on litter collection is excessive, it may be necessary to adjust the workload elsewhere. It may be necessary to take advice from the head of establishment or the Client Services managers on this. In small establishments where the caretaking staff are fully employed in cleaning and other duties, it may be necessary to employ another person or pay overtime.

17.
Other outside cleaning will include open gullies, drain holes and certain gutters.  Reference must be made to Section 6, Working at Heights when clearing any roof gutters or channels. No one should carry out work at heights without the appropriate training.
Health and Safety
18.
Section 8 covers health and safety matters in some detail.  It is worth emphasising here, however, that caretaking staff have a responsibility for ensuring that their activities do not endanger the health or safety of themselves or any other people on the site.

General Maintenance Duties
19.
All caretaking staff, male or female, are expected to undertake a very limited range of maintenance tasks associated with the running of the establishment.


A basic is given below:-


*
Re-washering taps


*
Renewing toilet seats


*
Clearing blockages in sinks, WC pans and urinals


*
Clearing inside and outside gullies and some gutters


*
Renewal and lubrication of door furniture


*
Minor repairs to window furniture


*
Fixing and refixing of pin boards and notice boards


*
The boarding up of and other temporary repairs to windows, 



doors, etc., following vandalism, break‑ins etc.


*
Setting and re‑setting of clocks on boiler start units


*
Cleaning and replacing fluorescent tubes and diffusers up to 
(11ft) 



3.5 metres from floor level


*
Replacing electrical plug tops and fuses on machinery such as 


a vacuum cleaners.

20.
The list on the previous page covers only a number of items, but it does give an indication of the kind of jobs which all caretaking staff should do.  Some caretakers have had DIY training courses in order to extend the range of duties and the degree of skill required.  Others may already posses’ additional skills, and it is difficult here to give definite lists of what may or may not be attempted. 

21.
Caretaking staff should only undertake any task if he/she is competent and confident to do it properly and safely.  In particular, electrical work over and above the replacement of plug tops and plug top fuses should not be done unless the person concerned holds specialist qualifications and the work has been approved by the Head of Establishment before it is started.

22.
As with the collection of litter, see paragraphs 15‑17 inclusive, if maintenance duties are extended significantly, it will be necessary to compensate for the time taken in this by reducing other duties.

Snow and Ice Conditions
23.
Where snow has fallen and/or ice has formed on paths and steps, it is the duty of caretaking staff to act quickly to ensure that such areas are cleared and/or salted so as to ensure the safety of persons using the site.

24.
Priority must be given to the most used and most hazardous areas, e.g., slopes, steps entrances.  It is likely that the normal routine of a caretaker’s day will be upset by snow and ice conditions, since a high priority must be given to ensuring that such conditions do not present undue risk to those suing the site.  Some normal daily tasks may have to be delayed or omitted altogether.

25.
Special consideration needs to be given by caretaking staff to the possibility of frozen pipes during very cold spells, and if any parts of the water systems can be drained and turned off, they should be so treated at the start of the winter.  However, just turning off the heating without draining pipes and radiators may well just lead to trouble.  Caretaking staff should be sure that when the school is closed during winter weekends and at Christmas, there is sufficient background heating left onto safeguard all the water systems.

Swimming Pools
26.
Caretaking staff have duties connected with the running of school swimming pools and special time allocated to complete such duties.  Detailed instruction on the performance of the tasks will be given, normally by Client Services or the Training and Development Unit.

Errands
27.
Caretaking staff can expect to be required to carry messages or goods about the site on behalf of the Head.  Errands off‑site are also permissible, provided they are on official duty.  Should there be too many, however, or the journeys too long, the loss of time might well affect the caretaker’s ability to complete his/her duties onsite.

28.
Caretaking staff cannot be compelled to use their own cars for errands.  If any do, then it is essential that their own car insurance policies cover business as well as social, domestic and pleasure purposes.  While undertaking errands off‑site when other than in their cars, caretaking staff are covered by the County Council’s normal insurance arrangements, both in respect of accidents to themselves and injuries or damage which they may accidentally cause to other persons or to property.

29.
If cash has to be taken to a bank, the time and route of the regular errands should be changed each time.  However, if cash is stolen, KCC insurance does cover such loss.  Actual loss through negligence may not be entirely covered, however, depending on circumstances.

Ordering Supplies and Equipment
30.
It is normally the responsibility of caretaking staff to ensure that adequate supplies of fuel oil are always available at establishments where oil central heating and hot water plant is installed.  Fuel oil level gauges must be monitored regularly, and quite frequently in winter, caretaking staff should order fuel replenishment supplies as soon as sufficient spare capacity is available to take economic loads.

31.
Some internal cleaning is normally done by caretaking staff and in small schools all the cleaning.  At certain establishments cleaning is performed by directly employed KCC staff, not contractors, normally working under the caretaker.  Cleaning materials may be brought from any source but, in practice, most establishments will buy from County Supplies.  County Supplies provide each establishment with a catalogue each year, and this helps in making a choice. 

32.
In the event, part‑way through the year, if stocks of any item do run short, further supplies can be ordered. Alternatively, in a real emergency, items can be bought ‘over the counter’ at County supplies by visiting a person.  (See details on the County Supplies Catalogue)
Reporting Defects
33.
In the normal course of duties, caretaking staff should watch out for defects and damage to buildings, paths, roads, furniture, fittings and plant, reporting these (in accordance with local procedures) where repair is outside the competence of the individual. Special attention should be paid to pest control and where vermin may gain access to a building. (See paragraphs 19‑22)
Replenishing of soap/towels etc.
34.
It is usually the caretaking staff who are responsible for replenishing soap, towels and toilet paper.  Where contract cleaners are working in a school, they are not to be expected to carry out these duties.  Regular checks must be made to ensure that soap, towels and toilet paper are available at all times.

Contract Cleaning
36.
The Caretaker’s Job Description sets out the responsibilities and duties of caretaking staff in relation to contract cleaning. The caretaker will be required to monitor the cleaners work. Whilst regular or major failures in the standards should be recorded in the Site Record Book, it would be hoped that caretakers will point out deficiencies in a helpful way so that work can be re‑done before the fault becomes serious. The Site Record Book is an essential document for the regular reporting of failures, and it should always be readily available to both cleaners and school staff.  The monitoring of the cleaning need not be seen as an additional task, but can be done while touring the school unlocking classrooms in the morning. Toilets and hygiene areas will require daily inspection.

Caretaker’s Diary
37.
The Caretakers Diary must be kept up to date. It should be used for recording past events and also for organising a work programme for the future.  It could be useful to enter in the dates and details of activities such as Open Days, and deliveries of fuel oil and other stores.  Notes also of visits from contractors can come in useful, also reminders for ordering supplies and reading meters. 

Tools
38.
Depending on the extent of DIY jobs which caretakers are prepared to do (see paragraphs 19‑22), this is the basic list of tools required by caretaking staff at every establishment:-



Hammer
-
ballpein



Hammer
-
claw



Pliers



Several screwdrivers, including Phillips, of different sizes



Stanley knife



Wood chisel



Adjustable spanner



Wood saw



Various scrapers



Bradawl



Hand drill and various bits



(Ideally) Electric drill and masonry bits



A Variety of woodscrews, nails and raw plugs.
