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	JOB DESCRIPTION

School Cleaning Supervisor


	JOB TITLE:  Cleaning Supervisor


	REPORTS TO: Site Manager
	Current Grade  NJC 3-5


	1.
	MAIN PURPOSE OF JOB 

To contribute fully to the promotion and continued success of the school by supervising its cleaning team and providing cleaning duties, therefore maintaining the health and hygiene of the pupils and staff.



	2.
	KEY TASKS & DUTIES:



	
	i. 
	To supervise the school cleaning team, supporting and assisting colleagues where appropriate.


	
	ii. 
	To maintain health and safety standards, including the safe storage of chemical products and recording data about cleaning products in accordance with COSHH.


	
	iii. 
	To provide and maintain appropriate the necessary equipment for the cleaning team on a daily basis, including undertaking laundry duties.


	
	iv. 
	To complete administration duties, such as ensuring that cleaning staff working hours are recorded accurately, administering the recruitment process where necessary, recording staff sickness, arranging staff cover, undertaking and recording appraisals, ordering and receiving stock and stock taking.  

The role will also involve referring to the school calendar and being aware of forthcoming events which may impact on the cleaning service, and taking the necessary action to ensure that the service is maintained as required.


	
	v. 
	To ensure all sanitary-ware is cleaned and disinfected (toilets, toilet bowls, cisterns, cubicle doors and dividers, wash hand basins, taps, water fountains, mirrors, door handles and towel dispensers),  and that toilet paper, hand soap and hand towels are replenished.


	
	vi. 
	To ensure all classroom furniture is wiped down, dusted or polished, including doors and windows (desks, tables, chairs, cupboards, window sills, door handles and lockers) located in the designated area, computer screens and keyboards.  Any sinks within designated area must also be cleaned and disinfected.

	
	vii. 
	To carry out periodic cleaning tasks (usually during holiday periods) which includes high level dusting, wall washing and radiators, removing chewing gum from under desks and tables, cleaning the inside surfaces of all windows, cleaning behind radiators, removing curtains and blinds for cleaning, dusting picture frames and other similar duties. To wipe down radiators, and brush top of locker cupboards in designated areas.



	
	viii. 
	To periodically strip and re-polish vinyl and wooden floor surfaces, when required (this involves removing existing polish surface, scrubbing, wet mopping, applying a new layer of polish and buffing to achieve a shiny surface).


	
	ix. 
	To periodically carry out special cleaning routines following major decoration or building works.



	
	x. 
	To take notice of and subsequently report any property defects or maintenance issues and to make sure that any areas that need to be locked after having been cleaned are appropriately secured. 



	
	xi. 
	Comply with all Academy and Trust policies and procedures.


	
	xii. 
	To co-operate in any staff development activities required to effectively carry out the duties of the post and to participate in the Trust’s appraisal process.


	
	xiii. 
	Any other reasonable duties commensurate with the level of the post.


	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Cleaners



	PERSON SPECIFICATION

Cleaning Supervisor


	4.
	KNOWLEDGE AND QUALIFICATIONS

Essential, i.e. the postholder must have:
· Awareness of Health and Safety requirements as related to cleaning in a school environment

· Understanding of how to operate the equipment used for cleaning 

· Understanding of and commitment to, the safeguarding of children
· Such knowledge as is required for managing a team e.g. recording absence, approving additional hours payments etc. 

Desirable, i.e. the postholder would ideally have:
· Understanding of how to assess risks and work safely in a school environment
· Knowledge of COSHH
· Basic knowledge of the safe use of chemicals and equipment


	5.
	EXPERIENCE
Essential, i.e. the postholder must have:
· Experience of cleaning - domestic or commercial
· Experience of operating machinery as required for the tasks outlined in the job description

· Experience of working successfully as part of a team

Desirable, i.e. the postholder would ideally have:
· Experience of supervising and motivating a team

· Experience of cleaning in a school, or other similar working environment
· Experience of “deep” cleaning

· Experience of carrying out COSHH assessments


	6.
	SKILLS AND PERSONAL QUALITIES
Essential, i.e. the postholder must have:
· Self-motivated approach to work, with good timekeeping
· Reliability and dependability

· Able to follow instructions and work within procedures and guidelines as required

· Flexible approach to work
· Ability to work well in a team
· Commitment to the safeguarding of young people, equalities and health and safety

· Ability to communicate well with children, school staff and visitors

· Ability to respond calmly to emergencies
· Basic IT literacy for communication purposes, requesting stock etc.
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