
 

Domestic Manager / Housekeeper 

Summary of Role and Duties 

 

Lambrook expect the highest standards not only of domestic cleaning but also in terms s of 

behaviour from staff. The Domestic Manager’s role and responsibility is to create a close and well 

run team who work for each other and assist each other when necessary.  

ROLE RESPONSIBILITIES 

 Task Domestic Staff to ensure a high standard of cleanliness including immediate outside 

areas 

 Maintain and organize the cleaning and laundry schedule including the allocation of tasks 

and timings. Each cleaning zone to have full and clear written explanation of works to be 

undertaken by staff, including windows and glass at low level where accessible. Windows to 

be cleaned as and when required but minimum of twice per term. Where not accessible, 

inform Bursary to arrange cleaning by others. 

 Program cleaning rota throughout School including  production of detailed zoned areas of 

responsibility for all Domestic Staff including Domestic Manager’s own zone. Detailed 

working zone plan to be produced to Bursary at start of every term.  

 Inspect all areas on a regular basis and adjust cleaning schedules to ensure tasks are 

completed successfully and to Lambrook’s standard. 

 Supervise and monitor all cleaning staff hours, ensuring that cleaning and laundry  targets 

are met daily 

 Ensure that any rubbish is discarded properly and in accordance with the School’s 

Sustainability and Recycling Policy 

 Report any maintenance problems to the Every system and ensure the whole cleaning team 

takes this responsibility seriously 

 Order cleaning materials and maintain a stock record. This include stock take of cleaning 

materials to be undertaken in all cleaning cupboards throughout School and producing 

written stock take to Bursary on a weekly basis. All materials in each cupboard to be signed 

in when replenished and signed out when used to enable audit of materials used. 

 Weekly stock take of all cleaning machinery and clear identification where machinery is 

located and stored on a daily basis. 

 Manage the personal laundry for all pupils and boarding houses when necessary. 

 Perform spotchecks to ensure that Sanibin contractors are maintaining their services and 

report to Bursary if there are any deficiencies. 

 Accurately document the whole School deep clean at the end and beginning of each term 

and provide detailed list to Bursary before leaving for holidays. Deep clean includes wet 

clean of carpets and vinyl floor polishing to all areas at least once a year. 



 Comply with the Safe Use of Chemicals policy and COSHH (Control of Substances Hazardous 

to Health) requirements; this includes the use of warning signs (i.e. wet floor etc). Ensure all 

domestic staff undergo annual COSHH refresher training, in liaison with the Bursary and HR 

Manager. 

 Comply with the School Health & Safety Policy 

 Maintain a vigilant approach to potential breaches of security such as unlocked buildings, 

insecure equipment, open doors and windows and intruders on site 

 Report any suspicious circumstances to the Bursary 

 Be responsible for managing any additional domestic supply staff tp cover illness’ 

 Liaise with the Letting Manager to ensure there is cleaning cover for Holiday Clubs, School 

Events, Parents Evenings and similar occasions throughout the term and holidays. 

 Undertake any reasonable task as requested by the Bursar in good time 

 

As Domestic Services Manager managing the Domestic team is a high priority and the Domestic 

Services Manager should ensure that the team: 

 Maintain good time-keeping, including relief times for breaks as dictated by employment 

contract 

 Comply with Health & Safety legislation to ensure a safe working environment for all 

 Comply with hygiene and environmental requirements 

 Attend induction, training and any development programs as requested 

 All wear the issued clothing including PPE and that it is kept in a clean and presentable 

standard 

 Comply with the safe use of electrical equipment, chemicals and solvent (COSHH 

requirements) this includes the use of warning signs where excluded zones are required 

 Is monitored with regards to Domestic staff training and COSHH regulations to ensure 

domestic staff are aware of all chemical use and meeting health & safety obligations and 

safe working environments. Where staff training is required, refer to Bursary to arrange 

appropriate time for this to be undertaken. 

 Attend weekly Team meetings to ensure domestic team are satisfied and working as they 

should. Subsequent report to Bursary should any personnel issues arise. Should any 

disagreements arise between team members, these are to be documented in writing and 

referred to the Bursary for further action should this be deemed necessary.  

 Are aware of fire evacuation muster locations and use of primary fire-fighting appliances, by 

ensuring all staff undertake regular Fire Prevention Training as directed by the Bursar or Fire 

Officer. 

 Are aware of location of first aid boxes, defibrillation and reporting procedures 

 Ensure that keys when not in use are returned to the secure location in which they are kept 

and locked at night. 

 

 

 

 

 



PERSON SPECIFICATION 

Knowledge and Experience 

 A good level of education, particularly in English and Mathematics 

 A knowledge of Health & Safety requirements and legislation in a School environment 

 A good level of computer usage to enable the production of spreadsheets and ordering, planning 

and rotas as well as email communication 

 

Skills and Abilities 

 Ability to work on own initiative as necessary and follow instructions 

 Ability to communicate effectively with staff and parents 

 Ability to work within the policies of the School 

 Ability to lead a team effectively and ensure the requirements of the School are met 

 A clear understanding of the Safeguarding Responsibilities of the role  

 

PRE-APPOINTMENT CHECKS 

Any permanent offer to a successful candidate will be conditional upon: 

 Verification of identity and qualifications 

 A check at the Department for Education List 99 and the Protection of Children Act List, as 

appropriate 

 A satisfactory DBS Enhanced Disclosure 

 Where the successful candidate has worked or been resident overseas in the previous five years, 

such checks and confirmations as the School may require in accordance with statutory guidance 

 Verification of medical fitness  

 Satisfactory completion of the probationary period. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 


