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JOB DESCRIPTION
	JOB TITLE
	Caretaker

	NAME
	

	GRADE

	Grade 2, Whole time 

	JOB PURPOSE
	To be responsible for the maintenance and security of the school premises and site, ensuring a safe environment.


	RESPONSIBLE TO      
	Headteacher


Duties and Responsibilities:

1. Ensure that buildings and the site are secure, including during out of school hours and take remedial action if required 

2. Act as the designated key holder for the school premises 

3. Operate and regularly check systems such as heating, cooling, lighting and security (including CCTV and alarms)  

4. Undertake minor repairs (i.e. not requiring qualified craftsperson) and maintenance/decoration of the buildings and site 

5. Arrange emergency repairs 

6. Arrange regular maintenance and safety checks
7. Maintain accurate and up to date records to meet with regulations and procedures.

8. Oversee onsite maintenance contractors, checking that work is completed to required standards and within required timescales  

9. Monitor consumables and stock and/order supplies  

10. Undertake general portage duties, including moving furniture and equipment within the school 

11. Perform duties in line with health and safety and COSHH regulations and take action where hazards are identified, report serious hazards to line manager immediately 

12. Undertake regular health and safety checks of buildings, grounds, fixtures and fittings, (including compliance with fire safety regulations) and equipment, in line with other schedules
13. Monitor the work of and manage cleaning staff  
14. Facilitate lettings and carry out associated tasks, in line with local agreements

15. To ensure all areas are kept clean, free of litter and weeds and paths gritted or salted when applicable to ensure the environment is safe for use
16. To attend any training courses relevant to the post, ensuring continual personal and professional development
17. The post holder may undertake any other duties that are commensurate with the post.

Signed .....................................................(Post holder) Date ....................
Signed .................................................. (Headteacher) Date ...................
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