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JOB DESCRIPTION
Job Title: 

Caretaker
Department: 

Premises Team
Grade: 


LBR4
Responsible to:

Site Manager, School Business Manager
Responsible for: 
Supervision of any assistant and apprentice caretakers.  Monitoring the cleaning team.

Purpose of the Role:

The Premises Team is responsible for maintaining a safe, secure, clean and welcoming school environment for pupils, staff, families, visitors and other users of the site. The team supports the effective day-to-day operation of the school by ensuring that buildings, grounds, equipment and facilities are maintained to an appropriate standard and that premises-related health and safety requirements are met.

The Caretaker is a key member of the Premises Team and provides a practical maintenance, security and site support service under the direction of the Site Manager and the school's senior leadership. The role involves a varied combination of routine checks, minor repairs, grounds and building maintenance, security, contractor liaison, support for lettings and maintaining appropriate records. The postholder will also supervise Assistant and Apprentice Caretakers where applicable and monitor the work of the cleaning team.

The role is practical and varied and requires the postholder to respond appropriately to routine and unexpected premises issues. It requires good organisation, initiative and communication, together with a commitment to maintaining a safe environment for everyone using the school site. The postholder will work within their competence, follow relevant procedures and seek advice or specialist support where work falls outside their capabilities.

Key Tasks

Security and Site Access

· Open/ lock up and secure school buildings and designated areas in accordance with agreed procedures.

· Undertake regular security checks and identify and report security risks or defects.

· Operate and respond to alarm systems where appropriate and within the scope of the role, excluding specialist monitoring responsibilities.

· Monitor fire safety equipment and support the organisation and delivery of fire drills as required.

· Provide emergency access to the school site when required and in accordance with school procedures.

· Supervise lettings and ensure users comply with the agreed terms and conditions.

· Supervise contractors and visitors working on the site, following agreed procedures.

· Carry out security marking of school property where required.

Buildings, Grounds and Maintenance

· Keep grounds and external areas tidy, including sweeping, weeding and addressing minor hazards.

· Carry out minor repairs and maintenance within own competence, such as repairing items, redecorating, changing light bulbs and unblocking drains.

· Identify hazards, defects and maintenance requirements and report or address them as appropriate.

· Organise and carry out minor improvements, such as installing shelves, noticeboards and similar fixtures, in accordance with safe working practices.

· Maintain appropriate records of maintenance and other works undertaken.

· Liaise with the Site Manager and senior leadership regarding planned and unplanned works requiring specialist contractors.

· Liaise with contractors and follow the school's agreed procedures for engaging and working with external contractors.

· Operate and undertake routine maintenance of heating, lighting and other site systems within the scope of the role and training.

Cleaning and Hygiene

· Maintain clean, hygienic and safe premises on a daily basis, within the responsibilities of the role.

· Ensure washroom supplies are replenished according to use.

· Ensure deep cleaning is undertaken at agreed intervals.

· Liaise with the cleaning contractor and monitor cleaning standards as required.

Resources and Stock

· Monitor stocks of premises, cleaning and other required resources and arrange replenishment through agreed procedures.

· Store equipment, supplies and substances safely and appropriately.

Health, Safety and Compliance

· Undertake site inspections, safety audits and other premises-related checks as required.

· Carry out checks, monitoring and testing in accordance with agreed schedules, procedures and risk assessments.

· Keep accurate records of inspections, checks, monitoring and testing undertaken.

· Take appropriate action to rectify issues within own authority and promptly report significant risks, defects or breaches of health and safety requirements to the Site Manager or senior leadership.

· Ensure the working environment is suitable and safe, including checking that heating and lighting are functioning and that grounds and access routes are safe, particularly following adverse weather.

· Support the implementation and review of COSHH assessments and safe working practices, and ensure users are appropriately informed where this forms part of the role.

· Use appropriate personal protective equipment and follow relevant safe systems of work when undertaking practical tasks.

Energy and Environmental Management

· Have regard to the school's energy-saving and environmental programmes.

· Take and record meter readings as required and report unusual usage or issues.

Teamwork and Organisation

· Supervise Assistant and Apprentice Caretakers where applicable.

· Monitor the work of the cleaning team and liaise with the cleaning contractor as required.

· Attend progress meetings and other meetings relevant to the role.

· Organise daily work effectively, prioritising urgent matters and responding appropriately to changing site requirements.

Administration and General Duties

· Complete routine administrative tasks and maintain accurate records relevant to the role.

· Carry out porterage and movement of equipment, furniture and supplies as required.

· Provide first aid cover where trained and authorised to do so.

· Promote and support the health, safety and wellbeing of pupils, staff, visitors and other users of the school site.

· Undertake other duties appropriate to the grade and nature of the post as reasonably required by the Co-Headteachers.

Physical Requirements and Working Conditions

The role may involve manual handling and movement of equipment, furniture and supplies; frequent walking around the school site and grounds; working indoors and outdoors in varying weather conditions; occasional lone working; use of ladders in accordance with safe working practices; use of powered maintenance equipment; exposure to cleaning chemicals and other substances controlled under COSHH requirements; use of personal protective equipment, including respiratory protective equipment where required; and working in positions that may involve bending, stretching, reaching and kneeling.

Applicants should be able to undertake the physical aspects of the role, including manual handling, site inspections, use of ladders and movement of equipment, with reasonable adjustments where required. The school will consider reasonable adjustments for disabled applicants and employees in accordance with the Equality Act 2010.

The job description is not necessarily a comprehensive definition and the Caretaker may be required to undertake such other tasks appropriate to the position as the Co-Headteachers may require.


