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St. Helen’s Church of England Primary School
Job Description
Caretaker
Job role
To assist in the provision of the maintenance and security of the school premises and site to promote a safe and secure working environment 

Duties include ensuring buildings and site are secure and undertaking minor repairs

Roles include (but not exclusive of): 
Ensure that buildings and site are secure, undertaking daily security checks including locking and unlocking of buildings at pre-determined times 

Perform duties in line with health and safety regulations (COSHH) and take appropriate action where hazards are identified, reporting serious hazards to the line manager immediately 

Undertake minor repairs and general maintenance of the buildings and site such as painting 

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

Oversee onsite maintenance contractors and checking that work is completed 

Monitor cleaning and operational stock and advise of requirements to the Finance Officer

Undertake cleaning of designated areas according to instructions 

Assist with maintenance of specialised equipment for example sports equipment

Knowledge, training & experience
Educated to NVQ level 2 / GCSE Grade A-C (new grade 4-9) or equivalent knowledge and experience 

Knowledge of procedures and policies in relation to school security, relevant health and safety, COSH regulations 

Literacy and numeracy skills to enable basic work records to be kept 

Relevant work experience 

Able to use cleaning tools and specialist equipment and undergo training as required

Able to use basic tools to undertake maintenance repairs


Planning, organising and controlling skills
Follow instructions to complete repetitive tasks to stated time and quality standards 

Carries out specified work, for example, daily security checks, basic record keeping, minor repairs, moving furniture & equipment etc.





Communicating & influencing skills
Show courtesy when dealing with other people, using tact and diplomacy.

Be able to exchange straightforward information, asks questions, and seeks clarification re duties and/or requests for caretaking and/or cleaning etc

Provides straight forward information to managers such as reporting hazards, faults in equipment, repairs/maintenance required, etc 

Builds and maintains effective working relationships with colleagues to ensure the appropriate level of service is provided 


Initiative and innovation skills 
Carries out routine tasks such as security checks and minor repairs that do not vary significantly from day to day 

Delivers a direct service to meet school needs and health and safety requirements 

Uses initiative to identify problems and take appropriate action, such as reporting to supervisor or Head Teacher, or if possible repair or resolve , for example graffiti, broken furniture 

Budget accountability 

None

Staff accountability 

Cleaners

Physical effort 

There is a daily requirement to undertake portage duties including moving furniture and equipment within the school and the school site

Work environment 

The job involves cleaning, minor repairs across the school site, dealing with spillages, waste collection, etc. on a daily basis 

Understand, and use, relevant personal protective equipment when required 

Seasonal requirement for example to clear ice and snow (schools cannot be opened unless there is a clear and safe path to and from the premises) 
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St. Helen’s Church of England Primary School 
Person Specification for a Caretaker
	
	Essential

	Desirable

	Qualifications
	None required
	Educated to NVQ level 2 / GCSE Grade A-C (new grade 4-9) or equivalent knowledge and experience 


	
Experience
	The Caretaker should have experience of: 
· Cleaning work 
· Manual labour 
· Working independently 
	In addition, the Caretaker might have experience of: 
· working within an educational environment 
· basic maintenance tasks 
· basic painting and decoration 


	
Knowledge and understanding
	The Caretaker should have knowledge and understanding of: 
· the basic principles of site management 
· the importance of Health & Safety 
· techniques for the repair of damaged or defective equipment or resources 

	In addition, the Caretaker might also have knowledge and understanding of: 
· premises security 
· Health & Safety 
· building maintenance 
· COSHH regulations
· Working at height
· Manual handling

	
Skills
	The Caretaker will be able to: 
· use practical and physical skills to improve the site and buildings 
· deal with emergencies and problems in a positive and systematic manner 
· work alone when required, showing good self-motivation 
· communicate effectively (both orally and in writing) to a reasonable standard 

	In addition, the Caretaker might be able to: 
· use basic power tools and other equipment to make repairs and improvements 
· anticipate and reduce risk where possible 
· demonstrate efficient ways of working 
· [bookmark: _GoBack]basic IT skills


	
Personal characteristics
	
Hard-working 
Good timekeeping 
Honest 
Practical 
Reliable 
Versatile 
Flexible 
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Tasks for caretakers 
This list is not intended to be exhaustive.

	DAILY TASKS
	COMPLETE

	Unlock & lock the school (including setting the alarm where applicable) 
	☐

	Ensure heating and lights are on where necessary and switched off at the end of the day
	☐

	Check all windows and doors are closed at the end of the day 
	☐

	Ensure all fire escapes are clear and unlocked 
	☐

	Inspect the school grounds and clear grounds of litter 
	☐

	Deal with any unpredicted hazards e.g. broken glass, fire or trip hazards, animal fouling etc. 
	☐

	Check outside playground equipment for rubbish, ice etc.
	☐

	Minor maintenance tasks 
	☐

	Empty recycling bins
	☐

	Check Caretaker book for maintenance jobs indicated by staff
	☐

	Support cleaners with daily cleaning routine of the school
	☐



	WEEKLY TASKS
	COMPLETE

	Inspect the roof and remove any play equipment or litter 
	☐

	Check paper and cleaning supply inventory and order as required 
	☐

	Inspect playground equipment and outside areas 
	☐

	Test lighting systems and replace light bulbs and florescent tubes where necessary 
	☐

	Test the fire alarm 
	☐

	Put the bins out for collection
	☐

	Flush water system on a weekly basis
	☐










	MONTHLY TASKS
	COMPLETE

	Audit and log any major maintenance tasks
	☐

	Meet with the Head Teacher to discuss work programme and check all logs and records
	☐



	TERMLY/ SEASONAL TASKS
	COMPLETE

	Check and maintain the caretaker’s equipment and storage areas and order any items needed for health and safety e.g. grit, hazard tape etc. 
	☐

	Carry out inspection of asbestos
	☐

	Carry out full health and safety check
	☐

	Monitor fire drills 
	☐

	Monitor that all health and safety checks (e.g. fire alarm & extinguisher) have been carried out
	☐

	Clean the windows (or arrange for them to be cleaned) 
	☐

	Clear gutters 
	☐

	Clean blue flooring and hall floor with buffer
	☐

	Clean and maintain pond 
	☐

	Maintain Spiritual Garden and Sensory Garden
	☐
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