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School Caretaker – Job Description 
Job Purpose:
The School Caretaker is responsible for a wide range of duties and responsibilities, relating to the dayto-day operation of the school and the maintenance of equipment, fabric and grounds of the school.  Such duties include, but are not limited to: 
· Daily supervision of staff – Cleaning Supervisor & Cleaners 
· Register as a Key Holder and be one of the points of contact in an emergency call out situation. 
· To undertake tasks as delegated by the Facilities Manager, ensuring that tasks are completed in a timely manner and to a satisfactory standard. 
· To open and secure the school site as necessary for the school operation, requiring the ability to work shift patterns, unsociable hours and working at weekends.
Internal Maintenance:
· Ensure school premises are clean, litter and graffiti free and maintained to required specification.
· Ensure that cleaning machinery and equipment is operational and report any defects.
· Inspect electrical fittings and report all defects which require specialist repair.
· Replace lamps and domestic fuses as required.
· Regularly inspect plumbing and repair/report defects as appropriate, synchronise clocks, time switches etc as required.
· Undertake repairs to fixtures and fittings as appropriate and ensure the ordering and the delivery of materials to deal with the repairs.
· Arrange to clear blockages, remove foreign matter from sinks, toilets, drains etc and clear up any spillages.
· Ensure litter bins and recycling bins are emptied when necessary and put out for collection.
· Complete the redecoration and touching up of school areas.
· Carry out work to improve the site as required by the Facilities Manager.
· Complete compliance and pre-planned maintenance tasks to keep the school building and equipment well maintained and identify any issues.
External Maintenance:
· Maintain the general cleanliness and tidiness of all external areas.
· Empty litter bins on a daily basis.
· Clean and clear all drains and gullies to ensure effective and healthy operation.
· Inspect all fences, gates, walls, steps, lights etc.
· Inspect outside areas for dangerous materials and remove broken glass, syringes/needles, dead animals, excrement etc.
· Remove/obscure all graffiti.
· Undertake designated gardening duties such as maintaining school sport fields, weeding, pruning etc.
· Carry out internal/external window cleaning where necessary.
· To ensure clear and safe pedestrian access to the school particularly in adverse weather conditions (e.g. clearing leaves, snow clearance, gritting etc.).
· Pruning and clearance to ensure unrestricted access and use of premises including Perimeter fencing.
· Carry out grounds maintenance work in order to improve the site as required by the Facilities Manager.
Health & Safety:
· To comply with the requirements of Health and Safety and safer working practices and other relevant legislation and School Policies.
· To ensure Personal Protective Equipment (PPE) is used whenever there are risks to Health & Safety that cannot be adequately controlled in other ways.
· Ensure site areas involved with sickness are cleaned immediately and disinfected where appropriate.
· Assist the Facilities Manager with Fire Safety compliance, supporting the school with the management of fire evacuations, and the implementation and ongoing assessment of fire safety practices/processes/procedures.
· Closely manage and support external contractors who may be on site to complete scheduled or reactive maintenance tasks, ensuring safeguarding and health and safety requirements are met.
Site Security & Associated Duties:
· Carry out security procedures for the school buildings and grounds, setting and un-setting of intruder alarms. You may be called out at weekends/unsociable hours to deal with security problems if the Site Manager is not available or it falls on your shift pattern.
· Responsible for the opening and closing of school premises, including gates, doors, window, fire exits etc. for the purpose of school use, including activities outside of normal school hours such as lettings, functions, contractors, emergency services etc.
· Regularly checking the proper operation and function of alarms and fire equipment and ensuring emergency exits are not obstructed. 
· Liaise as necessary with the emergency services.
· Report acts of vandalism to the Site Manager as necessary.
· Perform security duties at the school gate before/after school.
· Ensure that all keys for the school premises are kept secure at all times.
· Ensure security alarms systems are fully functional and report any issues to Site Manager.


Heating:
· Operating the heating plant in accordance with the Site Manager instructions and endeavouring to ensure the required temperatures are maintained in school premises, and that an adequate supply of hot water is available. 
· Maintaining the boiler houses and plant in a clean and tidy order and ensuring clear access to all service isolators (Gas, Electricity & Water).
· Ensuring that flammable materials are kept out of the boiler room and away from heat sources.
· Replacing light bulbs/tubes/starters as necessary, and report any defects in the heating or lighting systems to the Site Manager immediately.

Moving Furniture and Porterage:
· Move such items of school furniture as required, with due regard to current Health & Safety and Lifting & Handling Regulations.
· Complete deliveries and transporting of resources across the school site. 
· Complete the setting up of furniture and equipment for assemblies, school events, and ad hoc school requirements.

Other:
· Any reasonable task as directed by the Facilities Manager. 
· Any tasks which is appropriate to the post level in order to maintain/enhance organisational effectiveness which may include redeployment to other departments – to include cover for absent colleagues and/or relocation to areas of need.
· Build positive working relationships with school staff and ensure the school can operate as smoothly as possible and create the best environment for our pupils.
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