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Holme Grange School 
Job Description 

School Caretaker 
Introduction 
 
The performance of all the duties and responsibilities shown below will be under the reasonable direction 
of the Estates/Facilities Manager, Headteacher or other Senior Manager if appropriate, who will be mindful 
of his/her duty to ensure that the employee has a reasonable workload and sufficient support to carry out 
the duties of the post. 
 
This job description will be reviewed at least annually and any changes will be subject to consultation. The 
school’s Grievance Procedure will be used to resolve any dispute arising out of the job description. 
 
Job Purpose 
The purpose of this role is to ensure that the school’s facilities are correctly cared for and that the school 
site is secured at the end of the day. 
 
Hours of Work 
 
This is a full time role working 2pm to 10pm (including 30 mins unpaid break) Monday to Friday in term-
time and flexibly in holiday times; the caretaker will always work 7 ½ hours a day.  Additional hours may be 
available in the morning. 
 
Variations to these times may be necessary on certain occasions when meetings, building work, functions 
etc. are held at the school.  Any variation will be notified in advance. 
 
Holiday entitlement 
20 days per year plus bank holidays. 
 
DESCRIPTION OF DUTIES 
 
Under the direction of the Estates/Facilities Manager the Caretaker will be responsible for the security of 
the premises and its contents (including the operation of fire and burglar alarms and key holder 
responsibilities lighting, heating and cleaning of the premises (Including maintenance and operation of 
plant); porterage and handyperson duties; and other duties arising from the use of the premises. The 
Caretaker may also drive the school mini bus as part of their duties. 
 
DUTIES AND RESPONSIBILITIES 
 
Security of Premises 
 

• Carrying out security procedures for school buildings and grounds;  

• Walking around buildings checking that premises have not been disturbed  

• Switching lights on/off as required;  
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• Checking and securing windows and internal doors;  

• Switching on/off appropriate alarm systems;  

• Locking/unlocking school gates and external entrance doors;  

• Preventing trespass on school premises and grounds;  

• Ensuring unauthorised parking of vehicles does not occur;  

• Carrying out recognised procedures in the event of fire, flood, breaking and entering accident or 
major damage;  

• Providing access to the school in the event of emergency situations;  

• Dealing with inquiries from teaching staff, students and pupils, parents, workmen and contractors, 
and members of the public.  

• Checking and securing the school premises subsequent to out of hour’s intruder alarm activation. 

• Register as a Key Holder and be a point of contact in an emergency call-out situation. 
 
Lighting and Heating of Premises  
 

• Checking and replacing electric light bulbs or tubes which are in position where safe access is 
available (see Education Codes or Practice);  

• Operating the heating plant so that the required temperatures are maintained in the school 
premises, and that an adequate supply of hot water is available;  

• Carrying out frost prevention procedures as instructed;  

• Carrying out routine inspection and maintenance procedures in accordance with the instruction of 
the schools Heating Engineers on ancillary equipment such as checking automatic pumps in areas 
subject to flooding.  

• Read Gas Electric and Water meters as required 

• Monitoring and setting of heating controls and boilers 
 
Cleanliness of Premises  
 

• Act as the point of contact for the cleaning staff when the Estates/Facilities Manager is not 
available. 

• Walking around play areas and drives daily, picking up paper and litter, etc. from all areas including 
paths, flowerbeds and grassed areas;  

• Sweeping excess dirt from patios and hard surfaces and clearing leaves during the Autumn period;  

• Ensuring that dustbin points are clear, emptying litter bins and keeping clean, and distributing bins 
as required 

• To rock salt same etc. in frosty weather to ensure that all drains, gullies and grids are kept flowing 
free and clean, including cleaning blockages.  

 
Porterage  
 

• Taking delivery of stores, materials and other goods received by the school and storing them as 
instructed; replenishing stock in washrooms (paper towels etc) 

• Dispatching, goods, materials, etc. from the school 

• Laying out and stacking furniture as require 

• Any other porterage duties as requested by the head of the establishment.  
 

Safety at Work  
 

• Ensuring that all cleaning and caretaking activities are carried out in the safe manner described in 
the Codes of Practice;  

• Complying with all procedures required by the School Safety Officer;  
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• Ensuring the Health and Safety of the children and they alight and disembark the school buses.  

• Ensure that the school’s fire safety systems and equipment are checked weekly.  

• To be responsible for carrying out daily safety checks on the grounds, playgrounds, equipment and 
surfaces.  

 
Major Repairs and Maintenance 
 

• The Caretaker must draw the attention of the Estates/Facilities Manager to any repairs or 
maintenance work required at school.  

• Be aware of the location of all stopcocks, gas and electricity meters and read meters as required. 

• Ensure that the boiler house is tidy and that no flammable material is stored there. 

• Make safe any hazards and ensure that the area is cordoned off. 

• Keep paths entrances free of ice and snow to ensure the safety of children, parents, staff and 
visitors. 

 
General 
 

• Driving the school vehicles as required and subject to conditions governing this activity. 

• Carryout duties as may be reasonably required by the School Governors, Headteacher and 
Estates/Facilities Manager  

• All employees working with children and young people have a responsibility for safeguarding and 
promoting their welfare. 

 
SAFEGUARDING AND CHILD PROTECTION 

 
The post holder’s responsibility for promoting and safeguarding the welfare of children and young 
persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and 
ensure compliance with the School’s Child Protection Policy Statement at all times. If in the course of 
carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to 
the safety or welfare of children in the school, s/he must report any concerns to the School’s Child 
Protection Officer. All Holme Grange staff must have an enhanced DBS disclosure. 
 
All staff are expected to read and abide by the requirements of the staff handbook (copies are available 
to all new staff and a permanent copy is kept in the staff room and on the school network). 
 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each 
individual task undertaken may not be identified. 
Employees will be expected to comply with any reasonable request from a manager to undertake work 
of a similar level that is not specified in this job description. 
 
Employees are expected to be courteous to colleagues and provide a welcoming environment to 
visitors and telephone callers. 
 
The school will endeavour to make any necessary reasonable adjustments to the job and the working 
environment to enable access to employment opportunities for disabled job applicants or continued 
employment for any employee who develops a disabling condition.  This job description is current at 
the date shown, but following consultation with you, may be changed by the SMT to reflect or 
anticipate changes in the job which are commensurate with the salary and job title. 

 


