
Pennine View School 
 

JOB DESCRIPTION  
 

 
Post Title :  Caretaker 
 

Grade:   Band D  (SCP 14 - 17) 
 
Hours: 14 hours 
 
Responsible to:  Headteacher   
 
Purpose:   To provide an effective and efficient management of the school 

premises and carry out any reasonable instruction from the 
Headteacher or School Business Manager. To maintain good 
working relationships with teaching and non-teaching staff at the 
school.                       

                                 
Main Duties and Responsibilities 
 
Security 
 
1. To be responsible for the security of the premises and its contents and ensure 

the security procedures at the school prescribed by the Trust and supplemented 
by the Headteacher are operated effectively.   

 
2 To prevent trespassers on school premises or grounds with out getting into 

conflict or danger and to ensure that unauthorised parking of vehicles does not 
occur. 

 
3  To ensure school security systems are operational and functional to the business 

of the school. 
 
Heating and Lighting 
 
1. To operate and maintain the heating plant (solid fuel, gas, oil or electric) in   

 accordance with approved procedures in order to ensure required               
 temperatures and an adequate supply of hot water. 

 
2. To report any faults in accordance with School procedures. 
 
3. To manage the routine cleaning and day to day maintenance of heating and 

lighting plant in order to ensure efficient operation and the economic use of 
fuels. 

 



4. To ensure fuels are stored safely and securely in correct locations within the 
school. 

 
5. To carry out frost protection procedures as necessary. 
 
6. To ensure adequate lighting for premises and access routes as necessary. 
 
7. To maintain records of location of meters and main services, e.g. stop taps, gas 

taps, etc. and ensure the records are clearly displayed and easily available. 
 
Preparation and Cleaning of Premises 
 
1. To ensure that School premises and furnishings are cleaned in accordance with 

the Trust’s standards, methods and schedules, and any changes introduced by 
the School. 

 
2. To ensure that all hard playing areas and paths are free from litter and all drains 

and gullies are free flowing and clear.  To ensure that there is safe access to the 
School (e.g. main walkways, paths and entrances) in severe weather conditions. 

 
3. To requisition adequate cleaning materials in accordance with prescribed 

procedures.  
 
4. To take delivery of, allocate and distribute cleaning materials. 
 
5. To ensure the safe storage and usage of cleaning equipment and materials of 

the School and DSO or private contractors. 
 
6. To ensure that School premises are cleaned in accordance with the Trust’s or 

School’s specification for the DSO / private contractor and complete appropriate 
documentation.  To take appropriate action where the specification is not met. 

 
7. To prepare for after-school activities, clearing and cleaning up after these 

activities and preparing for normal school activities. 
 
 

Emergencies 
 
1. To carry out the necessary task in accordance with approved procedures in the 

event of fire, flood, breaking and entering, accident, major damage and other 
emergencies. 

 
2. To act as first point of contact for emergency services both inside and outside 

working hours.. 
 

 
 



Repair and Maintenance 
 
1. To carry out routine basic repairs and maintenance work to the fabric of the 

building and the Plant at the School and maintain records of the work carried 
out.  For example changing fuses, plugs, changing tap washers, board up 
windows, simple joinery, etc. 

 
2. Notify the Head Teacher of any repairs or maintenance work required at the 

School which requires specialist staff. 
 
3. To maintain a detailed and up to date record of outstanding routine and 

emergency repairs and maintenance work.  
 
4. To direct workmen and contractors to the site of repair and maintenance work 

and inform the Head Teacher where the work has not been completed 
satisfactorily, that is if faults persist. 

 
5. Liaise with contractors for heating maintenance and repairs, electrical checks 

and repairs.  Arrange for the company offering the “best value” to complete the 
task. 

 
6. To be responsible for the monitoring of all work carried out by contractors and 

ensure that it is of a high standard. 
 
Porterage 
 
1. To be responsible for the ordering, receipt and storage of materials, equipment 

and other goods at the school. 
 
2. To receive and ensure safe storage of store deliveries made to the School. 
 
Letting of Premises 
 
1. To ensure the letting of premises are carried out in accordance with agreed 

procedures. 
  
 
Health and Safety 
 

1. To ensure that all caretaking and cleaning equipment, materials and tools are in 
a safe condition and that the employees responsible to the Site 
Manager/Supervisor adopt safe working practices. 

 
2. To ensure the duties and responsibilities are carried out in a safe manner and 

safe working practices are adopted in accordance with the requirements of the 
Health and Safety at Work Act 1974. 

 



3. To ensure the correct protective clothing, materials and equipment is used at 
all times. 

 
4. To assist in carrying out fire drills when necessary. 
 
Other Duties 
 

1.    The duties and responsibilities of the job are those required at the date of         
 compilation of the document and other duties and responsibilities may be       
 required by management to be undertaken from time to time. These will            be 
implemented in consultation with the employee. In addition, other                   duties 
will be carried out for jobs up to and including those in the same              grade, 
provided such duties are within the competence of the employee. 
 
 
2. To be familiar and comply with all relevant Health and Safety, Operational, 

Personnel, Data Protection and Financial Regulations, policies and procedures. 
 
3. To ensure equality of opportunity is afforded to all persons both internal and 

external to the Trust, actively seeking to eliminate any direct or indirect 
discriminatory practices/behaviour. 

 
 
 
 
Signed:  ………………………………………….. 
 
 
Signed:  …………………………………………. (Head) 
 
 
Date:  ………………………………….. 


