Caretaker Job Description

May 2026

All staff are expected to:

Work in accordance with school and Hampshire County Council policies and procedures.
Uphold the school values and provide excellent moral, social, spiritual and cultural role models.
Put the needs of the school’s pupils first.

Core Duties & Responsibilities:

To ensure the school premises and grounds are maintained to a high standard, providing a safe,
tidy, and secure environment for pupils, staff, and visitors.

Maintain outdoor areas including playgrounds, paths, and green spaces.

Receive deliveries and distribute supplies.

Lock and unlock school as agreed with line manager.

Liaise with external contractors and service providers.

Any other duties commensurate with the general level of responsibility of the post that the
Headteacher may from time to time ask the post-holder to perform.

Site Maintenance

Note and report all building and fabric defects.

Carry out routine maintenance repairs as requested, subject to training and previous experience.
Make the area safe and carry out emergency repairs as appropriate.

Carry out internal and external maintenance and redecoration as instructed by line manager.
Meet with HT, Business Manager or H&S Governor to carry out half-termly premises inspections.
Operate the school heating systems, ensuring they are set to operate at appropriate times.
Replace light bulbs and clean light fittings as required.

Clean windows as required.

Ensure all tools and machinery relevant to the post is serviced, maintained and stored securely.
Ensure the grounds are maintained, including clearing of leaves, minor pruning, emptying of
external waste bins and litter picking.

Take responsibility for clearing snow or ice from paths for access, dealing with break-ins or other
damage caused to school property, as agreed with line manager

Take and record meter readings as requested by line manager.

Collect and assemble waste for collection.

Security

Act as keyholder for the school.

Lock and unlock including activate and deactivate intruder alarm system as directed by line
manager.

Be on call for emergencies as agreed with line manager.

Heath and Safety

Supervise contractors on site ensuring all Health and Safety requirements are adhered to.
Report defects to term contractor and line manager.



e Act as Nominated Responsible Person for Asbestos Register.
e Have awareness of COSHH Regulations.
e Carry out health and safety checks, including:
o Carrying out boiler room inspections

Site inspection - Complete daily visual site safety inspection
Playground equipment - ensure all safety checks are carried out and any defects reported
Drains and drain covers - carry out and record inspections of all drain covers and manholes
Call points - carry out weekly test of fire alarm call points
Fire extinguishers - carry out monthly inspection of fire extinguishers
Emergency lights - carry out monthly tests of emergency lighting
Fire doors - carry out quarterly inspection of fire doors

o Final exit doors - carry out inspection of final exit doors
Management of Legionella:

o Flushing - carry out and record weekly and periodic flushing of the water system

o Temperature recording - carry out and record water temperature recordings
Ensure all cleaning equipment has current PAT certification.
Carry out and record inspection of all access equipment.
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PERSON SPECIFICATION
Core Skills Essential Desirable
Experience in a caretaking, maintenance, or facilities role. X
Basic knowledge of building maintenance and repair. X
Basic understanding of health and safety regulations. X
Ability to work independently and take initiative. X
Good communication and interpersonal skills. X
Reliable, punctual, and trustworthy. X
Experience working in a school or educational setting. X
Relevant qualifications (e.g. NVQ in Facilities Management, Health & X
Safety).
Knowledge of safeguarding procedures. X
First Aid qualification. X
Knowledge and Understanding
Ability to work under direction and on own initiative X
Ability to liaise effectively with colleagues X
Ability to follow and adhere to school / Hampshire County Council X

workplace policies

IT Knowledge and basic skills (for training, recording and internal X
communications)

Good understanding of Health and Safety practices X

Personal Skills & Attributes Essential Desirable




Commitment to the School’s ethos and values

Calm and patient

Willingness to be flexible

Friendly and approachable personality

Willingness to grow and develop professionally

Organisational skills

Awareness of the importance of confidentiality

Good attendance and work ethic

High commitment to providing the highest standards for the pupils
within the school’s care

XX | |[>x|>X[X|[X]|X]|[X

Commitment to safeguarding and equality at all times

Safeguarding

Safeguarding training

Note - This person specification is not necessarily a comprehensive definition of the post. It will be
reviewed and may be subject to modification and amendment after consultation with the post-holder.

William Gilpin CE Primary School is committed to safeguarding and promoting the welfare of young
people and expects all members of staff to share this commitment. An enhanced DBS disclosure is

required for all posts.




