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	The LEARNERs’ Trust
Eckington Business Centre 2,	8 Gosber Street, Eckington,	Sheffield, S21 4DA


Job description and person specification: Caretaker
 
Job title: Caretaker

Location: Somerlea Park Junior School

Salary: Grade 3 Point 2
 
Hours: 37 hours per week.  Split shift 7am – 10am, then 2.30pm – 6.30pm
 
Contract type: Permanent, full-time, all year round. 

Reporting to: Headteacher 



Job Purpose

As a key member of the school team the caretaker reports directly into the Headteacher. To be responsible for the maintenance, security and safety of the school premise ensuring a safe environment for all who enter. To maintain good working relationships with all.     
The Caretaker is responsible for:
· Maintaining clean, safe and secure school premises, which includes buildings and grounds
· Carrying out cleaning, handyperson activities, routine maintenance and refurbishment, porterage, and minor repairs
· Some supervision of school cleaning staff
· Promoting health and safety around the school
                  
 
Key Responsibilities:
 
Health & Safety  
· Ensure a safe working and learning environment in accordance with relevant legislation
· Maintain the security of the site and its contents internal and external, including locking/unlocking premises, activating intruder alarms, and securing the building following damage or vandalism online with school procedures. 
· Monitor unauthorised access, prevent trespassing and unauthorised vehicle parking, without getting into conflict or danger and liaise with emergency services when necessary.
· Liaise with the Police and Fire Services in the event of damages or emergency (out of school hours). 
· Conduct regular Health & Safety compliance checks of the school's building and grounds including alarms, lighting, water, and fire safety systems. 
· Act as custodian/key holder, ensuring emergency out-of-hours nominated person cover is in place. 
· Conduct (but not limited to) HASAW, COSHH, RIDDOR and risk assessments; ensuring proper storage and use of chemicals and equipment. 
· Assist the HT/Senior Leaders in reviewing and updating relevant risk assessments.  Keeping up to date and accurate records of the safety checks. 
· Assist the HT/Senior Leaders on annual H&S and Fire safety audits/actions plans, ensuring maintained and up-to-date records of statutory safety checks and assist with internal audits. 
· Always apply the school’s Health & Safety Policy and COSHH regulations. 
· Ensure all exterior areas, including playgrounds, car parks, pathways and all pedestrian access is clean and safe, particularly in adverse weather conditions (where the school remains open), clearing pathways in accordance with the agreed gritting plan. 
· Report emergencies immediately in the case of gas, electricity or water faults to the Headteacher. 
· Direct and monitor contractors and external trades on-site and inspect completed works as required.
· Perform daily site checks and report any issues affecting safety and security to HT. 
· Oversee the general upkeep of the school premises including heating systems, ensuring temperatures are maintained, and plant equipment is cleaned and maintained. 
· Take reasonable care for personal and others’ health and safety. 
· Oversee pest control measures and respond to hygiene-related emergencies (e.g. spillages).
Site Maintenance 
· Be responsible for the daily opening and closing of the school gates, ensuring the site is secure at the start and the end of each day in accordance with school procedures.
· Supervise cleaning staff and ensure high standards of cleanliness and appearance is maintained throughout the site, including floors, windows (internal/external), classrooms, corridors, toilets as well as outside areas such as drains, boilers houses, stores etc).
· Oversee the general upkeep of the school premises including ensuring lighting and heating systems are effectively operated and maintained, adjusting as necessary and reporting any faults as they arise to the Head Teacher. 
· Receive deliveries and goods arriving at the school site, check them against delivery notes, and ensure they are safely stored or transferred to the appropriate location within the school.
· Undertake general porter duties, including setting up stage, moving furniture and equipment within school.
· Undertake routine, non-specialist repairs and maintenance tasks including but not limited to:
· Changing light bulbs and fluorescent tubes
· Unblocking sinks and toilets
· Minor repairs to doors, locks, and furniture
· Basic Joinery
· Painting and basic decorating
· Fixing loose fixtures and fittings
· Replacing ceiling tiles and floor tiles
· Basic plumbing tasks, like replacing washers
· Assembling or moving furniture
· Regular inspection and maintenance of playground or outdoor equipment
· Cleaning as directed by the Headteacher
· Cleaning of a non-routine nature, to include the removal of graffiti, spillage and blockages (where possible).
· To ensure that all hard playing areas and paths are free from litter and all drains and gullies are free flowing and clear.
· Maintaining adequate levels of equipment necessary for minor repairs, maintenance and efficient operation of the school (e.g. toiletries, light tubes etc.)
· Draw the attention of the Headteacher to any necessary repair or maintenance work that is beyond the competence/safety of the caretaker.
· To assist in the maintenance of the electrical and establishment inventory including carrying out safety checks on electrical equipment prior to use.
· Record water, utility, and equipment meter readings and complete related documentation.


 Lettings 
· To prepare for after-school activities/lettings, clearing and cleaning up after these activities and preparing for normal school activities.
· Assist with lettings outside of normal working hours where required.  


Other Duties 
· Be committed to the safeguarding and promotion of the welfare of children and young people
· Form positive professional relationships and work in partnership with colleagues throughout the Trust.  
· Contribute to the overall ethos/work/aims of the school
· To willingly engage with CPD and training as required by the Trust.   
· To treat all aspects of the role with the strictest confidentiality.  
· Be aware of and comply with policies and procedures in relation to child protection, health and safety, confidentiality, equality and diversity, data protection, and dealing with concerns as appropriate.  
· Any other duties that are reasonably required.  

In addition to the above, the post holder is required to perform such other duties consistent with the purpose of the job, as required by the Trust. This job description is a guide to the major area and duties for which the jobholder is accountable. However, as the Trust develops the jobholder’s obligations may vary and develop.  


erson Specification 
 
 
POST: 	Caretaker 
 
	 
	JOB CRITERIA 

	
	ESSENTIAL 
	DESIRABLE 

	SKILLS: 
 
	· Ability to communicate verbally and in writing, clearly communicating actions and ideas with others. 
· Works well with colleagues and as part of a team but also able to work on their own initiative.   
· Ability to handle staff and workplace difficulties professionally and with diplomacy. 
· Good organisational skills and the ability to prioritise tasks. 
· Able to work to an agreed programme of work with minimum supervision. 
· Works efficiently and effectively and actively looks for ways of improving services and outcomes for our stakeholders 
· Shares the Trust’s commitment to providing a safe environment for pupils  and staff and also treating all with respect and consideration 
· A positive and resourceful approach to problem solving. 
· High level of punctuality and attendance. 
· Handiwork and DIY knowledge and skills. 
· Excellent time management and reliability 
	· Basic IT Literacy 
· Ability to use email and digital systems for logging maintenance requests, record keeping, or compliance checks. 

	KNOWLEDGE: 
 
	· Knowledge of responsibilities under Health & Safety at work act, including Fire, Legionella, RIDDOR, COSHH and risk assessments. 
· Demonstrated experience in routine testing of fire and intruder alarms, with the ability to identify and report faults promptly. 
· Confident in conducting weekly/monthly emergency lighting inspections and maintaining accurate records in compliance with statutory regulations. 
· Experience in carrying out water temperature checks and flushing systems in line with Legionella prevention guidelines and school water safety protocols. 
· Knowledge of operating specialist equipment safely relating to the job role, for example buffing machines etc. 
· Proven ability to handle sensitive information appropriately, maintaining confidentiality in line with GDPR and school safeguarding procedures. 
	 

	EXPERIENCE: 
 
	· Previous contract caretaking and/or site management experience, basic cleaning methods and use of equipment. 
· Previous supervision/management experience of cleaners including cleaner in charge. 
· The use of equipment including floor maintenance machines and industrial vacuum cleaners. 
· Competent in carrying out a range of minor repairs and maintenance tasks including painting, basic plumbing, replacing fixtures, and general upkeep of school premises. 
· Premises security and the ability to make secure emergency repairs. 
· Maintenance of heating systems. 
· Previous experience of working as part of a team and staff supervision. 
	· Training or experience in supporting school fire drills and evacuation procedures. 
· Previous caretaking or site management experience in a school or educational environment. 

	QUALIFICATIONS: 
 
	 
	· Holds a current First Aid at Work certificate or willingness to undertake training. 
· Recognised building maintenance, Health & Safety, or facilities management qualification (e.g. IOSH, City & Guilds, BIFM). 

	EQUAL 
OPPORTUNITIES: 
	· Awareness of and commitment to, promoting equality, diversity, and inclusion in accordance with current LEA and national education policies. 
	 

	OTHER 
REQUIREMENTS: 
 
	· Sense of humour and the ability to form positive working relationships with others. 
· Reliable and conscientious 
· Able to work additional hours and outside of normal working hours including school holidays when necessary. Ability to work flexibly 
· Commitment to safeguarding and promoting the welfare of children and young people. 
	· Outside interests that can be used to enrich school life. 
· Full UK driving licence and ability to drive on school business (if applicable) 
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