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JOB DESCRIPTION Caretaker
		
	Job Title: 
Caretaker
	Post No: 


	Grade: 
HC04


	Organisational information:
Organisation:  Kingstone Academy Trust
Location:  Kingstone Academy Trust
Responsible to:   Site Manager  
Responsible for: External contractors

	Main Purpose of Job:

To provide an effective caretaking, security and maintenance service across Kingstone Academy Trust sites, ensuring that all buildings, grounds and facilities are safe, secure, compliant and well maintained. 

The Caretaker will support the day-to-day operation of the school environment through site security, statutory compliance checks, minor maintenance works, grounds upkeep and the preparation of facilities for educational and community use.

Working as part of a small site team, the postholder will contribute to maintaining a safe and welcoming environment for pupils, staff, visitors and contractors, ensuring that the Trust's premises are fit for purpose and meet all relevant health and safety requirements.


	Main Responsibilities / Accountabilities 
The jobholder will be expected to complete the responsibilities / accountabilities effectively in order to deliver the key objectives of the organisation

The duties and responsibilities listed below are indicative of the tasks the Caretaker will perform and are not intended to be an exhaustive list. 
The postholder will be expected to take on additional responsibilities appropriate to the role as they arise.
Site Security
Act as a key holder - unlock and secure school buildings, gates and facilities in accordance with agreed schedules.
Set and unset alarm systems and report faults or concerns promptly.
Carry out regular security patrols of the site and grounds.
Monitor site access and challenge unauthorised visitors in accordance with school procedures.
Ensure perimeter fencing, gates and entrances remain secure and safe.

Health, Safety and Compliance
Support the implementation of the Trust's Health and Safety policies and procedures.
Carry out routine premises inspections and identify any defects, hazards or risks.
Complete and maintain records for statutory and routine compliance checks, including:

Fire safety inspections
Emergency lighting checks
Water hygiene and temperature monitoring
Legionella control measures
Playground and outdoor equipment inspections
Security and premises checks

Support fire evacuation procedures and emergency planning arrangements.
Report accidents, incidents, hazards and near misses through approved processes.
Ensure safe storage and handling of tools, materials and chemicals.

Premises and Building Maintenance
Undertake routine maintenance and minor repairs to buildings, fixtures, fittings and equipment.
Carry out basic plumbing, carpentry, decorating and general maintenance tasks within competence levels.
Monitor the condition of the premises and report defects requiring specialist attention.
Assist in coordinating and supervising contractors working on site.
Ensure maintenance works are completed safely and with minimal disruption to education activities.

Grounds Maintenance
Maintain school grounds in a clean, safe and presentable condition.
Carry out litter picking, sweeping and general external maintenance.
Assist with seasonal duties including gritting, snow clearance and adverse weather preparations.
Ensure pathways, entrances, playgrounds and parking areas remain safe and accessible.
Monitor outdoor areas for hazards and report any issues promptly.

Operational Support
Prepare rooms, halls and learning spaces for assemblies, examinations, meetings and events.
Move furniture and equipment as required across the Trust.
Receive and safely store deliveries and supplies.
Assist with waste disposal and recycling arrangements.
Provide practical support for school events, lettings and community activities, including occasional out-of-hours working.

Contractor and Visitor Management
Facilitate access for contractors and visitors in accordance with safeguarding procedures.
Monitor contractor compliance with health and safety requirements while on site.
Ensure visitors and contractors sign in and comply with site rules.
Report concerns regarding contractor performance, safety or safeguarding matters.

General Responsibilities
Always promote and safeguard the welfare of children and young people.
Maintain confidentiality and comply with data protection requirements.
Work collaboratively with colleagues across all Trust sites.
Attend relevant training and professional development as required.
Demonstrate a flexible approach to working arrangements in response to the needs of the Trust.
Undertake any other duties commensurate with the grade and responsibilities of the post.




	Other information:
· Disclosure type:  Enhanced.


	General information:
The post holder will be required to comply with organisation’s policies and procedures. 

The organisation has a no smoking policy. Employees are not permitted to smoke on any of the organisation’s premises nor in any vehicle used on organisation business.

The postholder will promote Kingstone Academy Trust’s Health and Safety at work policies and ensure that these are implemented effectively within his/her areas of responsibility.

Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that employees are aware of the Kingstone Academy Trust’s Safeguarding procedures for sharing information about the welfare of any person for whom they have safeguarding concerns. Employees have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate.

This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of the organisation.

Other activities commensurate with this Job Description may from time to time be undertaken by the post holder.



Date Job Description last reviewed:    July 2026







PERSON SPECIFICATION Caretaker
 
	Job Title:  
Caretaker 
	Post No:  

 
	Grade:  
HC04 
 

	All candidates will be considered on their ability to meet the requirements of the person specification 
	Essential criteria 
	Method of Assessment* 

	 Experience 
 
	· Experience of caretaking, site maintenance, facilities management, building maintenance or a similar role.
· Experience of undertaking routine inspections and identifying maintenance issues.
· Experience of carrying out minor repairs and maintenance tasks.
· Experience of following health and safety procedures in the workplace.
· Experience of working independently and managing competing priorities.
	Application Form / Interview 

	 Skills and Abilities 
Including personal attributes 
	· Ability to undertake a range of practical maintenance and repair tasks safely and effectively.
· Ability to identify hazards and take appropriate action to minimise risks.
· Ability to organise and prioritise workloads to meet deadlines.
· Ability to maintain accurate records and complete documentation.
· Good communication skills when dealing with staff, pupils, visitors and contractors.
· Ability to respond calmly and appropriately to emergencies and unexpected situations.
· Ability to undertake physical duties associated with the post, including manual handling and moving equipment.
· Reliable, trustworthy and committed to maintaining high standards.
· Flexible and adaptable approach to work and changing operational needs.
· Proactive and able to use initiative to solve problems.
· Willingness to participate in a rotating shift pattern and holiday cover arrangements.

	Application Form / Interview 

	Knowledge
	· Knowledge of general building maintenance principles and safe working practices.
· Knowledge of statutory compliance requirements including fire safety, water hygiene and Legionella control.
· Understanding of the importance of security and safeguarding within a school environment.
	Application Form / Interview 

	Qualifications and Training 
including professional qualifications 
	· Literacy and numeracy skills equivalent to GCSE Grade 4/C or above in English and Mathematics, or able to demonstrate equivalent experience.
· Willingness and ability to undertake training relevant to the role.
	Application Form / Interview 

	 
Other Factors 
 
	· Willingness to learn and work in support of the school’s guidelines, policies (e.g. safeguarding policy) and the inclusive ethos of the school 
· Have a commitment to on-going personal and professional development by having a willingness and ability to attend relevant courses and share good practice with others 
· An Enhanced Disclosure 

	 
Interview 
 
 
 
DBS Police Check 

	Line Manager Signature: 
 
Date: 


*Method of Assessment: AF = Application Form; I = Interview; S = Selection Method; P= Presentation 
 
Date Person Specification last reviewed   	July 2026 



Job Description (created by KAT July 2026)
image2.png
"4
L2

Kingstone

ACADEMY TRUST




