
 

Job Description 
 
 
Post:   Caretaker / Handyperson    
 
 
Pay Range: Grade E (points 13-19) - 52 weeks, 22.5 hours per week 
 
Responsible to:   School Business Manager 

 
 

 
Job Purpose 
 
The post-holder will be required to ensure that the school functions safely and effectively on a daily basis. 
The role is key to ensuring that all estate and facilities services are available and fit for purpose at all 
times. The Caretaker is expected to carry out a full range of duties to provide high standards of 
cleanliness, general security and maintenance of the school premises as well as to carry out 
handyperson tasks. The Caretaker must adhere to the school’s Health & Safety Policy at all times.  

 

Outline of Main Duties: 
 
1. As the main keyholder, be responsible for the security of the school premises. 
 
2. Be responsible for locking and unlocking school premises, including outside of normal school 

hours by arrangement, and setting security alarm systems as required. Responding to security 
alarm or other call outs in accordance with agreed procedures on a 24 hour basis apart from 
during agreed holiday times.  

 
3. Unlocking all pedestrian gates at 8.30am and 3pm, and locking at 8.50am and 3.30pm.  
 
4. Undertake and record regular checks on play equipment, monthly legionella testing (internal and 

external), alarm systems, weekly fire testing and emergency lighting tests, record these and 
report any problems arising.  

 
5. Identify and report building, furniture or fitting deficiencies to the Business Manager and 

undertake remedial action where possible.  
 
6. Undertake a range of handyperson duties as required, that contribute to the maintenance of the 

school premises (e.g. remedial painting and decorating, repairs to fittings and small scale 
improvements, repairs to taps and cisterns, fitting shelves/noticeboards, constructing furniture 
units when required). 

 
7. Cleaning of school hall. 
 
8. Escort contractors to site of repairs and maintenance and monitor the safety of their working 

practices/quality of work (when required). 
 
9. Take meter readings for electricity and gas when required.  
 



10. Monitor stock supplies, order and take delivery of goods and equipment such as cleaning 
materials and arrange safe storage and distribution and adhere to any COSHH regulations. 
Replenish soap, towel and toilet roll dispensers on a daily basis. 

 
11. Be responsible for general tidiness and safety of outside areas including:  
 

 Keeping drains clear of obstructions 

 Ensuring safe access and egress at all times including keeping 
paths and entrances clear of leaves and moss and gritting and 
snow clearing during severe weather 

 Ensure signage is clean and free from algae/plants 

 Treat car park, pedestrian routes and playgrounds with salt/grit 
as appropriate 

 Ensure playgrounds and outdoor areas are free from leaves, 
moss and mud 

 Check for broken/overhanging branches on a weekly basis and 
remove any that could pose a safety risk 
 

 
12. Maintain staff and pupil toilet facilities ensuring that they are in working order and appropriate 

consumables are available. 
 
13. Carrying out emergency cleaning duties, arising during the working day, including dealing with 

blocked toilets sinks and drains. 
 
14. To have overall responsibility for the operation of the school heating systems, including the 

setting/resetting of timers and checking the operation of the boilers/heating plant. 
 
15. Complete all requested porterage duties as required including setting out/putting away furniture of 

school events, assemblies, lettings etc. 
 
16. Empty external litter bins and ensure site is clear of rubbish and tidy at all times 
 
17. Maintain the school flowerbeds and handweed hard surfaced areas on a regular basis. 
 
18. To undertake additional duties in the school holidays, including, but not exclusively the following 

tasks: 

 Painting small areas, deep cleaning school hall, staining wooden 
frontages/sheds/stores/playground furniture, descaling taps, cleaning toilet ceiling filters, 
cleaning kitchen cupboards, oiling all padlocks/door locks/hinges including external hinges 
and gates  

 
19.  Facilitate lettings of the premises, including unlocking and locking on occasions, out of          

school hours.  
 
20. To undertake relevant training at the request of the School Business Manager. 
 
21. To undertake any reasonable duty at the request of the Headteacher or School Business 

Manager.  
 
In line with our commitment to the safety of our children, all personnel are expected to adhere to school 
policies and promote the health & safety, welfare and protection of our children. 
 
The above job description may be reviewed and/or amended at any time.  


