
 

 
CORNERSTONE PRIMARY C of E SCHOOL 

 
 
POST TITLE:     Caretaker 
 
RESPONSIBLE TO:    The Headteacher  
 
FUNCTION: To be responsible for the total site management, including security, safety, 

cleanliness and general maintenance of the school site. 
 
 
PERSONAL QUALITIES 
The Caretaker will need to be able to work on their own initiative, to have a good level of DIY skills, to be 
flexible and adaptable, and be able to relate with tolerance and patience to children, staff and the public, 
maintaining good personal relationships and a co-operative team spirit.  
 
CONSTRAINTS 
The Caretaker will be required to respect the confidentiality of information concerning children, families, staff 
and school matters of which they may become aware during the course of their duties. 
 
Children must be treated with the same courtesy as will be expected from them but may be verbally 
admonished in a firm but polite manner if necessary.  They must not be physically touched in any way. 
 
DUTIES 
Under the general direction of the Headteacher and subject to consultation with senior school staff the 
Caretaker will be required to undertake the following duties and any duties that may reasonably be allocated 
from time to time by the Headteacher. 
 
SPECIFIC RESPONSIBILITIES 
 
Daily Tasks at Appropriate Times 

 Unlock gates and doors, switch off burglar alarms, switch on water heaters etc as appropriate. 

 Check the building for break-ins, vandalism or damage and for the proper functioning of the main 
utilities. 

 Check the operation of the heating system. 

 Complete any cleaning schedules in agreed areas to the required specification. 

 Empty playground litterbins.  

 Replenish toiletry items as needed. 

 Carry out any agreed furniture movements. 

 Report problems to the Headteacher or Administrative Officer. 

 Check the arrival and monitor the work of the cleaning staff as appropriate. 

 Check that lights, water heaters and electrical appliances are switched off and unplugged as 
appropriate. 

 Check that windows and doors are secured allowing for evening activities where necessary. 

 Prepare for and monitor evening activities as arranged. 

 Set burglar alarm and secure the site. 
 
 



 

Weekly Tasks at Appropriate Times 

 Check and replace fluorescent tubes, starters and light bulbs as needed. 

 Clean outside hard areas as needed including the access roads, paths and playgrounds. 

 Clear litter from the site. 

 Check and clear external drains and gullies as needed. 

 Check the operation of the fire alarm as per the prepared schedule and check that the fire doors are 
opening freely. 

 Meet with the Headteacher to arrange schedules and priorities and report progress. 
 
Periodic Tasks Carried Out as Needed or Directed 

 Attend to and clear up any emergency occurring whilst on duty including spillages, floods, vomit etc. 

 Prepare areas for school-related activities and functions, moving furniture etc as needed. 

 Enable access of and liaise with authorised contractors. 

 Respond when available to any call out from emergency services as principle (but not sole) key holder. 

 When necessary, organise any emergency repair to secure the building. 

 Maintain and operate the heating system and utilities arranging for maintenance contractors to be 
called to malfunctions and informing the Headteacher and Administrative Officer of these. 

 Requisition caretaking / cleaning supplies within budget limits, checking and recording their delivery. 

 Maintain and store caretaking equipment and supplies in a safe and functional condition. 

 Clear snow and ice from and apply rock salt to external paths as needed. 

 Move goods as required after delivery, assisting with unloading heavy items when on site. 

 Undertake handyperson repairs and improvements within your level of competence, allowing for 
caretaking priorities. 
 

Development and maintenance of school facilities 

 Initiating ideas for the improvement of facilities on the school site. 

 Ensuring the repair and maintenance of all school equipment including liaison with the responsible staff 
where necessary to carry out this work. 

 
Energy 

 Monitoring consumption and looking for ways of improving economy 
 
Contract Supervision 

 Supervision and line management of all cleaning staff. 

 Overseeing Grounds Maintenance contractors. 

 Overseeing all buildings maintenance contractors. 

 Overseeing of site security contractors. 

 Overseeing all equipment maintenance contractors. 

 Overseeing all site work, for quality and best value, following up defaults and their correction. 
 
Governors 

 Attend relevant Committee meetings, if required 

 Complete an annual buildings/grounds inspection with governors 

 
Health and Safety 
In carrying out the above tasks the Caretaker will be expected to create and maintain a safe environment by 
ensuring that health and safety regulations and agreed codes of practice for Hampshire County Council 
employees are adhered to. 

                      


