	[image: ]	  
Glade Primary School
Assistant Caretaker
                       JOB DESCRIPTION 
 

Assistant Caretaker – Job Description
Job Purpose
To support the Site Manager in maintaining high standards of cleanliness, security, safety, and general maintenance across the school premises. The role includes cleaning, basic handyperson duties, site preparation, and supporting caretaking operations as required.

Job Summary
1. Assist in providing an efficient and effective caretaking service.
2. Support the monitoring of cleaning and grounds standards.
3. Carry out routine cleaning, site maintenance and operational duties under the direction of the Site Manager or Business Manager.

Key Responsibilities and Accountabilities
Main Tasks
Security & Access
· Assist with opening and locking the school premises as directed by the Site Manager.
· Support the setting and unsetting of alarm systems and respond to call-outs when required.
· Help ensure safe access to the site during adverse weather, including gritting, clearing snow, and ensuring paths are safe.
Health, Safety & Compliance
· Carry out routine safety checks (e.g., playground equipment, ladders, fire extinguishers) as instructed and report issues to the Site Manager.
· Support monitoring of fire drills and fire safety equipment.
· Report hazards, defects or maintenance needs promptly.
Cleaning & Hygiene
· Undertake cleaning duties in designated areas, including emergency cleaning (e.g., spills, sickness).
· Maintain cleanliness of external areas such as playgrounds, paths, and entrances.
· Ensure toilets and facilities are clean, stocked and operational.
· Empty internal and external bins and remove refuse to collection points.
Site Maintenance & Repairs
· Carry out basic non-specialist maintenance work within DIY capability (e.g., minor plumbing, carpentry, general repairs).
· Maintain outdoor areas including weeding, sweeping, and basic gardening.
· Assist with maintenance of the forest area, reporting hazards such as broken or overhanging branches.
Operational Support
· Accept and move deliveries to appropriate storage areas.
· Move furniture and equipment as required (e.g., hall set-ups, classroom moves).
· Assist with escorting contractors on site and support the Site Manager in monitoring their work.
· Help maintain stores of cleaning materials and caretaking equipment.
Cleaning Equipment & Resources
· Use cleaning equipment (e.g., vacuum, buffing machine) safely and correctly.
· Report faulty equipment and take it out of use as required.
· Assist with meter readings and recording energy usage when needed.
Premises Support During School Closure Periods
· Support floor treatment tasks (e.g., stripping, polishing).
· Assist with periodic deep-cleaning and maintenance projects.

Health & Safety
· Comply with Health & Safety and COSHH regulations at all times.
· Follow lone-working procedures where required.
· Take reasonable care of own safety and that of others.
· Report serious hazards immediately to the Site Manager, SBM or Headteacher.

General Duties
· Work within all school policies, including safeguarding and data protection.
· Contribute to creating a safe and effective learning environment.
· Communicate effectively with staff, contractors and visitors.
· Maintain confidentiality where required.
· Undertake training and development as directed.
· Carry out administrative tasks relevant to caretaking duties (e.g., checklists, cleaning logs).

Other Responsibilities
· Support lettings and ensure users adhere to site rules.
· Carry out additional reasonable duties as required by the Site Manager, Business Manager or Headteacher.
· Assist in record-keeping for maintenance, cleaning schedules and compliance checks.

Records Management
The post-holder is responsible for ensuring any records they create or use are managed in line with school procedures.
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	QUALIFICATIONS 
	
	

	1.  
	GCSE in English Language and Maths at grade C or above 
	E 
	  
	 

	KNOWLEDGE 
	
	

	2.  
	An understanding of the main Health & Safety Regulations, including COSHH and risk assessment, and how they apply in a school environment. 
	D
	 
	 

	3.  
	A knowledge of procedures associated with the recruitment, supervision and training of other employees. 
	D 
	 
	 

	EXPERIENCE 
	
	

	4.  
	Experience of carrying out specialist building maintenance work, within the reasonable capacity of a normal handyperson. 
	D 
	 
	 

	5.  
	Experience of keeping work records. 
	E 
	 
	 

	SKILLS & ABILITIES 
	
	

	6.  
	Ability to undertake a range of Site Supervisor and cleaning duties. 
	E 
	 
	 

	7.  
	Ability to identify work priorities and manage own workload, whilst ensuring that lower priority work is kept up to date. 
	E 
	 
	 

	8.  
	Ability to act on own initiative, dealing with any unexpected problems that arise. 
	E 
	 
	 

	9.  
	Demonstrate good inter-personal skills and communicate with a range of people. 
	E 
	 
	 

	10.  
	Ability to provide high quality supervision, training and support to cleaning staff. 
	E 
	 
	 

	11.  
	Ability to inspect and record the work of others. 
	E 
	 
	 

	12.  
	Ability to work effectively and supportively as a member of the school team. 
	E 
	 
	 



We want our school to be a great place to work and to ensure that our communities are represented across our workforce.  A vital part of this is ensuring we are a truly inclusive organisation that encourages diversity in all respects, including diversity of thinking. We particularly welcome applications from Black, Asian and those of Other Ethnicities, LGBT+, disabled and neurodiversity communities to make a real difference to our community so that equalities and justice remains at the heart of everything we do.
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