
JOB DESCRIPTION  

POST TITLE:   School Caretaker (Grade 3) 
  

RESPONSIBLE TO: Head teacher 

 

 
 
PURPOSE OF THE JOB 
 
To provide, in support of the headteacher, an effective caretaking and cleaning service 
(where appropriate) for the school.  
 
To ensure that all visitors and callers to the school are courteously and correctly received 
whether by telephone or in person. 
 
To maintain complete confidentiality of all information. 
 
Duties and Responsibilities: 
 

1. Maintain building cleaning standards where appropriate. 
 

2. Be responsible for the routine and emergency opening and closing of school 
premises and grounds when required. 

 

3. Carry out routine security procedures for school buildings and grounds 
 

4. Report to Headteacher in the event of the following emergencies: fire; flood; 
break-in; vandalism; accident. 

 
5. Assist with enquiries from officers and employees of the LEA, workmen and 

contractors, and report to the headteacher. Direct workmen and contractors to 
the site of repair and maintenance work when required 

 
6. Notify the headteacher of the necessity for any repairs of maintenance 

including those which are outside the normal caretaking duties. 
 

7. Clean outside hard areas e.g. playground, paths and entrances, collect all litter. 
Clean gullies and drains at surface level when required. 

 
8. Take out of use caretaking/cleaning equipment known to be faulty and 

report the need for repair. 
 

9. Operate/clean heating and hot water supply plant (boilers plant) where appropriate. 
 

10. Remove all refuse internally collected from within the school. 
 

11. Accept delivery of stores, materials and other goods and convey to appropriate 
storage areas when required. 

 



 

 

 

12. Move furniture and equipment and other portage duties as required 
 

13. Carry out cleaning in specified areas as allocated by the Headteacher, 
including emergency cleaning as required i.e. as a result of an accident, 
sickness, vandalism. 
 

14. During school closure periods undertake floor treatment work i.e. preparation, 
application of polishes and seals and carpet shampooing, based on 
consultations with the Area Supervisor/Headteacher. 

 
15. Replenish consumable items i.e. soap, towels, toilet paper etc as required 

throughout the school. 
 

16. Replace light source. Clean accessible light fittings, shades and diffusers 
and replace where necessary. 

 
17. Monitor fuel levels. 

 
18. To carry out the above duties in accordance with the schools Equal Opportunities 

Policy. 
 

19. To undertake other duties and responsibilities from time to time commensurate 
with the grade of the post. 

 

This job description will form the basis of performance management and will be reviewed 
periodically. 

 


