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Job Title : Caretaker & Key holder School : Mordiford Primary School
Responsible to : Pay & hours : Scale Point 04HC
Headteacher & Office Manager 6 hours per week flexible hours

Main Purpose of the Job :

To ensure that a safe environment, properly lighted and heated is maintained in school in order to
facilitate the effective teaching of pupils and its full use by staff and pupils who use it.

To ensure that a high level of security is maintained throughout the school to protect the resources
employed there.

Main Duties and responsibilities :

To be responsible for the security of the premises and its contents in the absence of the Head teacher and
Deputy Head teacher or any other designated responsible person.

To report on the quality of any cleaning undertaken by contract cleaners.

To be responsible for the use, maintenance and security of plant, machinery and equipment based at the
school.

To act as the key holder and to attend ‘callouts’ out of normal working hours if available.

To ensure that the school is secured if staff are not in school.

To operate the heating, lighting and plumbing systems at the school as directed.

To operate any fire and burglar alarms and to report on any deficiency.

To act as a contact point and to liaise with building contractors.

To clear up paved areas and playgrounds (i.e. by disinfecting drains, picking up litter and emptying litter
bins and clearing grids).

To undertake porterage duties as required and to assist in the unloading of deliveries to the school and
loading of deliveries from the school.

To help with events as necessary, if available (e.g. in car park or putting up temporary fencing)

To undertake basic handyperson duties as necessary (i.e. replacing light bulbs, securing broken windows).
May be required to undertake safeguarding training at appropriate level to role.

Other responsibilities

Be responsible for submitting a timesheet and keeping a record of work done.

Reporting problems back to the office.

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.

The post holder will promote the School’s Health and Safety 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 Herefordshire 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.




Job Title:
Caretaker

Post No:

GENO4 HC4

Grade:

All candidates will be considered on
their ability to meet the
requirements of the person
specification

Essential criteria

Method of
Assessment

Experience

Relevant work experience such as cleaning,
handyperson duties etc.

Application Form,
Interview

Skills and Abilities

Including personal attributes

The ability to carry out straightforward handyperson
duties.

An understanding and perception of the need for a
high standard of cleanliness in schools and tidiness
in the school grounds.

The ability to work systematically when doing checks
of fire alarm, legionnaires checks, boiler timing etc.

A good timekeeper.
An awareness of health and safety issues,
particularly regarding hazardous materials (COSHH —

Control of hazardous substances).

An attention to detail, particularly in relation to the
security of the building(s).

Application Form,
Interview

Qualifications and

Training
including professional qualifications

Willingness to undertake appropriate training, as
required.

GCSE A*-Cor

British regulated qualification framework level 2 and
above or

International English language testing system (IELTS)
score of 5.0

Application Form,
Interview

Fluency Duty -The ability
to converse at ease with
members of staff and
provide advice and
information in accurate
spoken English is
essential for the post.

Other Factors

e.g. ability to work shifts, physical
requirements (with adaptations where
appropriate), ability to drive, agility to
travel around county etc.

A commitment to providing a clean and pleasant
environment for pupils and staff.

To work in support of the ethos of the school.

Healthy, in order to carry out the active duties that
this post demands.

Police clearance.

The ability to attend ‘call-outs’ as specified by the
Headteacher.

Interview

DBS Check (to be done
as pre-employment
check)







