
JOB DESCRIPTION for Assistant Caretaker 
 

Name :  
 
         

School: Kennington CofE Academy Location: Ashford, Kent 

Job title: Caretaker 
 

Salary range: APLb 

Start Date:   Subject Leadership: N/A 

Hours of Work: 40 hours over a 2 week period. 52 weeks a year.   

 
 

Job Purpose 
 
To provide a clean, safe and functional environment for users of the school buildings and grounds.  

 

 Main Responsibilities and Duties 

1.  

To develop an ongoing proactive approach to site maintenance, undertaking general 
repairs around the establishment, inside and out.  These will include decorating, repairs, 
basic plumbing, drain clearance and carpentry to ensure the site is a safe and tidy 
environment for students, staff and visitors. 

2.  
Maintain the security of the premises by opening or closing premises and signing in 
visitors when necessary.  Inform of any defects in doors, latches and fences to maintain 
security around the site.  Act as key holder for out of hours contact. 

3.  

To ensure the maintenance of a clean and orderly working environment cleaning all 
surfaces, fixtures and fittings including: 

 Cleaning as and when required 

 undertaking special cleaning programmes during school closure or other designated 
periods in compliance with the specification for the premises, 

 collecting and dispose of waste in appropriate manner; and cleaning and maintaining 
waste bins.  

 maintain and arrange orderly and secure storage of supplies, and refill and replace 
consumables.  

4.  
    Monitor the boiler to ensure it is kept running on a day-to-day basis to meet the 
establishments needs. 

5.  
Assess the school buildings and perimeter for dangerous items and litter.  Ensuring any 
items for immediate action are dealt with and the long-term items are scheduled. 

6.  
Ensure all areas including the outside of the school are kept free from litter, sweeping 
leaves, emptying bins, washing down areas etc. to maintain a clean and tidy environment. 

7.  

Proactively identify and report any defects to the Site Manager to ensure health and safety 
procedures are followed and to enable repairs to be carried out.  Record serious hazards 
to site manager immediately.  Carry out repairs or arrange for contactors where 
necessary. 

8.  
Assist In taking meter reading from appropriate sites around the establishment to ensure 
invoices received are correct and budget monitoring is maintained. 

9.  
Facilitate school events and external lettings and carry out associated tasks as and when 
required.  These may take place outside agreed working hours. 



10.  
To carry out routine maintenance checks and ensure these are carried out by the Aquila 
approved contractors, e.g. fire testing, legionella, play equipment and keep all 
documentation and records updated. 

11.  
Keep asbestos register up to date, ensure statutory, and trust requirements are 
maintained. 

12.  
Assist in portering services for deliveries as and when required.  Must have due regard to 
current Health and Safety and Lifting and Handling regulations and undertake training 
where necessary. 

13.  
Comply with Health and Safety, Fire regulations and other Aquila policies and attend 
training courses as required.  Ensure your CPD is ongoing and Health and Safety 
knowledge is up to date. 

14.  
Be professional, friendly and respectful to all colleagues and address any concerns 
through the proper channels. 

15.  
To actively engage in the Trust performance review process and continue personal 
development as agreed at performance review meetings. 

16.  
To attend events and forum meetings arranged by the trust including shared training 
opportunities or working parties. 

17.  
To be aware of and comply with policies and procedures, and report all concerns to an 
appropriate person, especially in respect of GDPR. 
 

18.  To embed Christian vision and values 

19.  
Any other duties as reasonably requested by the Site Manager or Headteacher within your 
remit. 

 
An annual review of this job description and allocation of particular responsibilities will take 
place as part of the Appraisal process.  

 

Staff signature …………………………………  Date  
 
Appraiser’s signature……………………………Date 
 
Headteacher’s signature ……………………… Date 



 


