
 

 

 

Job Description 
 
BANK CARETAKER 

 

ORCHARD HILL COLLEGE AND ACADEMY TRUST 
 
Purpose of the Post 
 
The Caretaker will work under the direction of the Headteacher and/or the 
OHC&AT Head of Facilities, to provide an effective caretaking support service for 
the building, by: 
 

 Ensuring the building is clean, tidy and well maintained and conforms to 
Health and Safety standards. 

 

 Taking responsibility for all caretaking duties, portering, maintenance and 
security of grounds and premises. This may include working a split shift 
and responding to call outs. 

 

 Ensuring that the day to day running and maintenance of the building is 
efficient and avoids waste. 

 

 Maintaining high standards of cleanliness throughout opening hours. 
 
Reporting Relationships 
 
The Caretaker will report to the Headteacher and/or the OHC&AT Head of 
Facilities. 
 
Functional Links 
 
The Caretaker is expected to liaise with allied professionals. These will include: 
 

 Staff 

 Suppliers 

 Students and their carers 

 Other external staff including contractors 
 
Duties and Responsibilities 

 

Please note, this does not itemize all tasks but gives the scope of the post 
responsibilities. 
 
 
 
 
 



 

 
Security 
 
The Caretaker will be responsible for the overall security of the premises and 
locking away contents if required. Responsibilities include: 
 

1. Unlocking and/or locking the premises when appropriate and ensuring that 
all doors, windows and gates are locked, gas and electrical appliances are 
turned off and all security alarms are set and working at  the end of each day 
or when appropriate. Attending emergency call-outs. 

 
2. Checking all perimeter fences, security devices, fire appliances and alarms 

as appropriate. 
 

3. Monitoring security, and reporting to the Headteacher/OHC&AT Head of 
Facilities. 

 
4. Management of keys. 

 
 
Maintenance 
 
The Caretaker will ensure that the grounds, premises, furniture and fittings are 
maintained, this includes: 
 

5. Carrying out maintenance duties and repairs where possible, including 
repairs to furniture, fixtures and fittings. 

 
6. Carrying out some painting and decorating. 

 
7. Organise the replacement of faulty equipment according to OHCAT 

procedures and complete paperwork. 
 

8. Investigating all repairs needing specialist work (e.g. electrical, mechanical, 
etc.) recording, organising the works with the external contractors and 
monitoring actions on these. 

 
9. Liaising with external contractors to ensure good service and competitive 

prices. Organising and overseeing the planned maintenance works. 
 

10. Using the Finance system to raise orders for contractual works, 
consumables, etc. 

 
11. Overseeing (under the instructions of the Headteacher and/or the OHC&AT 

Head of Facilities)  any alterations, redecoration, building and maintenance 
contracts and specialised repair work, and keep up-to-date records of all 
work needed or already carried out. 

 
12. Keeping up to date computerised records of all work needed or already 

carried out. 



 

 
13. Inspecting the whole premises and grounds regularly, reporting any 

concerns to the Headteacher and/or OHC&AT Head of Facilities. 
 
Health & Safety 
 

14. Reporting any accident, dangerous occurrence or practice, or threat to 
Health and Safety, immediately to the Headteacher and/or OHC&AT Head of 
Facilities and recording as appropriate. 
 

15. Acting as Fire Marshall, overseeing the evacuation of people from the 
premises, liaising with the Fire Brigade on site and completing the Fire 
Evacuation Log Sheet.  

 
16. Ensure that all working practices comply with current OHC&AT policy. 

 
17. Ensuring that all duties carried out comply with the Health and Safety at 

Work Act, Risk Assessments and any relevant national codes of practice. 
 

18. Responding immediately with appropriate resources to spillages and other 
potentially hazardous incidences.  

 
Cleaning 
 

19. Ensuring the kitchens are clean and tidy at all times. 
 

20. Keeping the staff refrigerator clean and tidy, ensuring all food is within its 
use by date. 

 
21. Ensuring the bathrooms and the toilets are clean and ready for use during 

the day and adequately stocked. 
 

22. Organising and carrying out the laundry. 
 

23. Removing general and clinical waste rubbish to the outside bins. 
 

24. Cleaning within teaching and office areas on request during the working day. 
 

25. Monitoring the work of the contract cleaners and reporting to the 
Headteacher and/or OHC&AT Head of Facilities 

 
26. Organising and maintaining storage areas. 

 
 
 
Other Responsibilities 
  

27. Maintaining positive relationships with students, staff and visitors to the 
premises. 
 



 

 
 

28. Assisting staff with portering (e.g. moving furniture and equipment, setting up 
for events) and other relevant duties. Occasional driving if required. 

 
29. Setting-up rooms as required for meetings, evening events, training sessions 

and for bookings by external groups and agencies, including clearing away 
after the event/the next day and working flexible hours by arrangement with 
the Headteacher. 

 
30. Attending training as required. 

 
31. Complying with OHC&AT policies including the Equality and Diversity, 

Safeguarding and Health and Safety Policies. 
 

32. Undertaking any additional duties as directed by the Headteacher and/or the 
OHC&AT Head of Facilities. 

 


