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Newbold Church School and The Nest Nursery
Cranborne Road, Newbold, Chesterfield, S41 8PF
Tel: 01246 123456 | Email: info@newboldchurchschool.co.u
Part of Derby Diocesan Academy Trust

Dear Applicant,

Thank you for your interest in the Caretaker position at Newbold Church School and The Nest Nursery. We are a warm and welcoming single form entry school with a strong community spirit, seeking a friendly and committed caretaker to join our team. 
At Newbold Church School, we pride ourselves on providing a nurturing environment where children feel valued and encouraged to thrive. Our ethos of Nurture, Cherish, Succeed underpins everything we do, ensuring every child receives the support they need to reach their full potential. We also have a school-based Nursery, The Nest, where we lay the foundations for a lifelong love of learning.
As a single form entry school, we offer a close-knit, supportive team where you will truly be able to make an impact. You will work in a school where values such as kindness, respect, and perseverance are embedded in our daily life.
As a Caretaker, you will play a vital role in maintaining our premises, ensuring health and safety compliance, and supporting the smooth operation of our school. We are looking for someone who…
· is reliable and ensures the school site is safe and secure every day.
· takes pride in keeping the premises clean, tidy, and well-maintained.
· can respond quickly to emergencies and solves problems calmly and efficiently.
· works well with staff, contractors, and the wider school community.
· follows health and safety procedures and promotes a safe environment for everyone.
· is flexible, proactive, and committed to supporting our school’s ethos and values.
As part of Derby Diocese Academy Trust (DDAT) we welcome a diverse population of both children and staff and are committed to promoting and developing equality of opportunity in all its functions.
Please find enclosed the Job Description and Person Specification for your review. If you share our vision and values, we would be delighted to receive your application.

Yours sincerely,

Kerry Marsh
Headteacher
Newbold Church School
Job Description: Caretaker
School: Newbold Church School, Cranborne Road, Newbold, Chesterfield, S41 8PF
Grade: Grade 4
Hours: 33.5 hrs/week, 52 weeks/year (Daily Mon – Fri 7am-9.30am    Mon / Wed / Fri 1-6pm   Tue / Thur 3-6pm)
Reports to: School Business Manager & Headteacher
Liaises with: Senior Leadership Team, teaching/support/cleaning staff
Works with: Contractors, site team

General Premises Management / Cleaning
Conduct daily premises checks (e.g., pathways, heating, water) using the premises log book; rectify minor issues, report major ones.
Operate heating plant and ensure hot water supply in accordance with manufacturer instructions.
Replace accessible light bulbs/tubes and maintain stocks of cleaning materials/equipment.
With the cleaning team follow the weekly cleaning maintenance programmes which will include:
· Empty waste bins or similar receptacles routinely, and transport waste material to designated collection points.
· Clean floors, including sweeping to control dust and debris and mopping to sanitize using hot water, with suitable cleaning products at the end of each school day.
· Safely use electronically powered scrubbing, polishing and vacuuming machines to scrub, polish, spray and clean floors.
· Replenish consumable items including, soap, toilet rolls and paper towels, where required. Clean toilets, urinals, hand basins and sinks on a daily basis.
· Dust, damp wipe, wash or polish the furniture, ledges, window sills and external surfaces of cupboards, radiators, shelves and fitments.
· Replenish consumable items including, soap, toilet rolls and paper towels, where required. Clean toilets, urinals, hand basins and sinks on a daily basis.
· Safely use chemical agents.
· Undertake wall washing and inside window pane cleaning.

Site Security
Open and secure school site each school day; respond to alarm call-outs outside hours.

Emergency Response
Ensure safe access in snow, ice, flooding; support procedures during fire, flood, accident, and break-ins.
Coordinate emergency response with senior leaders.

COSHH Management
Implement safe storage for COSHH products; support SBM to update risk assessments and safety data sheets.
Maintain accessible documentation.

Contractor Management
Welcome and supervise contractors; coordinate with SBM.
Inform contractors about asbestos risks on site.

Cleaning & Grounds Oversight
Line-manage cleaners; participate in task-specific cleaning (e.g., carpet shampooing, deep holiday cleans).
Maintain grounds alongside grounds maintenance contractors to ensure the outside of the school it kept clean and tidy throughout the year.

Fire Safety Responsibilities
Schedule and record termly fire drills; perform regular checks of fire safety equipment.
Report faults; update procedures in line with regulations.

Training
Complete relevant premises, health & safety and trust wide training as required.

Additional Duties
Receive and distribute deliveries; set up for events; assemble furniture; maintain timekeeping devices.
Clear drains, gutters, and outdoor debris; maintain site cleaners.
Liaise with the headteacher to ensure the school site is safe in adverse weather, e.g. snow.
Follow the school’s procedures relating to manual handling and lone working.
Promote and adhere to recycling and environmental initiatives set up by the school and local council.

Health & Safety Compliance
Proactively promote safety (e.g., clear walkways, maintain fire exits) in line with school policies and ethos.


Person Specification: Caretaker
	Criteria
	Essential
	Desirable
	Evidence

	Qualifications and Training

	Relevant experience in site maintenance or trades
	X
	
	A / I

	A full UK driving Licence
	
	X
	A

	Relevant DIY/handyperson skills
	X
	
	A / I

	Knowledge and skills

	Good communication and written English/maths skills
	X
	
	A / I

	Ability to carry out DIY tasks in order to maintain and repair school property, fixtures, fittings and grounds. 
	X
	
	A / I

	Successful working practices in cleaning.
Using general cleaning equipment, e.g. vacuums and carpet cleaners. 
	X
	
	A/I

	Experience

	Ability to work independently and as part of a team
	X
	
	A / I

	Working within a school environment
	
	X
	A / I

	Working in a trade or site maintenance
	X
	
	A / I

	Completing reports relating to health and safety, water testing, playground checks, fire safety and evacuations
	
	X
	A / I

	Working within the requirements of legislation e.g. Health and safety at work Act 1974 etc. 
	
	X
	A / I

	Personal qualities

	Friendly, approachable, flexible
	X
	
	A / I

	Strong organisation and time-management
	X
	
	A / I

	Positive attitude; highly energetic and driven
	X
	
	A / I

	Capable of prioritising workload and meeting deadlines
	X
	
	A / I

	High expectations of self and professional standards. 
	X
	
	

	Commitment to safeguarding and inclusion policies
	X
	
	A / I

	Full working attendance and punctuality
	X
	
	A / I

	Willingness to work occasional out-of-hours events
	X
	
	I

	Committed to contributing to the wider school and its community
	X
	
	A / I

	Ability to support and promote a Christian ethos
	X
	
	I

	Professional development

	Preparedness to participate in training and professional development
	X
	
	I

	Satisfactory references and DBS clearance
	X
	
	—
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