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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title: 	Caretaker	
Salary:	Band 5 SCP 4 - 6
Hours of Work:	37 hours, All Year Round 
[bookmark: _Hlk204262793]Working pattern: 	Early Shift Mon – Thu 8:00am to 4:00pm and Fri 8:00pm to 3:30pm 
Post Status:	Permanent 			 
Disclosure level:	Enhanced
Responsible to:	PA to Principal

Role Overview
Responsibility for ensuring the safety, security, and maintenance of the school premises. This includes unlocking and securing the site, conducting regular inspections, responding to alarms, and managing CCTV systems. The role involves supporting health and safety compliance, performing minor repairs, maintaining site services, and supervising external lettings. The postholder will also promote Carlton Academy Trust values, support student wellbeing, and respond effectively to incidents, contributing to a safe and welcoming learning environment.

Responsibilities
Security
· Open and secure the site daily, conduct routine site checks, respond to alarms, and manage CCTV systems.
· Maintain a visible presence, report damage, liaise with police when needed, and patrol car parks during evening events.

Health and Safety
· Carry out weekly fire alarm checks and ensure safe storage of cleaning materials.
· Respond to emergency cleaning and maintenance needs, and support safe access for learning, community, and emergency use.

Maintenance
· Monitor and maintain site services (e.g. heating, water, security), inspect facilities, and carry out minor repairs.
· Maintain cleanliness, restock toilets and first aid points, manage waste, and support deliveries and equipment setup.
· Ensure contractors follow site protocols and log/report issues using the academy’s system.

Lettings
· Open, supervise, and secure facilities for external users, ensuring appropriate use of academy premises.

General
· Promote health, safety, and Carlton Academy Trust values at all times.
· Monitor student behaviour, respond to incidents, and escalate serious issues appropriately.
· Attend meetings, complete training, and comply with safeguarding, GDPR, and all academy policies.
· Perform other reasonable duties as required.

PERSON SPECIFICATION – Caretaker
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	COSHH Regulations certificate
	
	*
	A/I/C

	Minimum of GCSE grade C, or equivalent, in both English and Maths
	*
	
	A/I/C

	
	
	
	

	
	
	
	

	EXPERIENCE
	
	
	

	Good understanding of the operational practices, working methods, quality standards, security issues, work schedules and priorities related to a full range of site facilities services.
	*
	
	A/I

	Understanding of the relevant regulatory procedures and an awareness of the more complex issues impacting on site services
	*
	
	A/I

	Good understanding of Health and Safety and site security issues
	*
	
	A/I

	Basic building and grounds maintenance skills; ability to undertake routine maintenance and emergency repairs
	*
	
	A/I

	Understanding of order processing and stockholding procedures
	*
	
	A/I

	Ability to maintain appropriate records
	*
	
	A/I

	Awareness of school learning activities and ethos of Carlton Academy Trust
	*
	
	A/I

	
	
	
	

	
	
	
	

	SKILLS 
	
	
	

	Excellent communication and listening skills 
	*
	
	A/I

	Ability to respect and maintain confidentiality 
	*
	
	A/I

	Working knowledge of standard computer packages (e.g. word processing, email, spreadsheets) 
	*
	
	A/I

	Good time management and organisation skills 
	*
	
	A/I

	Ability to use tact, empathy, and understanding with a range of stakeholders 
	*
	
	A/I

	Ability to participate and contribute to continuous improvement and development of the facilities and academy
	*
	
	A/I

	
	
	
	

	
	
	
	

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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