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Caretaker - Job Description
	Salary
	NJC Grade C (SCP3-SCP4) 

	Location
	This is a Trust-wide role, for schools based in the locality of Harrogate

	Contractual basis
	Permanent, Part Time, Term Time Only
NJC Terms and Conditions

	Accountable / Responsible to
	Central Operations Team / Headteacher / School Business Manager 

	
	



Purpose of Job
[bookmark: _Hlk160013944]To provide a high quality, effective caretaking service to ensure a secure, safe and hygienic environment for all building users.  
Responsible for maintaining a clean, safe and secure school premises, which includes buildings and grounds. Carrying out statutory and non-statutory visual and other inspection checks, handyperson activities, routine maintenance and refurbishment, porterage, and minor repairs and promoting health and safety around the school.
Roles and responsibilities
[bookmark: _Hlk160016886]General Duties
· Ensure outside areas are safe / clean, kept free from litter, debris, leaves, bird droppings and that there is safe access to the building during adverse weather conditions e.g. snow
· Assist with emergency cleaning duties as directed
· Receive deliveries to the site, and move these to the appropriate location 
· Undertake general portering duties whilst on site to include moving furniture & equipment and classroom setup
· Support the maintenance of the building by carrying out basic maintenance tasks, including unblocking pipes, putting up signs, checking and replacing light fittings and undertaking minor repairs (not requiring a contractor) of a range of equipment and buildings
· Carry out routine repairs such as removing any broken glass from windows
· Report any jobs which require a skilled tradesman, such as plumber/joiner or electrician
· Understand and follow business continuity and emergency plans 
· Follow and adhere to set processes, practices and procedures relating to the operation of the estate
· Collect and assemble waste for collection
[bookmark: _Hlk160023139]Security
· Lock and unlock of buildings at pre-determined times  

· Act as a designated key holder, providing response to emergency calls

· Ensure the security of the building and site, undertaking daily security checks

· Advise line manager on all matters relating to school security and safety

· [bookmark: _Hlk160447764]Change batteries in fire alarm sensors 
Communications
· Communicate effectively with other members of staff and pupils within the school. 
· Contribute to the overall ethos/work/aims of the school and Trust 
· Establish collaborative relationships and positive communication with all staff and other agencies/professionals. 
· Understand and follow leadership structure and governance processes.
[bookmark: _Hlk160111834]Resource Management
· Participate in training and other learning activities and performance development as required 
· Ability to carry out informal risk assessments on buildings to identify faults/hazards   
· Order, stock control and store cleaning and caretaking equipment and products safely and securely 
Safeguarding
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, and equal opportunities, and report all concerns to an appropriate person

· Undertake directed online training 
Health and Safety
· Work with colleagues and others to ensure a safe working and learning environment in accordance with relevant legislation
· Be aware of and implement your health and safety responsibilities as an employee as defined in the Health and Safety policy and procedure including involvement in risk assessments
· Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment
· Carry out and record regular health and safety checks as required. This could include but not limited to, visual building checks, legionella, asbestos visual checks, fire alarm call point activation tests and report any problems to line manager 
· Take action where hazards are identified, reporting serious hazards to line manager immediately
· Store equipment and products safely and securely 
· Take responsibility for the maintenance of work-related tools and equipment ensuring relevant safety checks are conducted and including arranging replacement where necessary. 
· To undertake Fire Warden duties in the event of a fire alarm activation 
· Change light fittings as required 
Systems and Information
· Fulfil the necessary administrative tasks associated with the responsibilities of the post
· Working with the estate database systems for uploading documentation and verifying completion of compliance checks
Data Protection
· Comply with Trust policies and supporting documentation in relation to Information Governance this includes GDPR. 
Flexibility
· This role provides operational support to the school. As such, there is a need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation  

This job description forms part of the contract of employment on appointment. It will be reviewed annually and may be amended at any time after consultation, and with the agreement of the postholder.
Yorkshire Causeway is committed to safeguarding and promoting the welfare of our students and young people. We have a robust Child Protection Policy, and all staff will receive training relevant to their role at induction and throughout employment with the Trust. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.
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	Caretaker – Person Specification

	Qualifications
	Essential/Desirable 
	Assessment

	Good literacy and numeracy skills (GCSE grade 4 or equivalent)
	D
	App
Int


	Recognised qualifications in relevant areas, time served in building trade or apprenticeship or other relevant experience
	D
	

	Knowledge, Skills and Experience
	
	

	Considerable DIY skills and/or experience; demonstrating skills in plumbing, electrical work, carpentry/ joinery or painting to competent DIY standard
	E
	

	Experience of undertaking responsibility for the care and maintenance of premises.  
	E
	

	Use of IT systems: email, online training portal, compliance register
	E
	

	Able to work with minimum supervision 
	E
	

	Able to work both alone and within a team to achieve specified standards 
	E
	

	Experience of working in a school environment
	D
	

	Experience in the building industry
	D
	

	Previous key holder responsibilities
	D
	

	Experience of using specialist equipment (e.g. scaffold, ladders, etc) 
	D
	

	Knowledge of Health & Safety and hygiene regulations relevant to the post
	D
	

	Awareness of COSHH regulations 
	D
	

	An understanding of and a commitment to safeguarding and promoting the welfare of children (an enhanced DBS will be required). 
	D
	

	Knowledge of the Trust and schools vision and values
	D
	

	Knowledge of maintenance and security systems and procedures. 
	D
	

	Knowledge of the operation of heating, ventilation systems and common causes of malfunctions
	D
	

	Ability to undertake heavy lifting and other strenuous tasks, requiring an appropriate level of physical fitness
	E
	

	Ability to deal with occasional emergencies outside of normal working hours
	D
	

	Ability to respond calmly to emergencies
	E
	

	Ability to communicate and liaise effectively with persons at all levels and to deal with contractors
	E
	

	Excellent organisational skills, with the ability to prioritise and organise own tasks with minimum supervision and to work to agreed targets
	E
	

	Demonstrate a desire and willingness to learn new skills. 
	E
	

	Personal Characteristics
	
	

	Builds and maintains quality relationships, internal and external
	E
	App
Int
Ref

	Effective organisational, interpersonal and communication skills
	E
	

	Willingness
 to undergo further training and development
	E
	

	Committed to the Trust’s policies and ethos
	E
	

	Ability to work well as part of a team
	E
	

	Ability to work under pressure and manage competing deadlines
	E
	

	Evidence of taking initiative and being self-motivated in a professional context
	E
	

	An ability to act as a supportive colleague and an ambassador for the school and wider Trust
	E
	

	Safeguarding
	
	

	Demonstrates a commitment to all aspects of safeguarding and the welfare of children and young people.
	E
	App
Int

	Ability to form and maintain appropriate professional relationships and personal boundaries
	E
	

	Support the Trust and / or school policies on safeguarding and child protection
	E
	


Outline Terms and Conditions
· The employer for this post is Yorkshire Causeway Schools Trust.
· The post may require the ability to travel and work across schools within the Trust.
· Expected to work on-site across the school (s) to resolve issues to ensure the provision of a reliable caretaking service.
· An enhanced DBS is required.
· An induction programme will be undertaken, and the post is subject to a 6-month probationary period for any individual who is new to the Trust.
· All Trust and School business should remain confidential to the Trust.
· The postholder will be expected to undertake ongoing training relevant to the role, including, but not limited to Health and Safety; COSHH regulations; Fire Safety; Lone Working; Manual Handling and Working at Heights.
· The postholder will undertake any other duties commensurate with the grade
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