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	POST TITLE: CARETAKER 

	OVERALL PURPOSE OF THE POST

	To work within the ACET Site Team, under the direction and guidance of the ACET Estates Leader, Deputy Leader and Estates Administrator, to contribute to the provision of an effective caretaking service for the academy; and to carry out any reasonable instructions.  

There is an expectation that whilst the home base for this post is the school you are based at, the post-holder will be required when needed, to ensure the most efficient and effective service for all the academies within the trust. 

The ACET estates are maintained at a high standard and improved where necessary.  Site staff are effectively managed and aware of their responsibilities. Contracts for maintenance are effectively managed and access to the site by contractors is controlled.  Liaison with outside agencies is facilitated. The security of the site is maximised as far as possible. Long term plans are maintained for maintenance and the operational requirements of the Academies are met.

	MAIN DUTIES AND RESPONSIBILITIES

	To take a full and active role in the academy and carry out the following duties:

· Contribute to the security of the premises and its content and ensure the security procedures are operated effectively, including locking and unlocking the site and buildings on a rota basis
· Assure all levels of safeguarding are maintained and supported at all times to ensure the safety of staff and students across all sites.
· To carry out porterage duties including setting up venues and moving deliveries and furniture around site
· To ensure the site is in a safe, clean and tidy condition, including removal of litter, refuse and general site maintenance
· To carry out routine repairs and maintenance using individual skills set, and ensuring those requiring external contractors are made safe until such service is available.
· Regular perimeter checks at each site and report back to the Estates Assistant with any concerns.
· To produce and maintain relevant safety/compliance check records/site logs, e.g. Fire Alarm, Emergency Light, Legionella Testing, COSSH, Asbestos etc. (training will be provided)
· To ensure safe storage of materials, equipment and other goods 
· To use the compliance and maintenance software to log all compliance data.
· Ensure the heating and lighting at the school is operated efficiently and effectively in accordance with procedures and the requirements of the academy
· To ensure the academy premises are cleaned by private contractors, in accordance with the academy’s specifications
· To deal with enquiries from a variety of persons and visitors to the academy, ensuring that Enhanced DBS are in place when needed and that permits to work are completed as necessary.
· To ensure, when required, academy vehicles routine checks are carried out as appropriate
· To maintain a good professional manner with all ACET staff.
· To understand and comply with procedures for emergency evacuation


General duties and responsibilities

All ACET staff are expected to:
· Appropriately maintain the confidentiality of the working environment;
· Promote and support the aims, ethos and vision of the academy/trust;
· To comply with all ACET policies and procedures;
· To comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post.
· Work in other ACET academies, as required (with travel payment if appropriate).


	OTHER

	
The purpose of this job profile is provide, an overview of the duties and responsibilities involved in this role, however it is not intended to be exhaustive. In consultation with the post holder, this profile may be reviewed and could be subject to change during the course of employment.





ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
image1.png




image2.png




