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JOB DESCRIPTION: CARETAKER

	Job title:
	Caretaker

	Responsible to:
	Chief Operating Officer/Principal

	Core purpose of the role:
	To maintain the cleanliness of the grounds and the buildings and ensure the safety and security of the school and site at all times.
Fulfil duties reasonably directed by the Principal.



TRUST RESPONSIBILITIES
· To ensure that the responsibilities of the role are carried out in a way which reflects the mission and the values of the Trust
· To be aware of and observe all policies, procedures, working practices and regulations, and in particular to comply with policies relating to Child Protection, Safeguarding children, Equal Opportunities, Health and Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an appropriate person
· To uphold our commitment to safeguarding and to promote the wellbeing of children.
· To contribute to a culture of continuous improvement
· To comply with all reasonable management requests
KEY RESPONSIBILITIES
· Maintain the security of the school grounds and buildings, unlocking and locking the building at agreed times
· General building and site maintenance, cleanliness and tidiness
· Weekly and monthly compliance checks and tests in line with statutory requirements and Trust guidance
· Liaise with School Business Manager for maintenance jobs required
· Maintain stock levels for cleaning materials and re-order following the Trust ordering procedures
· General porterage duties, including moving furniture and equipment within the school.
· Cleaning duties as required and in the absence of cleaning staff
· Ability to work on own initiative and identify areas of risk or requiring maintenance across the site
· Be a designated key holder for the school
· Be aware of Health and Safety and COSHH regulations
· Adhere to and be an advocate of the schools Health and Safety Policy
· Attend and complete statutory training
· Ability to use Microsoft packages such as Word and web based portals for submitting data and electronic communications
HEALTH & SAFETY
To be aware of and comply with the Trust’s health and safety policies.
SAFEGUARDING
Aspire Academies Trust is committed to safeguarding and promoting the welfare of children and expects all employees to share this commitment. 
[bookmark: _GoBack]This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the DBS as part of Aspire Academies Trust pre-employment checks.  Please note that additional information referring to the Disclosure and Barring Service is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.
DATA PROTECTION
To be aware of and comply with responsibilities under the Data Protection Act (2018) for the security, accuracy and significance of personal data held on paper or electronic systems.
This document will be reviewed annually, as part of the performance management programme. The duties and responsibilities listed above describe the post as it is at present. The post holder is expected to accept any reasonable alterations that may from time to time be necessary.

Notes:
· This document does not form part of the contract of employment. 
· This document will be reviewed annually, as part of the performance management programme. The duties and responsibilities listed above describe the post as it is at present. The post holder is expected to accept any reasonable alterations that may from time to time be necessary.	
· The Trust has, at its discretion, the right to ask you to work in a different school across the Trust, if the need arises. 
· This role requires regular physical effort such as bending and stretching, pulling or pushing cleaning equipment with occasions of more intense effort, such as moving furniture. 

PERSON SPECIFICATION

	Qualifications/Knowledge/Experience
	Essential/Desirable

	Ability to be pro-active and work on own initiative
	E

	Ability to undertake general maintenance repairs
	E

	Willingness to take responsibility for the health and safety of all stakeholders
	E

	Knowledge of cleaning procedures
	E

	Equivalent to national qualification level 2
	D

	Previous experience of ordering supplies and stocktaking
	D

	Knowledge of COSHH regulations
	D

	Previous experience of working as a caretaker at a school or similar establishment

	D



Name:
Signed:
Date:
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