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[bookmark: _heading=h.z62rwqwl0esu]Job Title: Caretaker - Infant School
Responsible to: 
Line management and day to day operational direction: Headteacher/Principal
Professional and matrix support: Head of Facilities, Senior Facilities Officer & Health & Safety Lead
Terms and Conditions: 16 hours, All Year Round. Flexibility required for events, emergencies, lettings and contractor access.
Salary Scale: Scale D. 

Our Vision 

Our vision is to work together to help every child to develop into high achieving, confident, healthy, caring and resilient members of their family and community; creating a pathway to support their career aspirations, independence and contribution to society. 

Our Qualities 
Our organisation is committed to a Relational Approach that acts as a golden thread through all aspects of our work. This approach ensures that every interaction nurtures emotional wellbeing, belonging, inclusion, and achievement for our children, families, and communities.
Relational Practice Framework
All staff are expected to embed the Three C’s in their daily practice:
· Connecting — Building trusting, respectful relationships.
· Communicating — Sharing information clearly, openly, and with empathy.
· Collaborating — Working together to achieve positive outcomes.
Staff must also model our six core relational qualities:
· Curious
· Compassionate
· Courteous
· Courageous
· Calm
· Creative
These qualities underpin how we interact, respond, and support others, ensuring our environment remains safe, inclusive, and relationship‑centred.
Expectations for All Team Members
Every member of staff is expected to demonstrate the ability to:
· Build positive relationships with all children, families, and colleagues.
· Recognise and regulate their own emotions, thoughts, and behaviours, understanding how these influence others.
· Be curious about behaviour and seek to understand the reasons behind actions, accepting all feelings and beliefs without judgement.
· Show empathy and a genuine desire to support others’ emotions, thoughts, and experiences.
· Demonstrate courage and commitment to growth by reflecting on practice, embracing change, and engaging in ongoing learning.
Impact of Our Relational Approach
By embedding this relational ethos, staff contribute to:
· A culture of emotional safety and wellbeing
· A strong sense of belonging and inclusion
· Positive, trusting relationships across the community
· Improved engagement, resilience, and achievement for children and families
· A collaborative, reflective, and supportive staff team
Core Purpose 

To ensure the school premises, grounds and facilities are safe, secure, clean and well maintained, supporting a positive learning environment for pupils and staff. 

The caretaker ensures the school is properly maintained, secured and ready for use.

This role is essential in helping the School and Trust meet the expectations of:

· DfE School Estate Management Standards (2025)
· Education Estates Strategy (2026)
· Good Estate Management for Schools (GEMS)
· Building Safety Act requirements
· Trust policies and procedures

This role supports the Headteacher and Trust Facilities Team in maintaining a safe, compliant and well managed school environment.

Key Responsibilities

Security of the School Site

· Act as primary keyholder, responsible for opening and locking the school each day.
· Respond to alarm activations and emergency call outs outside normal hours.
· Check and secure windows, doors, gates and perimeter fencing.
· Monitor and test fire alarms, emergency lighting and security systems.

Premises Maintenance

· Carry out minor reactive and proactive repairs, DIY tasks and routine maintenance to buildings, fixtures and fittings.
· Report major defects and liaise with contractors.
· Provide access and basic support to contractors during maintenance works.
· Maintain safe access during bad weather (snow, ice, flooding).

Health & Safety Compliance

· Complete statutory checks such as:
· Fire safety checks
· Legionella flushing
· Playground equipment inspections
· Asbestos awareness monitoring
· Maintain accurate H&S records and report hazards in accordance with statutory requirements.
· Ensure safe and proper storage of cleaning chemicals (COSHH).

Cleaning & Housekeeping

· Ensure the school is clean, tidy and welcoming. 
· Carry out emergency cleaning (spillages, bodily fluids, blocked toilets).
· Replenish hygiene supplies (soap, paper towels, toilet rolls).
· Support or supervise cleaning staff/contractors where required.

Grounds Maintenance

· Keep outdoor areas safe and tidy:
· Litter picking
· Sweeping paths
· Clearing leaves and debris
· Emptying bins
· Basic gardening tasks such as weeding, trimming and maintaining borders.

Porterage & School Support

· Set up and clear away furniture for assemblies, meetings and school events.
· Move deliveries, distribute parcels and manage stock.
· Assist with school lettings, including opening/closing and ensuring areas are left clean.

Energy & Utilities

· Monitor and operate heating, lighting and water systems.
· Read meters and report issues.
· Support energy saving measures.
· Monitor energy use and take steps to reduce energy use.

Partnership Working

· Work closely with:
· Head of Facilities (competent person)
· Senior Facilities Officer (compliance & capital)
· School leadership teams
· Health and Safety Lead
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· Respecting confidentiality issues linked to home/students/teachers/school work and to keep confidence as appropriate.
· To keep up to date with the Trust’s procedures for safeguarding and child protection, reporting any concerns to a senior designated person.  

Health and Safety 

· Be aware of the responsibility for your personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions. 
· Co-operate with the employer on all issues to do with Health, Safety & Welfare. 
· Continuing Professional Development 
· In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with developments related to school efficiency, which may lead to improvements in the day-to-day running of the school. 
· Undertake any necessary professional development as identified taking full advantage of any relevant training and development available. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this role profile. 

Employees are expected to be courteous to colleagues and students, providing a welcoming environment to visitors and telephone callers. 

This role profile is current at the date shown, but in consultation with you, may be changed by the CEO or Board of Trustees to reflect or anticipate changes in the job commensurate with the grade and job title. 






	










Person Specification 

	
	Essential 
	Desirable

	Personal Attributes 
	· Relational and emotionally intelligent; empathetic and self-aware.
· Curious, reflective, and open to learning.
· Organised, reliable, and able to prioritise workload effectively.
· Flexible and adaptable, with a positive attitude.
· Professional integrity, confidentiality, and discretion.
· Calm, pleasant manner with a sense of humour.
· Trustworthy, punctual, and responsive to deadlines.
· Excellent interpersonal skills; collaborative across schools and Trust teams.
· Commitment to the ethos, values, and vision of Wensum Multi Academy Trust.
· Commitment to professional development
· Commitment to learning across business functions.
	· Interest in developing towards a senior estate’s role.

	Qualifications 
	· Basic understanding of H&S, COSHH, manual handling
· Willingness to undertake Health and safety related training and Trust compliance training
	· Health & Safety qualification (IOSH/NEBOSH).
· Training in COSHH, legionella, asbestos awareness or PAT testing.
· Completed secondary education (GCSEs or equivalent).


	Experience 
	· Experience carrying out general maintenance, DIY and basic repairs
· Experience using cleaning equipment, chemicals and safe working practices.
	· Experience working within a Multi-Academy Trust / educational environment
· Experience managing or supporting contractors or cleaning teams

	Skills/Knowledge
	· Strong understanding of Health & Safety, including safe systems of work, hazard reporting and compliance checks.
· Ability to carry out statutory compliance checks (fire alarms, emergency lighting, legionella flushing, playground checks).
· Ability to operate heating, security and alarm systems.
· Good record-keeping, including logs, checklists and digital systems.
· Good communication, influencing and relationship-building skills.
· Good problem‑solving skills and the ability to maintain accurate records and compliance logs
· Ability to prioritise tasks and work independently
· Competent IT skills

	· Understanding of the DfE Education Estates Strategy (2026)
· Basic gardening/grounds maintenance knowledge
· Trade skills (plumbing, carpentry, electrical) are a strong advantage.
· Ability to source materials, obtain quotes and support budget-efficient maintenance.

	Other
	· Ability to carry out manual handling, lifting, carrying, climbing ladders and working outdoors in all weather.
· Ability to undertake cleaning, maintenance and grounds tasks safely.
· Full driving licence and ability to travel across Trust sites (where multi-site work is required.
· Willingness to work flexibly, including occasional out-of-hours support.
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