[image: A black and purple text

Description automatically generated]


	Job Title
	Caretaker

	Reporting to
	Site Manager or Estates Manager

	Effective date of JD
	December 2025/Jan 2026

	Salary Range
	Range 3



Job Purpose
You will support the Heads, Estates Leaders and the Site team as a whole to promote the care of our pupils through a full range of duties to provide high standards of cleanliness, maintenance, tidiness and safety throughout all school sites.  You will support the schools & Trusts aims by carrying out your duties and responsibilities pro-actively and conscientiously, working as an efficient member of our well trained Site team.
You will be expected to communicate clearly with the Heads, Estates & Site teams of all schools both verbally and by using email.  With appropriate training, you will be able to undertake your duties in any of the Trust schools, to provide cover for holidays or sickness, or to add support to the team in a school. With appropriate training you will be able to use the Every system/paper based systems to undertake day to day checks and routines, Health & Safety compliance checks and reactively responding to unpredictable issues raised.
Key Personal Behaviours as a Team Member
· To promote the school & Trust aims and ethos by keeping the sites in and safe and tidy condition
· To promote and use school policies, systems and administration efficiently
· Act to ensure safeguarding for pupils, staff and visitors to ensure the school sites are safe and meet Health & Safety expectations
· To work collaboratively and effectively with colleagues to ensure the harmonious and smooth daily running of the school.
· To be a team player and have a flexible approach by being prepared to work across the Trust schools where needed

Key responsibilities
The key purpose of this role is to ensure that the site and school buildings are healthy & safe for all children and adults and enable the school estate to deliver its educational purposes. This will include:
· Health and Safety compliance and responsive actions to keep the site safe for all
· Site Security and safeguarding pupils, staff, visitors and contractors
· Tidiness and general H&S management of the school sites, both inside and outside 
· Maintenance – planned and unplanned
· Responding to unpredictable issues to ensure the site is safe and in good working order including supporting class facing staff with unplanned issues, such as occasionally cleaning up bodily fluids, moving furniture, securing fencing, undertaking repairs required to keep children safe on the site etc
· Working closely with other members of the Site and Estates teams as a whole
· Be a key holder and unlock/lock school(s) as required in line with working patterns 
· Undertaking duties as needed such as decorating, plastering, carpentry, plumbing etc depending on experience levels and training
· All staff are required to participate and complete relevant training and other learning activities in a timely fashion, and to engage in performance management processes
· All staff are expected to support the development and delivery of Trust/School policies, practices and risk assessments
· Any other activity as reasonably directed by the Head, senior team, line manager or Estates Manager

Supporting flexible working
· All staff in the Trust will be expected to accept reasonable flexibility in working arrangements in pursuance of supporting pupils and staff, Health & Safety (including safeguarding) and effective team working. 
· There is also potential for additional overtime working in order to cover additional lettings or other out-of-hours requirements, and this should be expected as part of the duties.
· The work pattern during school holiday periods may be adjusted depending on the needs of the school, and will be agreed with the Site Manager in advance.
· All school staff are asked to attend the first staff development day to undertake annual safeguarding, cyber security, GDPR and H&S training. The length of time requested varies on the schedule for the morning/early afternoon. If this day does not fall on a normal working day or is outside usual working hours, this will be paid as overtime. 

Equal Opportunities and Racial Equality
All our schools have pro-active policies to ensure all children and adults are treated with respect and courtesy at all times whilst on our schools’ premises.  We do not tolerate any behaviour that demeans, insults or causes harm or hurt to individuals or groups of people. 
All employees are expected to be positive role models for the children in their attitudes and behaviours. 
Duties and Responsibilities of the role
Health and Safety
This is a key responsibility of this role and should take priority over general maintenance tasks and responsive actions. This may mean dealing with an identified H&S issue as a matter of urgency either by resolving it personally, or if the situation needs it, speak to the Site/Estates Manager so that an external contractor can be commissioned. This will mean that the area will need to be cordoned off appropriately to keep pupils, staff, visitors and other safe in the meantime.
Day to day work
· To be part of a flexible team responsible for the caretaking, security and maintenance of the site both inside and outside the building
· This role may involve some compliance checks on occasion 
· To ensure all duties are carried out according to the relevant policies and risk assessments, undertaking dynamic risk assessments where appropriate and delegated checks by the Site Manager.
· Deal with unpredictable hazards such as broken items, animal fouling, blockages, any that could cause slips, trips or falls, fire hazards (such as wedged fire doors or cardboard placed by fire doors), COSHH (cleaning materials left out), tools left out, spillages, ingress of water etc
· In icy weather, ensure that there are safe pathways to and from the gate to the entrances of the buildings. 
· Support with, or undertake as needed, clearing away and making safe any bodily fluids such as vomit, faeces or blood. 
· Deal with blockages to sinks, toilets, urinals, kitchen equipment etc to ensure the site is safe
· To ensure all toilets are checked frequently throughout the day and cleaned as appropriate so there are no risk of slips or trips.
· Dynamically risk assess tools, ladders (including steps and leaning ladders), locations etc before commencing work. 
· Identify where stock items are running low so they can be ordered in time – share this with the Site/Estates Manager for action
· Organise and store tools and equipment safely in the workshop and storage areas
· To ensure all duties are carried out according to the relevant policies and risk assessments, undertaking dynamic risk assessments where appropriate 
· If trained, to carry out PAT testing of electrical equipment as required according to the agreed schedule
· Demonstrate safe working in manual handling, working at height, electrical safety, fire safety, COSHH through undertaking appropriate training 
· Demonstrate positive attitude towards safeguarding and act on any concerns, in line with safeguarding training
Working as part of the team
· Contribute to the writing/updating of risk assessments and policies/procedures to ensure these are under continual improvement
· Follow up on any aspect of H&S which you do not feel has been adequately addressed, in line with safeguarding culture
· Flexibly working on any school site in the Trust to add capacity where needed 
· To successfully complete all relevant training, issued through the Judicium portal or as requested by the Estates Team
· Contribute to writing and shaping Standard Operating Procedures and induction processes
Security, safety and safeguarding
· To monitor the CCTV school surveillance system when required, in line with the CCTV policy
· To be a designated key holder and to be responsible for the safe and secure opening and closing of premises and site, when required.
· To routinely walk the site and check the fencing for damage – make safe or cordon off and inform Site/Estates Manager
· Ensure that gates are locked appropriately during and after the school day
· Ensure that doors and windows are appropriately closed and locked as needed
· For safeguarding and safety, ensure that all contractors and visitors sign in and out at the school. All contractors must wear an appropriate coloured lanyard which is issued by the Office. Accompany contractors as required (red lanyards)
· Ensure contractors/visitors have read the Contractors leaflet held at the Office to comply with the Managing Contractors policy
Asbestos
· Other than at Aspire, ensure that ALL contractors sign the asbestos register EVERY time they come to the site
· Read and understand the Asbestos Management Plan
· Undertake relevant asbestos training
Fire
· Undertake all fire checks as needed as a high priority each week and record the evidence of the checks where not completed by the Compliance Officer
· Ensure that all maglocks release when the alarm sounds (as part of fire checks above). Record any issues where this is not the case. Follow these up with the Site Manager/Estates Manager if these are not completed as expected
· Undertake relevant training for fire safety (basic fire safety and fire warden), including acting as Incident Responder when on site if part of the School Fire Team (different in each school)
Building, Plant and Site Maintenance and repairs
· To assist with the maintenance and management of repairs ensuring that they are carried out as soon as reasonable practical and with minimal disruption to the working of the school. To be able to triage reactive issues and respond accordingly according to priority
· To undertake general repairs around the school, inside and out, including decorating, to ensure the site is safe environment for pupils, teachers and visitors.
· To carry out emergency repairs, emergency cleaning tasks and cleaning clearing up as required.
· To carry out the cleaning of door entrances, yards, paths and gullies including the removal of graffiti.
· To undertake spraying of corridor displays as requested by staff/Heads with fire proof spray. Ensure that the data sheet and RA have been read and followed
· To carry out the clearing of all external areas including the sports field, of litter, leaves and general debris, including the emptying of bins.
· To assist with the emergency/sudden cleaning duties, as directed by the Site Manager or Head/Assistant Head, as required.
· Assist in the monitoring of the boiler to ensure the school runs on a day to day basis to meet the school’s needs.
· Escort contractors to the site of repairs and maintenance and monitor safety or working practices/quality of work reporting back to the Site/Estates Manager if necessary in line with the Managing Contractors policy.
· Make good or repair school toys or equipment as requested
· To build, install or re-site furniture, fixtures and fittings as requested, in line with the procedures for requesting such work to be undertaken. This may include moving items between schools as needed
· Support with jobs that may need undertaking for Forest School, alongside the Grounds person
Assemblies, School Events and Lettings
· To set up and clear away as required, furniture and equipment for assemblies, tests, school events and lettings etc
· To liaise with individuals/organisations letting the site and ensure that they are aware of the action to be taken in the event of an emergency.
· If you are required to be on site during a letting or school event, being contactable by two way radio or mobile phone. Any agreed additional time outside of contracted hours will be paid 
· To provide support where needed 
· To put up marquees/tents etc as requested, in line with risk assessments and safe working procedures
· To ensure equipment and furniture is set up and/or cleared away and/or delivered to agreed locations within the site as requested.
General
· To provide the above service within core and additional hours, including during letting periods, sick cover and during emergency callout situations (by agreement with Estates Manager/Head). Emergency callouts will be paid as overtime including travel time from/to home.
· To undertake other work/training of an appropriate nature and in the interests of the school as directed by the Site/Estates Manager/Estates Team or Head.
· To liaise closely with other members of the site team in order to provide a high-level of service and efficiency.
· To take responsibility for personal and team Health and Safety ensuring that all accidents and near misses are reported to the Head for investigation
· Participate in site team meetings, training and other activities that help you contribute to the day to day running of the school and the Trust as a whole
· Read and follow the Staff Handbook incorporating the Code of Conduct
· Use the IT systems to access and use Every, email & SharePoint to be able to communicate and view relevant documents including holiday planning, action planning, policies and risk assessments
As an employee of Bourne Alliance MAT, I will be committed to the safeguarding and wellbeing of all pupils, and the Health & Safety of all staff, pupils, parents, visitors and contractors to the school sites. It is my duty to adhere to all policies and risk assessments and I will share relevant safeguarding information with the School/Trust Designated Safeguarding teams.
This job description may vary from time to time, as required by the Trust/Estates Team or Heads, without changing the general character or level of responsibility.


Person specification
The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   Applicants should describe in their application how they meet these criteria
	
	CRITERIA – essential
	Desirable

	QUALIFICATIONS

	Proficient practical and technical skills relevant to the job
	Level 1 or 2 Diploma (or equivalent)

	EXPERIENCE
	Previous relevant experience
	

	PERSONAL QUALITIES
	· Display a positive attitude and a willingness to learn
· Demonstrate collaborative working with colleagues and be prepared to support members of the team
· Desire to continue to improve practise 
· Respect for others
· Initiative and ability to feedback to others
· Demonstrate a flexible approach
	· Effective communication with a range of staff and roles
· Be reflective on own practise in order to improve
· Self confidence

	SKILLS AND ABILITIES







	· Able to be receptive to information being communicated (which can be non-verbal), contribute to its interpretation and pass on to others as appropriate
· Has written and numeric skills in order to complete more detailed records and reports
· Able to listen, observe and contribute to discussions as required for the job e.g. at site team meetings, in order to continue to develop the effective working of the team
	· Use of a range of basic tools and machinery, e.g. basic hand tools, basic power tools, cleaning equipment, etc.
· Day to day operational maintenance of plant and equipment, e.g. visual checks for safety
· Able to understand information, advise and liaise with others accordingly, such as dealing with external contractors.
· Able to communicate using information technology as required for the job 

	KNOWLEDGE







	· Able to recognise and to deal with emergency situations
· Recognise how to keep self safe and where to seek support
· Understanding of dynamically assessing risks before starting a job

	· Requires knowledge of policies, procedures in relation to school security, minor maintenance and repairs. 
· Understands and able to apply Health and Safety procedures relevant to the job such as:
· Manual handling; 
· safe use of machinery and/or equipment;
· COSHH ; 
· First Aid and Hygiene Practice;
· lone working procedures and responsibilities
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