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A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
Dear Candidates

Thank you for your interest in the position of Assistant Caretaker at Copthall School at this exciting time for our organisation.  I would like to welcome you personally, and I hope that you will find here all the information you need to inspire you to join our team. 

Copthall is on a journey to renewed success since its inspection in February 2016. We have a completely new constituted Governing Body who have a wealth of expertise in a range of areas and are very committed to ensuring we deliver first class educational opportunities to the communities we serve and make a difference to the lives of the girls who learn with us. 

My appointment in September 2016, came with a mandate to make the changes which would see all students receiving consistently good teaching across all subjects.  Underpinning this, I am embedding a culture whereby everyone holds an aspirational vision for every single student.  I believe strongly that what we deliver at Copthall must be good enough for my own children in order to be good enough for the children I am responsible for.

We have committed staff and families who only want the very best for our students. Together we have already begun to address the recommendations in the Ofsted report.  We are determined to focus on the future with a clear focus on teaching and learning where our students are at the heart of everything we do.   Our first monitoring visit just four weeks into my appointment noted that “we are taking effective action to tackle the areas requiring improvement”. https://reports.ofsted.gov.uk/inspection-reports/find-inspection-report/provider/ELS/138685 

We are by no means complacent.  This year I have reviewed systems and structures to ensure that our outcomes for all our students are much improved.  In addition to a new 3 year KS4 offer and a Year 7 nurture curriculum, September 2017 will see the introduction of a new school uniform, vastly improved catering facilities as well as an online behaviour and rewards tool.

This post is a key appointment to the school.  If you would like to discuss the role or have any queries, please call 0208 959 1937 or email recruitment@copthall.barnet.sch.uk. Visits to the school are also encouraged and welcomed.
I look forward to receiving your application.

Yours sincerely
[image: image4.emf]
Evelyn Forde
Headteacher
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A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
ABOUT COPTHALL
As a girls’ non-selective comprehensive academy, Copthall offers the rare opportunity of single-sex education for students of all abilities. Behaviour across the school is exemplary. The girls are very polite, well-mannered and welcoming to visitors. Those I spoke with were articulate and spoke with conviction and understanding. They are proud of their school, friendly and respectful of others”. HMI September 2016.
Many girls stay on to join our vibrant Sixth Form, from where the vast majority progress to higher education, with a number achieving places at Russell Group universities. In addition the school also offers a strong and varied vocational curriculum. “Recent changes to leadership of the sixth form mean that provision for 16 to 19 year olds is now good” Ofsted 2016.

OUR LOCATION

Copthall School is located in one of London’s more prosperous and leafy boroughs and the area offers a wealth of good quality social, sporting and shopping facilities. That does not mean however, that we do not have to face social issues similar to many inner-city schools and there is a substantial amount of deprivation in our catchment area.

VISION AND VALUES

Our Vision and Value statements are borne from our commitment to girls education, we want to ensure that they can take their rightful place in society.  We work together to communicate the vision so that any obstacles to success are removed.

Mission Statement: Excellent education for all - A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
Values: 

· Respect: Pride and respect in the cultural diversity of our school and the global environment in which we live 

· Equality for all: An environment of kindness and tolerance that demonstrates equality for all 

· Support and Safety: A school that cares and is inclusive, supportive and safe for all 

· Aspiration: Expectation and celebration of high standards of aspiration and achievement in learning and life 

· Responsibility: Being responsible and ready for learning 
Vision:
· To empower every member of the school community to reach their full potential 

· To equip our young women with the skills to enjoy, succeed and have choices in their adult lives 

· To be an outstanding first choice school for young women 

· To provide an inspirational, exciting and broad education 

· To create a positive learning environment that inspires a passion for learning so that every student progresses and thrives (this is the teaching and learning vision)

FOCUS

We have a relentless focus on improving teaching and learning; this includes collaborative planning and coaching, both of which have been hugely developmental for staff.  The way we improve teaching is through a series of steps which allow teachers to improve on one aspect of their teaching at a time before moving onto another area.  We also use leadership coaching, according to need.  Both models facilitate teachers to spend significant time on chosen aspects of their practice, in line with research into effective professional development and the motivating effect of autonomy. 

In our drive to become more of an outward facing school we have strong partnerships with Swakeleys School for Girls who are able to offer school to school support as well as accredited Middle Leadership training as part of their ‘teaching school’ status.   Our selection to the 2017 Education Parliamentary Review is also testament to the work that is taking place to improve outcomes.

The Governors and I are confident that through the hard work of both staff and students we will see a steep change in the organisations performance.   These actions will impact positively on pupil outcomes, the environment and our community so that Copthall quickly becomes, once again a ‘good’ school.
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Copthall School is committed to the protection and safety of Children and young people.  All staffs are expected to share this commitment.
Job Description: Assistant Caretaker

Hours:


36 hours per week / 52 weeks

Pay Scale:

SCP 14-17
Purpose:
To assist the Site Manager in the operational facilities procedures of the school in premises and health and safety matters in order to secure the safest possible environment is achieved and maintained for pupils, staff and visitors.

Reporting To:
Site Manager

Duties and responsibilities

Security
· Opening and / or closing, unlocking and locking of the school gates and buildings

· Monitoring and administering CCTV systems

· Unsetting and setting of school alarm system

· Responding to, and resetting of, the school alarm, liaising with the police and alarm company

· Checking and securing the school premises subsequent to out of hours’ intruder alarm activation

Other duties
· Open and close the school for evening and weekend use at times arranged

· Register as key holder and be a point of contact in an emergency call out situation if required

· Returning to school between shifts if required

General
· Upkeep and general care of the school

· Unlocking and re-locking bins in preparation for pick up

· Ensuring that external rubbish is stored appropriately

· Cleaning and tidying of the internal school building in designated areas 

· Cleaning of internal glass, internal and external door glass and internal side of external windows

· Cleaning of external windows at ground level

· Sweep playground and tennis courts, pick up litter and be responsible for the removal of all debris from paths, play areas, grassed areas, flowerbeds and all entrances

· To empty internal communal rubbish bins daily and work with the pupils on recycling initiatives

· Ensuring that the cleaning of toilet and toilet areas is done, and the replenishment of toiletries is carried out

· General maintenance and minor repair work including; doors, windows, toilet seats and flushes, furniture, tap washers (The list in not exhaustive but an example) 

· Appropriate painting and redecoration

· General porterage duties and moving of furniture 

· Assisting teaching staff with simple tasks as requested

· Checking damage/security every morning on arrival at the premises

· Letting as required – opening, closing and general duties

· Preparation of hall and other areas for functions if required

· Receive and check goods and suppliers and take them to the appropriate place for storage

· Ensure that all refuse is disposed of promptly and stored away from the main building

· Routinely clean lampshades and light diffusers (strip lights). The height limit is eleven feet

· Ensure that clear passage is maintained on fire escape routes

· Test fire alarms weekly. Maintain test register

· Carry out periodic cleaning of all internal surfaces to a height of eleven feet from floor level

· Report and defects of building, furniture, fittings and equipment to EFM

· Management of the mini bus including driving students to events

· Responsible for general up keep and legal documentation for the School Mini Bus

· To operate a healthy and safe working environment in accordance with the Health & Safety at Work Act 1974 and to ensure that declared policies are adhered to

Grounds Maintenance
· Monthly check of roofs for pooling, loose tiles, plant growth etc.

· Keep all hard surfaces free of moss and weeds

· Disinfect drains and dustbins regularly

· Make safe any hazards and ensure that the area is cordoned off

· Keep paths, entrances free of ice and snow to ensure the safety of children, parents, staff and visitors

Heating, Lighting and Water

· The switching off all of lights and appropriate electric plug sockets

· Ensure that all lights and heating are working efficiently

· Turning off and on of auto-flushing units each evening and morning respectively during school time and holiday periods

· Read gas, Electric and Water metres as required

· Monitoring and setting of heating controls and boilers

· Be aware of the location of all stopcocks, gas and electricity meters and read meters as required

· Ensure that the boiler house is tidy and that no flammable material is stored there

· Using appropriate PPE replace, repair florescent tubes starters and fluorescent tubes up to a height of eleven feet

· Keep water testing records, regular shower head cleaning as required

· Any other work requested by, and deemed appropriate by, the head teacher and governors by agreement with the caretaker

Mini Bus
· Weekly checks logged – oil, water, tyre pressures

· Deliver and collect mini bus for service/repairs/MOT

· Clean mini bus inside and outside

· Notify school of any damage or wear and tear

· Replace fuel

· On occasion required to drive small groups of students to and from school trips

Personal Specification for the Assistant Caretaker

	REQUIREMENT
	ESSENTIAL
	HOW TESTED

	1.EDUCATIONAL / QUALIFICATIONS / KNOWLEDGE
· Good literacy and numeracy skills

· Good communication skills

· Basic ICT skills


	E

E

E
	Application Form/Interview

Application Form/Interview

	2. EXPERIENCE
· Experience of caretaking or premises management, building cleaning or building management

· Full clean driving licence – Type D1


	E

E


	Application Form/Interview

View D/L

	3. APTITUDES AND SKILLS
· To be able to carry out general repairs and decoration

· Ability to lift and carry heavy items


	E

E


	Application Form/Interview

Application Form/Interview



	4. PERSONAL ATTRIBUTES
· Willing to work as part of a team

· Be able to work to deadlines and be reactive

· Be able to manage own work effectively

· Flexible and approachable with both colleagues, pupils and outside agencies

· Able to use own initiative
	E

E

E

E

E


	Application Form/Interview/Ref

Application Form/Interview/Ref

Application Form/Interview/Ref

Application Form/Interview/Ref

Application Form/Interview/Ref

	5. CIRCUMSTANCE
· Has excellent confidential references


	E
	Interview

	6. EQUAL OPPUTUNITIES
· Understand and demonstrate willingness to promote positively equal opportunities outlined in school policy


	E
	Interview Ref


