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JOB DESCRIPTION


JOB TITLE:		Caretaker

GRADE:		Grade 4 SCP point 6 to 7



ORGANISATIONAL RELATIONSHIPS

Responsible to:		Padgate Academy Site Manager

Working Relationships:	Site Team
Business Manager
IT & Facilities Manager
Cleaning Staff


Job Overview
The post holder is responsible for security of the premises and its contents out of school hours facilitating use of the establishment for lettings and other activities. The postholder will also carrying out both day-to-day repairs and general caretaking duties during their working hours.

Hours of Duty:
15 hours per week, (8 hours Sunday 8.00am – 4.30pm and 7 hours Monday 8.00am to 3.30pm) 52 weeks per year. Cover for other site team members during annual holiday periods will be required.   11 Days annual leave.

Key Tasks and Accountabilities

1. Review/undertake bookings for out use of school facilities out of hours, and carry out associated tasks, in line with lettings policy and procedures.
1. Maintain a highly visible, friendly, and approachable presence during lettings and out of hours’ school events.
1. Ensure that buildings, site, and resources are secure, carrying out security checks including the site perimeter and frequent patrols of the school ground.
1. Locking and unlocking of buildings at pre-determined times.
1. Keep records relating to maintenance and security.
1. Perform duties in line with health and safety regulations such as legionella checks on a weekly basis and act where hazards are identified, report serious hazards to line manager immediately.
1. Cleaning of designated areas of the school building and grounds according to instructions.
1. Undertake general porterage duties including moving furniture to set up for exams and schools’ events, moving of equipment and deliveries within school.
1. Undertake minor repairs (i.e. not requiring qualified craftsperson).
1. Operate systems such as heating, cooling, lighting and security (including CCTV, security alarms and fire alarms).
1. Receive deliveries to the school site.
1. Collect and assemble waste for collection.
1. Respond to emergencies affecting the school premises, troubleshooting as they arise.

Caretaking Duties
1. Contribute to the general caretaking duties as required by the Premises Manager (e.g., porterage, litter picking, setting up of halls and dining areas, designated cleaning duties of communal and classroom areas particularly in inclement weather).

1. Clearance of snow and ice in winter weather from the school grounds, particularly paths and car parks, including gritting of paths and clearance of snow using mechanical equipment (subject to competence). 

1. Responsible for the general upkeep of the premises both externally and internally, acting to remedy immediate issues (e.g., removal of furniture, clearing of broken glass) and reporting defects to the Premises Manager.  
 
1. Carry out general repairs as directed by the Premises Manager such as removal of graffiti, replacement of light bulbs, general repairs 

General Duties
1. Be responsible for the maintenance and safe management of all work equipment used in connection with their duties.
1. Use and maintain any PPE issued by the school in connection with their tasks.
1. Carry out all duties with due regard to confidentiality and data protection regulations.
1. The postholder will adhere to the school’s safeguarding policy which safeguards and promotes the welfare of children.
1. Undertake such additional duties as are reasonably commensurate with the level of this post.

Review Arrangements
The details contained in this Job Description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the jobs may change.  Existing duties may no longer be required, and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the School will expect to revise this Job Description from time to time and will consult with the postholder at the appropriate time.





In the fulfilment of these duties the post holder shall have regard to the:
                     
· Requirements for Health and Safety at Work.
· Statutory regulations where they apply.
· Child protection and safeguarding.
· National agreed codes of practice.
· School Health and Safety Policies and security procedures.
· Copyright procedures.


The Challenge Academy Trust (TCAT) and Padgate Academy are committed to safeguarding and promoting the welfare of children, young people and expects all staff and volunteers to share this commitment.  This post is subject to an Enhanced DBS check which will be applied for by the Trust.































PERSON SPECIFICATION

Experience 
Experience in working in a school environment					D/A/I

Experience in carrying out caretaking duties such as porterage, litter-picking	D/A/I

Experience in carrying out routine maintenance tasks				D/A/I

Basic computer skills required to use a booking system				D/A/I

Skills and Abilities
Ability to use portable hand tools for maintenance tasks				D/A/I

Ability to work as part of a team, working with others to achieve success		D/A/I

Basic literacy and numeracy skills							D/A/I

Education/Qualifications/Knowledge 
Awareness of the health and safety regulations affecting this role			D/A/I
(e.g. working at height, manual handling, COSHH)

Other Requirements 
The postholder will need to demonstrate flexibility and will be required to 		E/A/I
cover for other site team staff during annual holiday periods (as agreed with		
the Site Manager, including covering security checks and lettings
at weekends).

The postholder will be required to undertake training from time-to-time		E/A/I
relevant to his or her role and responsibilities.

The postholder will be required to obtain enhanced DBS clearance			E/A/I

To treat all students, parents, staff, visitors and contactors with care,		E/A/I
consideration and courtesy in accordance with the school’s ethos and
values.

Commitment to Equal Opportunities 
Ability to understand and demonstrate commitment to equality and diversity 	E/A/I

Note to Applicants
Whilst all points on the specification are important, those marked ‘E’ (essential) are the key requirements.  You should pay particular attention to these points and provide evidence of meeting them.  Failure to do so may mean that you will not be invited for interview.

Key
E = Essential requirement of the role
D = Desirable requirement of the role
A = Assessed via the application form
I = Assessed via interview                                                                                                                                    NHU/MSI/JUN 2024
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