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Job Description – Caretaker


Purpose of the post: 
To play an active role in ensuring the academy’s physical environment is safe, warm, clean and welcoming to all who work in, learn at and visit the academy. To work as part of a team and using their own initiative, working flexibly in their approach and able to communicate effectively at all levels. To ensure the security and safekeeping of the academy premises, facilities and property including key holder responsibility.

Main duties and responsibilities:
Security
· To unlock and open the academy premises/facilities and check for intruders/vandalism
· To undertake regular and routine security checks and site inspections to identify any risks/issues, respond to any security concerns, demonstrate a physical presence on site, removing any debris, recording damage and enable repairs to be reported and undertaken 
· To respond to alarm systems where appropriate
· To assist in the management of site security equipment (e.g. CCTV) to ensure the premises are continually monitored, appropriate protocols observed, and records maintained
· To liaise with Police when necessary
· To secure the academy premises/facilities at the end of the day and set the intruder alarm system
· To patrol the car parks at regular intervals during peak periods of night time activities

Health and Safety

· To undertake weekly checks of the fire alarm klaxons
· To ensure the safe storage of all equipment and materials used to clean and maintain the academy
· To promptly respond to requests/situations requiring emergency cleaning and basic maintenance to make safe, repair or maintain the fabric of the building, facilities or equipment
· To assist in providing safe and secure access to allocated areas in order to facilitate learning, community use and utility or emergency service activity, ensuring the safe and secure conduct of their activities




Maintenance

· To monitor, inspect and check the site services (e.g. heating and boilers, water, gas, telecommunications and security) to ensure they are functioning efficiently, cleaning as appropriate, and highlighting/reporting any areas of concern or variance to ensure appropriate service is maintained
· To remove litter and graffiti from the academy grounds
· To regularly inspect and report on the internal and external fabric and grounds, and take or recommend appropriate action
· To ensure that the academy’s toilet facilities are well maintained and always stocked with the necessary sanitary equipment
· To ensure that the academy’s first aid points are well maintained and always stocked with the necessary equipment
· To empty external waste bins
· To undertake appropriate repairs (e.g. redecorating and fixing)
· To undertake minor/simple repairs (e.g. plumbing, changing light bulbs, unblocking drains)
· To promptly respond to requests/situations requiring minor repair/maintenance work and facilitate specialist equipment service and repair
· To deal with requests/situations at such times when lettings frequent the academy premises
· To ensure compliance with service or maintenance schedules, monitor performance and identify areas of concern, making full use of the academy’s health and safety system (e.g. ‘Every’) for logging / reporting jobs
· To provide assistance with ordering, arranging and accepting delivery of materials and equipment
· To ensure furniture, materials and equipment are available, stored and safe and in good repair prior to and on completion of use
· To ensure that visiting contractors and other suppliers / companies carry out their duties with due regard and respect for the academy premises, property and people

Lettings

· To unlock facilities as appropriate for use by external organisations
· To supervise the lettings of the academy facilities to external organisations
· To ensure appropriate use of facilities by external organisations
· To secure facilities and academy premises once the external organisations have left the site

General 

· To comply with Health and Safety policies and procedures at all times
· To promote and ensure the health and safety of students, staff and visitors at all times
· To uphold and promote the values of the academy and support students to develop these values and behaviours within themselves. These values include Respect; Resilience; Leadership; Motivation; Self-control; Self-confidence. To treat all users of the academy with courtesy and consideration
· To monitor students general conduct and behaviour and intervene to resolve routine issues using appropriate techniques and skills to restore a safe and calm atmosphere conducive to learning and ensuring the wellbeing and safety of students, staff and visitors
· To engage immediate assistance from senior colleagues in the event of serious incidents, or in extreme cases the emergency services, to provide an appropriate response to restore a calm and safe atmosphere conducive to learning
· To attend meetings as required and participate in training as appropriate 
· To be aware of and work in accordance with the Data Protection Act 2018, including the General Data Protection Regulations (GDPR) 2018.
· To understand and comply with the statutory guidance regarding safeguarding of children, ensuring the safeguarding and promotion of children’s welfare at all times, reporting any concerns to the Designated Safeguarding Officer immediately. 
· To comply with the Trust and academy’s policies and procedures at all times.
To undertake other reasonable duties (with competence and experience) as requested, in accordance with the changing needs of the organisation.

Personal Contacts 

External: 	contractors, utility providers, emergency services, suppliers, parents/carers and members of the public
Internal: 	students, staff, parents, AAB members and any other visitors to the academy

This job description may be subject to change, following consultation between the post holder and the academy.

The Trust is committed to safeguarding the welfare of its students and the successful applicant will be subject to an enhanced Disclosure and Barring Service certificate and checks of the relevant barred list / prohibition lists.

Person Specification
Site Supervisor
	
	Ess
	Des
	MOA

	QUALIFICATIONS

	COSHH Regulations certificate
	
	
	A/I/C

	Minimum of GCSE grade C, or equivalent, in both English and Maths
	
	
	A/I/C

	EXPERIENCE

	Good understanding of the operational practices, working methods, quality standards, security issues, work schedules and priorities related to a full range of site facilities services.
	
	
	A/I

	Understanding of the relevant regulatory procedures and an awareness of the more complex issues impacting on site services
	
	
	A/I

	Good understanding of the issues associated with Health and Safety and site security
	
	
	A/I

	Basic building and grounds maintenance skills and the ability to undertake routine maintenance and repair or make safe in an emergency 
	
	
	A/I

	Understanding of order processing and stockholding procedures
	
	
	A/I

	Ability to maintain appropriate records
	
	
	A/I

	Awareness of the learning activities undertaken and the ethos of the academy
	
	
	A/I

	SKILLS

	Excellent communication and listening skills
	
	
	A/I

	Ability to respect and maintain confidentiality
	
	
	A/I

	Working knowledge of standard computer packages (word processing, email and spreadsheets)
	
	
	A/I

	Good time management and organisation skills
	
	
	A/I

	Ability to use tact and demonstrate empathy and understanding with a range of visitors, students, facility users and staff
	
	
	A/I

	Ability to participate and contribute to continuous improvement and development of the facilities and academy
	
	
	A/I

	OTHER

	Satisfactory Enhanced DBS
	
	
	C


Key: MOA=Method of Assessment, A=Application, I=Interview and assessment, R=Reference, C=CertificateYou can request information regarding the outcome of any concerns you have raised.
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