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	Prosper Together Multi Academy Trust has a responsibility for, and is committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults, and requires all staff and volunteers to share this commitment.


	Post  Title
	Caretaker
	Post No
	

	School
	Castle Bromwich Infant & Nursery School/Castle Bromwich Junior School (Split role)

	Salary Band/Range
	Band C (£25,992 - £28624) 

(Actual Salary £16,427.16 – 18,090.61)

	Responsible to
	School Business Manager 


	Location
	Castle Bromwich Infant & Nursery School/Castle Bromwich Junior School (Split role)

	DBS Check 
	Prosper Together MAT is committed to safeguarding and promoting the welfare of children and an enhanced DBS check and online check will be a requirement for the successful candidate.

	Special Conditions
	12 hours CBJS (Monday- Wednesday 12pm – 4pm)
14 hours CBINS (Thursday/Friday Split shift 6am – 9.30am and 2.30pm – 6pm)
The role is for 41 weeks per year (Term time including INSET days plus two weeks)


	1.
	Job Purpose

	
	To assist with the maintenance and development of an effective organisation. To ensure good and effective management of the premises services, safeguarding the wellbeing of all premises users. To assume responsibility for the security of the premises.



	2.
	Key Responsibilities

	

	
	2.1
	Main Duties

	
	
	· Assume responsibility for the management of grounds maintenance activities as directed by the headteacher. 
· Assist with the management of energy conservation within the premises to ensure good practices are adopted at all times.

· To read, record and report monthly to the School Business Manager all service meters eg Gas, Electric and Water.
· Assume responsibility for facilitating the lettings of the school premises to enable maximum income to be generated for the school, ensuring the hirers requirements are adequately met ie Access and egress, H&S, security etc.

· To be responsible for the preparation of the school premises for after school activities, open evenings and assemblies/performances.
· Assume responsibility for scheduling of maintenance and other works in progress on site, monitoring the progress of the work and reporting to the Site manager and School Business Manager. 
· Ordering and taking delivery of materials and supplies. Movement of these to various parts of the building as necessary. Move furniture and equipment as necessary.
· Inspect contracted services to ensure the proper completion of intended works to a satisfactory standard.

· Maintain cleanliness and general tidiness of all external hard areas, empty litter bins as necessary and maintain waste areas to a satisfactory standard.

· Ensure that all drains and gullies operate effectively and healthily.

· Clean leaves, snow, ice, moss and detritus as appropriate including the treatment of surfaces with salt.

· Inspect the outside fabric of the school and all fences, gates , walls, steps , lights etc., reporting/repairing defects as appropriate, outside spillages and cleaning up as necessary.


	
	2.2
	People

	
	
	The postholder will be responsible for directing the activities of all contracting service personnel completing work on site and ensuring relevant contractor management checks have been completed
The postholder will report to the School Business Manager and the Headteacher

	
	2.3
	Safeguarding

	
	
	Prosper Together Multi Academy Trust is committed to keeping children, young people and vulnerable adults safe.  The post holder is responsible for promoting and safeguarding the welfare of the children, for whom she/he is responsible or comes into contact with.

	
	2.4
	Financial

	
	
	The post holder has no financial responsibilities.


	
	2.5
	Buildings & Equipment

	
	
	· To ensure that appropriate gates, windows, doors, fire escapes are opened/closed. Ensuring that intruder alarms are set appropriately.

· To ensure the proper operation and function of all alarms , fire equipment, emergency exits and entrances. Making sure that all firefighting equipment is in place. Also ensure that equipment subject to a maintenance contract is serviced in line with terms and conditions.

· Check that all electrical equipment such as laptop computers etc., are secured every evening. Store equipment that has been left out in a secure place and report accordingly to the Site Manager and School Business Manager.

· Report to the Site Manager, School Business Manager and Trust office, as necessary, any acts of vandalism and call emergency services when appropriate.

· Ensure good site supervision to minimise trespass on the school premises or grounds in accordance with agreed procedures.
· Report any health and safety concerns to the Site Manager.

· Be responsible for carrying out any other duties as required by the school which are commensurate with the post.
· Assume responsibility when necessary for the heating of the premises, ensuring that a satisfactory temperature is maintained when required.

· Check and control system functions

· Report all heating defects to a heating engineer and coordinate required works with School Business Manager and Headteacher.

· Keep the boiler room clean and tidy

· Maintain stock levels as required included ordering and receipt of supplies

· Assume responsibility for arranging necessary repairs, alterations etc when approved by the Headteacher , ensuring that all specifications , tenders and contracts meet service standards and criteria.
· Regularly inspect electric fittings and report defects which require specialist repair.
· Regularly inspect the condition and fabric of the building , in particular all plumbing installations, reporting or repairing defects as necessary.


	
	2.6
	Health & Safety

	
	
	· Assume responsibility of the development, implenetation and maintenance of Health and Safety at Work Act procedures
· To understand and comply with the general and specific responsibilities or duties imposed by the Health and Safety at Work Act and COSHH regulations.

· The post holder will be responsible for his/her own health and safety. 
· The postholder will undertake duties and responsibilities must be carried out in line with the specific requirements detailed in the Trusts Corporate and School local arrangements Health and Safety policies. 
· Assist in the maintenance of the Trust’s Health and Safety software system, ensuring data and actions are up to date. 

· Assume responsibility for emergency situations, ensuring that all matters are dealt with in an effective and efficient manner, to include:

· Ensure Access, assist as necessary and secure premises for all emergency services

· Deal with or arrange for all bursts, leaks, flooding, fires, breakages to be dealt with as appropriate.

· Deal with all spillages, ill health, accidents etc as necessary whilst on duty.
· Fire drill completed termly and weekly test of fire alarm system and keeping log up to date.
· Water testing and updating log (legionella)



	
	2.7
	Policies & Procedures

	
	
	The post holder will be accountable for ensuring that he/she is aware of relevant Trust and school policies and that all duties and responsibilities are carried out in line with the appropriate policies and procedures.

	

	3.
	Other Conditions

	

	
	3.1
	Mobility

	
	
	Whilst this post is initially to a specific post, the post holder may be exceptionally required to transfer to any post appropriate to their grade at such a place as in the service of the Trust they may be required.

	
	3.2
	Equal Opportunities

	
	
	Prosper Together Multi Academy Trust is committed to Equal Opportunities and expects all staff and volunteers to recognise and value differences and to treat everyone with dignity and respect. 

	
	3.3
	Variations to Job Descriptions

	
	
	Due to changing customer demands, duties and responsibilities are likely to vary from time to time and the Trust retains the right to amend job descriptions to reflect changing requirements. 

	
	3.4
	Training and Development

	
	
	Prosper Together Multi Academy Trust is committed to the personal and organisational development of the individual. The post holder will be encouraged to identify job-related development needs.

	
	3.5
	Core Qualities & Leadership Framework

	
	
	Prosper Together Multi Academy Trust expects all staff to demonstrate the behaviours in the Core Qualities Framework and where appropriate, those in the Leadership Framework, to an acceptable level. 


	Compiled/Reviewed by:
	Headteacher & School Business Manager

	Date:
	January 2025


	Person                Specification


	

	Prosper Together Multi Academy Trust has a responsibility for, and is committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults, and requires all staff and volunteers to share this commitment.


	Post Title
	Caretaker 

	Post No
	

	Division
	Castle Bromwich Infant & Nursery School and Castle Bromwich Junior School (split role)

	Salary Band/Range
	Band C (£25,992 - £28624) 

(Actual Salary £16,427.16 – 18,090.61)

	Responsible to:
	School Business Manager



	
	Essential Criteria
	Desirable Criteria
	Measured By

	Education & Qualifications
	GCSE Maths & English at pass level or above
A commitment to own continuing professional development

	Additional recent, relevant professional development

An engineering, facilities management, mechanical or trade background (carpentry, building etc)

	Application


	Skills & Abilities
	Effective all-round communicator with good skills in spoken and written English

Ability to work independently and as part of a team, supporting colleagues and contributing effectively

Flexible, adaptable to change and reliable

Self-motivated and demonstrate an ability to work on own  initiative motivation

Excellent interpersonal skills 
Able to anticipate and reduce risk where possible

Communicate effectively (orally and in writing)
Ability to manage and organise time and resources effectively
Ability to use practical skills to improve the site and buildings
Organised and methodical


	IT literate
Able to monitor stock levels

Full driving licence
	Application

Interview


	Experience &

Knowledge


	An understanding of H & S issues in school buildings

Knowledge of specific premises issues – Health & Safety, security, COSHH regulations

Experience of cleaning work
Managing contractors
	Use basic power tools and other equipment for repairs and improvements


	Application

Interview


	Core Qualities
	Respects and values children

Warm, friendly nature, able to establish and maintain good personal relationships

Enthusiasm, integrity and honesty

Personal Effectiveness: makes things happen; operates with resilience, flexibility and integrity.
Self Awareness: learns continuously and effectively adapts behaviour in response to feedback.
Service Delivery: understands customer needs and responds appropriately

	
	Application

Interview


	Other Requirements
	Commitment to the protection and safeguarding children

Commitment to work with the wider community, parents, governors and other schools 

Commitment to working within organisational procedures and processes in order to meet required standards for the role
Willingness to undertake relevant training

	A willingness to become involved in, and support, other aspects of the life of the school 


	Application

Interview


	Compiled/Reviewed by
	Headteacher & School Business Manager

	Date
	January 2025
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