
Senior Caretaker 

August 2025

37 hours per week, 40 weeks (TTO, plus 5 
INSET days and one additional week to 
be agreed)

£21,774 to £22,612 (dependent on service 
and experience)



Thank you for your interest in joining Central England Academy Trust as 
Senior Caretaker at Higham Lane North Academy.

This is an exciting and unique opportunity to be part of the opening 
and shaping of a brand new 11-16 school.





Senior Caretaker  

Are you seeking a career that is not only meaningful and purposeful but 
also has a lasting impact on children's lives?

Do you thrive in a dynamic, fast-paced environment where each day 
brings new challenges and opportunities?

If so, we have an exciting and rewarding opportunity for you to join the 
founding team of Nuneaton’s brand-new secondary school as our Senior 
Caretaker. In this pivotal role, you’ll be at the heart of the school’s 
operations to deliver essential services that support both pupils and 
staff.

Main Purpose: 

As Senior Caretaker, you will be responsible for managing caretaking services 
to all buildings forming the school site, ensuring a safe and secure 
environment.   You will have responsibility for undertaking minor or 
temporary maintenance and repairs and managing school 
caretaking/premises staff and holding budgetary responsibility for this.  You 
will be responsible to the Headteacher or nominated representative for the 
effective provision of caretaking, cleaning and site maintenance routines and 
responding to emergencies relating to the site as necessary.  You will 
contribute to establishing and maintaining a culture of safeguarding children 
and contribute to the school’s statutory duty to safeguard and promote the 
welfare of children.



Please complete the Application Form, as well as the Equality Details Form, that you 
will find on the School’s website (www.hlna.co.uk) and email them to jobs@hlna.co.uk, 
indicating in the message title the post you are applying for. If you would like to have 
a chat about this post, please contact Kirstie Robinson, Headteacher Designate, on 
024 7638 8123. 

The closing date for applications is midday, Wednesday 4th June 2025
Interviews will take place during June.   

Please address the following points when completing the ‘Additional Information’ 
section of the application form: -

• Why you would like to work at Higham Lane North Academy

- Why you feel your personal qualities and experience make you an excellent 
candidate for this position. 









Responsibility for others: 

• The post has some impact on the well-being of individuals or groups (ie physical, 
mental, social, health and safety).

Responsibility for physical resources: 

• The post has considerable responsibility for cleaning, maintenance and repair of a 
range of equipment or buildings and / or responsibility for security of buildings.

• TO SATISFY THE REQUIREMENTS FOR BAND E, THE POST MUST MEET AT LEAST 
ONE OF THE FOLLOWING CRITERIA:

Responsibility for staff: 

• The post has direct responsibility for a team of employees, including recruitment, 
work allocation and performance management

Responsibility for budget: 

• The post has some direct responsibility for financial resources, including placing 
orders, verifying invoices and monitoring expenditure against a specific budget.

• TYPICAL TASKS

Security:

• Carry out security procedures for the school buildings and grounds
• Routine and non routine opening and closing and security of premises and grounds 
• Take action to prevent trespass on the premises
• Ensure unauthorised parking of vehicles does not occur
• Act as a nominated keyholder and respond appropriately to alarm company, police 

call-outs and other emergencies outside normal working hours.

Cleaning:

• Ensure the premises and furnishings are cleaned in accordance with the 
school’s/authority’s standards, including supervising, organising and appraisal of 
work of cleaning staff

• Carry out regular cleaning inspection and maintaining log sheet 
• Ensure floors are stripped and retreated at appropriate intervals 
• Order cleaning materials and equipment
• Maintain time book, fill in claims forms etc



Maintenance:

Ensure that site is maintained and fit for purpose 
Carry out minor maintenance work and repairs.
Responsible for basic tools and equipment and report items, repairs, maintenance work that is required and is beyond 
the competence of the school site staff.
Check for and report damage as appropriate
Direct contractors to sites of repair and maintenance work 
Inspect work of contractors where satisfaction note required
Operate heating plant to maintain certain temperatures and ensure adequate supply of hot water available
Carry out frost precaution procedures
Carry out procedures in event of fire, flood, breaking and entering, accident or major damage 
Provide emergency access in the event of snow or minor flooding or similar emergency situations 
Ensure playing areas and paths are free from litter
Ensure drains and gullies are inspected to ensure free flowing and clean, dealing with blockages as necessary
Ensure that caretaking and cleaning equipment is in a safe and working condition Undertake occasional painting (of 
doors/small areas etc)

Stock:
Receive delivery of stock, materials etc, ensuring appropriate storage.
Ensure adequate supply of fuel, light bulbs and janitorial materials are available, placing orders as necessary

Lettings:
Prepare for after-school activities and ensure accommodation is prepared for normal school use 
Undertake school lettings in accordance with the lettings procedures

Other:
Moving equipment and resources as required Marking sports pitches (where appropriate)
Check fire alarm systems
Assist Headteacher (or nominated representative) in undertaking risk assessments

Staff management / financial responsibility: as referred to above



• Be aware of and understand the Authority’s regulation, e.g. 
H&SAW and COSHH guidelines Literacy skills to complete forms 
and orders, write instructions, understand and follow H & S and 
COSHH instructions

• Numeracy skills to check goods, check invoices, carry out stock 
control, undertake calculations , monitor and account for 
expenditure against a budget

• Display commitment to the protection and safeguarding of 
children and young people Value and respect the views and 
needs of children

• Able to carry out procedures, routines and follow instructions 
Able to plan short term

• Able to operate cleaning equipment, machinery and tools and 
undertake basic maintenance Have minor maintenance skills 
(e.g plumbing, electrical, glazing, woodwork) to make safe.

• Understand basic administrative systems (lettings, time book, 
maintenance hotline, ordering) Understand and be familiar with 
the layout and organisation of the school and its site.

• Good time management
• Flexibility 
• Set a good example by one’s own presentation, personal 

and professional conduct  
• Willingness to undertake relevant training
• Team player

Skills and 
knowledge

Personal
Qualities
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