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Desired start date: December 2026
[bookmark: _GoBack]Salary: Grade E (£26 847 full time equivalent, hourly rate of £13.92) 
Hours: Part-time 10 hours per week, 38 weeks per year (term time, up to 2 weeks of which can be worked during school holidays).  Additional ad hoc hours during term and holiday periods may be required.  Flexibility in working pattern (days/hours) to support school and candidate.
Type of contract: Permanent contract 
Closing date: 17:00 18 November 2026
Interview date: W/c 23 November 2026

We are seeking to appoint a part time Caretaker to join our caring and supportive staffing team.  We are looking for an enthusiastic, reliable and friendly, caring  individual.  The successful applicant will play a pivotal role in the smooth running of the school, helping ensure the safety and security of our school for all pupils, staff and wider school community.  
The jobholder will work with staff at Bitham Brook as well as external contractors and the Local Authority to maintain safe and secure premises, facilities and services.  You will be expected to work to a high standard, be approachable, enthusiastic, flexible and committed to providing a quality service.  You will need to work independently and as part of a team.  

Bitham Brook Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  We particularly welcome applications from under-represented groups including ethnicity, gender, transgender, age, disability, sexual orientation or religion.

All applicants will be subject to a Disclosure and Barring Service check and appropriate references before appointment is confirmed.  Short listed candidates will be subject to online checks prior to interview.
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Job title: Caretaker - Primary 
Related Wiltshire Council Job Profile: SCH045 Caretaker - Primary 
Grade: E				
Contract: 10 hours per week, 38 weeks per year (term time, up to 2 weeks of which can be worked during school holidays).  Additional ad hoc hours during term and holiday periods may be required.  Flexibility in working pattern (days/hours) to support school and candidate.       
Type of contract: Permanent contract
Job purpose:  To manage general maintenance and safety of the school building, site and facilities through Local Authority Facilities Management and contractors, support arrangements for school events/meetings (including out of hours/holidays) and maintain the security of the school site and buildings (through Facilities Management and contractors when required). 
Supervision and management:  The jobholder has no regular supervisory responsibility for staff but may assist in work familiarisation of peers and new recruits 
Key contacts and relationships: Main contacts will be School Business Manager, Headteacher and staff to give information on stock levels, incidents, repairs/maintenance updates etc.  
Contractors – independent and Local Authority Facilities Management
Staff and pupils reporting on out of service areas of school due to repairs, cleaning etc
Visitors meeting arrangements etc.  









	
Duties (to be prioritised from the following) 

	1. 
	To act as joint key holder for the site, ensuring security at all times, including the operation of the alarms.  To be available for call-out when required and agreed in advance.

	2. 
	To report any major defects in building, equipment and security systems observed in the course of duties and to liaise with approved contractors/County officials.  To visually monitor the condition of fire extinguishers, ensuring all extinguishers are regularly serviced and that hoses and fire blankets are kept in good condition.  To participate in evacuation processes as agreed and in accordance with the school’s recognised Evacuation Procedure.  To support all other emergency service/maintenance checks required.  

	3. 
	To assist in the collection and disposal of all refuse and ensure the school buildings and grounds are free of litter and graffiti.  To ensure, in winter especially that access roads, pavements, steps and playgrounds are safe for use at all times. 

	4. 
	To manage and maintain an adequate stock of cleaning/hygiene materials from approved suppliers and to ensure school is stocked with soap, hand sanitiser, towels etc.  To undertake emergency cleaning (soiling of toilets, sickness floods etc) as necessary. 

	5. 
	To undertake spring cleaning, including some high level cleaning at the end of school terms.

	6.
	To monitor and ensure the efficient operation of the heating system, ensuring its good working order and cleaning heater vents. To record and monitor gas/electricity/water (as applicable) meter readings/returns as required. 

	7.
	To take deliveries of stores, materials and other goods and to undertake porterage duties as required (including moving furniture, equipment etc).

	8. 
	To undertake and manage routine maintenance and minor refurbishment of premises, fixtures and fittings as necessary.  To undertake occasional gardening duties.  To attend site meetings as required. 

	9. 
	To maintain records and complete paperwork as required.  To be aware of and adhere to applicable rules, regulations legislation and procedures eg County Council (Equal Opportunities Policy/Code of Conduct) and National Legislation (Health & Safety, COSHH, Data Protection).


	10. 
	To take part in training activities offered to further professional knowledge, development and understanding of school practices. 


	11.
	Be aware of the school’s Health and Safety policies and take personal responsibility for ensuring they are put into practice in relation to your work.


	12.
	Be committed to the safeguarding of children and the promotion of their welfare within the school taking personal responsibility to ensure that safeguarding policies are understood and followed.


	13. 
	To perform such other tasks as may reasonably be required appropriate to the grading of the post.


	14.
	Contribute to the overall positive ethos of the school through treating others with dignity and being an energy creator for those around you.



	Key contacts and communication 

	Examples of typical contacts for the jobholder 
· Head Teacher/School Business Manager/Staff – information, co-ordination and effective management of necessary building and facilities maintenance
· SBMs – line management, co-ordination of approved contractors 
· Approved contractors and suppliers, liaison to ensure effective management of necessary building/facilities maintenance and reporting 











	Relationship with the Office Manager iro building and facilities management

	School Business Manager
	Caretaker

	Pen picture of main duties:
· Line management – Admin/Comms Officer & Caretaker 
· Maintain personnel records
· General admin/finance support e.g. contracts, finances, ordering 
· Facilitate routine maintenance 
	Pen picture of main duties:
· Identify and effectively manage building/facilities   maintenance and fixing issues, to ensure successful resolution 
· Effective management of school hygiene/cleaning consumables, in conjunction with Head Cleaner
· Liaise with approved contractors 
· Key holder and working flexibly



	Decision Making 

	Basic decisions are made by the post-holder about security problems, site issues and minor maintenance jobs.

The job holder should proactively monitor and manage/recommend:-
· Orders of maintenance/school cleaning materials or equipment (working with Head Cleaner iro cleaning supplies)
· Repairs and maintenance or safety measures.



	Resources 

	The jobholder would typically be responsible for the care and proper use of maintenance/school cleaning supplies, tools and equipment.
The post holder has shared responsibility for the safety and security of school premises.



	Creativity, Innovation and Problem Solving

	The work undertaken by the post holder is largely regulated by laid down procedures.
There is a requirement for use of creative skills to ensure routine problems/issues such as undertaking repairs,  dealing with an emergency maintenance situation or ad hoc emergency call out.



	Working Environment

	Physical demands will be commensurate with general maintenance/cleaning and portering duties.  There may be some exposure to dust, dirt and occasional noise from machinery noise, working outside may (on occasion) subject the post holder to bad weather.

The post holder will encounter members of the public, visitors to the school, contract staff, students etc during the course of their duties. 
There is some exposure to risk when the post holder is required to operate machinery (eg use of hand tools for minor repairs) and some exposure to hazardous chemicals (eg industrial cleaning materials and gardening chemicals).



	Knowledge and Skills

	Good standard knowledge and skills of routine maintenance and security of buildings and grounds.    
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	Person Specification

	Area
	Essential
	Desirable
	Evidence, where req

	Experience
	Experience that supports maintenance and upkeep of an aspect of buildings or premises

Experience that is transferable to the role

Knowledge and understanding of relevant policies/codes of practice- health and safety

Working within a busy and demanding environment

Ability to use/learn to use a range of tools and equipment, ensuring safe handling and storage
	Experience in an education setting



Relevant statutory policies/codes of practice - assessment and reporting procedures


Process improvements - identification and implementation

Experience of supporting building work and premises improvements 
	Application

Interview

References


	

	Skills, knowledge & understanding
	Excellent verbal and written communication skills 

Strong interpersonal skills – able to relate well and communicate with staff, pupils, parents/carers and contractors/suppliers

Able and willing to work as part of the wider team and on own initiative

Able to work under pressure, plan ahead and prioritise workloads effectively to meet deadlines

Good organisational skills

Professional at all times, demonstrating and modelling school values and ethos to achieve the best outcome for all pupils

Understanding of school roles and responsibilities 
	Ability and willingness to carry out/manage basic repairs, painting and grounds maintenance 
	Application

Interview

References

	

	Personal Attributes
	Highly motivated with high expectations, a positive attitude, cheerful with a good sense of humour, help create energy across school 

Welcoming, approachable and professional with a high level of personal integrity

Punctual, dependable and trustworthy, sensitive, patient and courteous, understanding and able to maintain confidentiality at all times

Willingness to work flexibly in line with the post
	
	Application

Interview

References

	

	Qualifications
	Formal qualifications demonstrating good numeracy and literacy skills 
Willingness to participate in training and development to support ongoing professional development
	Any additional qualifications pertinent to the job role eg First Aid
	Application

Interview
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