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 Job Description – Site Caretaker 
 

 

Position: Site Caretaker  

Department: Future Education 

Job status: Permanent 

Working pattern: 37 hours per week Mon – Fri (Flexible working to be agreed) 

Pension: Company Pension Scheme 

Location: Norwich based  

Salary: £24000 - £28000 

Application Deadline: 15th October 2026 

Expected start date: asap 

 

Vision statement:  

Our vision is of vibrant and strong communities where everybody can live independent, safe and happy lives. 

 

Context and purpose of the job:  
We are looking to recruit a new Caretaker for our Independent Special School, taking responsibility for safety, security, 
maintenance and refurbishment of our school site.   Leading on all planned and preventative maintenance you will be 
able to turn your hand to a wide variety of practical tasks to ensure remedial repairs and refurbishment projects are 
completed to a high standard.  You will engage with the day to day life of the school and be able to respond to requests 
for movement of furniture, deliveries, and equipment at short notice.  You will ensure the site remains clean, tidy and 
looking its best at all times. 
 

This role is responsible for ensuring that everyone working, visiting or accessing the organisation’s premises is safe at 
all times, and ensuring that all safety arrangements comply with legislation and best practice. 
 

The role will contribute to risk assessments and safety planning with colleagues at the school and across the charity, 
and will support continuous improvement, providing reports to school’s senior leadership team, core management 
team and relevant boards. 
 

 

Personal profile:  
This role is suited to an experienced caretaker/site manager who is a confident problem solver, a willing learner, and 
who has a can-do approach to their work.  
 

Preferably you will have experience in securing ongoing compliance with applicable legislation, regulations and best 
practice requirements across both health & safety, and Facilities Management. A health & safety qualification (IOSH or 
NEBOSH) is preferred, however training and development opportunities will be provided for the right candidate.  
 

A current driving licence is and willingness to travel and transport staff, students and/or materials is essential for this 
role. 
 

You will have good ICT, Literacy and Numeracy skills and will have some experience planning and managing projects 
such as refurbishments, office moves, installations. As such you would have some experience appointing and managing 
contractors, managing supply/service contracts, and ensuring value for money is achieved. You will also be physically 
capable of manual tasks and able to affect day to day repairs and maintenance. 
 

Finally, you will be an independent and proactive problem solver who has a can-do will-do attitude and a commitment 
to excellence.  
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About Future Projects: Future Projects is a Charity active in helping children and adults to address severe and multiple 
deprivation by providing high quality, community-based services which promote education, health, skills, employment, 
wellbeing and life chances.  We aim to help people in difficult situations build on their strengths and capabilities, and 
develop the confidence, skills, and resilience to take control and transform their lives.  
 

 

About Future Education: About Future Education: Our nurturing, caring and vibrant school supports students to meet 
their full potential, academically and as individual young adults, preparing them to take the next step towards realising 
their aspirations with hope and confidence. 
Many young people come to us after struggling to find an educational option that meets their needs.  At Future 

Education, they find a secure place to learn and hope for the future.  

Future Education is a positive choice for young people and their families, many of whom are looking for: 

- A place for that is nurturing and small with a bespoke curriculum that is designed around their individual social, 

emotional, behavioural and learning needs. 

- A place that provides an ‘educational home’ for those who may have found themselves ‘educationally 

homeless’ through a wide range of circumstances.   

A place for those who have experienced hurt or trauma where they can find hope, healing and wholeness as well as 
finish their education in an environment that understands the impact of trauma on learning and behaviour 
 
You can find out more about the school here: www.futureeducation.org.uk  

 

 

Duties and Responsibilities 

 
Health & Safety:  

• Contribute to general risk assessment processes, identifying safe working practices and ensuring safety measures 
are implemented.  

• Undertake regular testing and review of safety arrangements, including regular safety audits and checks, taking 
immediate remedial action, and ensuring documentation is retained. 

• Provide regular Health and Safety reports to Senior Leadership Team as requested. 

• Where necessary, commission external safety checks, audits, and servicing to improve safety performance and 
minimise risk.  

• Record and monitor accidents, safety incidents and near misses and analyse trends to drive improvement in 
performance.  

• Ensure the relevant signage, first aid equipment and other safety materials/resources are in place and up to date.  

• Coordinate safety related training for staff and volunteers, including but not limited to induction, first aid, fire 
safety. 

• Provide the SLT with professional advice and practical assistance in health and safety issues. 

Facilities Management:  

• Manage and maintain utility, supply and service contracts for premises, ensuring continuity of service and value 
for money. 

• Carry out day-to-day maintenance and remedial repairs in the school’s premises where trained, capable, and safe 
to do so. 

• Oversee cleaning arrangements ensuring appropriate service levels and cleaning standards.  Respond to essential 
cleaning requirements personally where cleaning staff are unavailable and situations need resolving in a timely 
manner. 

• Monitor and replenish office and facilities related consumables in good time, ensuring value for money. 

• Ensure that all items of equipment, plant, and fixed installations owned or operated by the organisation are 
maintained, tested, and serviced in accordance with best practice and/or the manufacturer’s instructions and/or 
regulatory requirements.  

http://www.futureeducation.org.uk/
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• Ensure that adequate safety and protection systems and procedures are in place including but not limited to fire 
safety, gas, security, and water hygiene. 

• Maintain accurate records relating to the maintenance, servicing and management of the organisation’s premises 
and facilities. 

• Under direction plan and organise regular and irregular works including refurbishment, redecoration, and renewals 
across the organisation, working with colleagues to deliver on time and in budget.  

• Ensure that all external contractors, suppliers, and providers working with, for, or on the premises of the 
organisations meet the necessary quality, regulatory, and safety standards.  

• Manage the security of school and charity sites, managing and controlling access, liaising with contractors and 
ensuring that security procedures are in place and staff/volunteer training provided.  

• Act as first emergency contact for out of hours security and facilities issues, responding to alarm activations. 

• Monitor and review the condition of the charity’s premises and facilities to inform long term refurbishment plans 
and works, including undertaking regular site-walks and inspections. 

 

Other duties 

• Manage cleaning staff on a day to day basis, dealing with leave requests and cover, providing training and support, 
monitoring standards and driving improvement 

• Undertake any such training and development as may be required to enable the full and proper discharge of the 
duties outlined in this job description 

• Remain abreast of developments in health, safety and facilities related matters to ensure the charity is well 
prepared to maintain ongoing compliance  

• Any other such duties as may be required commensurate with the scope and nature of the post 
 
 
This role profile is not exhaustive and is subject to review in conjunction with the post holder and according to future 

changes/developments in the service. 
 

The nature of our school means that the likelihood of violence and aggression, and risky behaviours from pupils toward 
each other and toward staff is relatively high, and whilst the school has in place a comprehensive range of risk 
management and safety control measures it is not possible to completely eliminate such risks. 
 
 
 
Job environment: The role will be based primarily at the charity’s independent special school in Norwich but may also 
be required to work at the charity’s other premises across the County from time to time.  Some flexibility will be afforded 
regarding working patterns and practice, and there may be a need for evening or weekend work on occasion subject to 
the needs of the charity.   
 

Supervision: The role will report directly to the School Operations Manager on a day to day basis and will be subject to 
regular performance reviews and support sessions.  The role will also be required to liaise with, and report to the Senior 
Leadership Team. 

 

Line Management Responsibility: The post is responsible for the day to day management of cleaning staff.  

 

Health and Safety/Safeguarding: The post holder must comply with policies and procedures relating to health and safety, 
security, confidentiality, data protection, safeguarding at risk adults, safeguarding children, and preventing extremism 
and radicalisation and any other such safety procedures as may be necessary.  

The post holder must report all concerns or disclosures to the appropriate person in accordance with such procedures.  
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Future Projects is committed to safeguarding children and vulnerable adults and expects all staff and volunteers to share 
that commitment. Our primary concern is always the safety and wellbeing of children and vulnerable adults.  

• The Charity’s Designated Safeguarding Lead for Children is: Jane MacLennan– Deputy Head Teacher at Future 
Education: j.maclennan@futureeducation.org.uk 01603 251 310 

• The Charity’s Designated Safeguarding Lead for Vulnerable Adults is: Grace Richardson – Support Services 
Manager: g.richardson@futureprojects.org.uk 01603 250 505 

Future Education will provide a programme of induction and training to include Health & Safety and Safeguarding, and 
will make external training available as required.  

 

Equalities: The post holder must be aware of, support and promote equality, diversity and inclusion in all its forms, and 
ensure that the charity’s beneficiaries have equality of access to the services on offer. In the context of this role, this 
includes being mindful of the access, facilities, and safety needs of staff, volunteers, service users, students, visitors, 
contractors and anybody else affected by the charity’s activity.  

 

Pre-employment checks: Employment will be subject to satisfactory pre-employment checks including but not limited 
to: right to work in the UK, enhanced checks from the Disclosure and Barring Service, pre-employment health check, 
and two satisfactory references.  

 
Disclosure of Criminal Convictions / Cautions: Because Future Education offers education to people under the age of 18 
all positions are exempt from the provisions of the Rehabilitation of Offenders Act 1974.  You are therefore not entitled 
to withhold information about any convictions/cautions, etc. including those which for other purposes are ‘spent’ under 
the provision of the Act. 
 
Police Checks: All employees/volunteers are required to undertake a full DBS disclosure check prior to commencing 
employment. The successful applicant will be required to complete a disclosure form for the School to undertake a 
criminal record check to confirm the existence and/or nature of any record of criminal convictions or other relevant 
information. 
 
Additional Information: Whilst every effort has been made to explain the main duties and responsibilities of the post, 
each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable 
request from the Head Teacher to undertake work of a similar level that is not specified in this job description.  
 
Future Education encourages a positive attitude and approach at all times, promoting an atmosphere in which young 
people can raise their self-esteem and develop high expectations for themselves. 
 
The post holder is required to contribute to and support the overall aims and ethos of the charity.   

 

Application Guidance 
 

When completing your application form, please refer directly to the Job description and Personal Profile sections.  
 

Please include relevant details of your training, experience, knowledge and skills in relation to these sections. 
Applications will be shortlisted for interview on the basis of this.  

 

Future Education Independent Special School is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. 

 

mailto:j.maclennan@futureeducation.org.uk
mailto:g.richardson@futureprojects.org.uk

