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Formby High School is an ‘Outstanding’ and heavily oversubscribed 11-19 mixed
comprehensive academy with over 1,000 students (220 in the Sixth Form).  The
school’s mission statement ‘Determined to Achieve’ is the central focus of all our
work.  The school employs over 120 dedicated and highly effective teaching and
support staff who work closely with parents to achieve the best possible outcomes
for our students.

Formby High School is committed to safeguarding and promoting the welfare of
its young people.  The successful applicant will be subject to a DBS check at an
enhanced level and personal details will be cross-referenced in line with the
school’s Safer Recruitment Procedures

Required to start as soon as possible

Caretaker
Permanent / Full-time
Salary: SCP 17 – 20 (£17,772 – £19,430)
The opportunity for future career development in site management is
available for the right candidate.

The school is seeking to appoint a full-time caretaker as soon as possible to cover
the hours that the school is open: 7.00am to 9.30pm. You will work 36 hours per
week alongside the existing caretaker to cover these hours. The successful
candidates must be able to relate to and engage constructively with colleagues
and students. Candidates should be flexible, enthusiastic and a team player.

Interested candidates who meet the requirements set out in the Person
Specification are invited to visit our website for an application form and further
information: www.formbyhighschool.com. All applications should be addressed to
Lisa Kelly, HR Officer, and must be emailed to recruitment@formbyhighschool.com
or posted to the school address before the closing date.

Closing date: 13 October 2017 at 9:00am
Shortlisting: 13 October 2017
Assessment Centre: w/c 16 October 2017
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DMA/LKE

October 2017

Dear Applicant

Caretaker
Permanent / Full-time

Thank you for your interest in the position of Caretaker.  Please find enclosed a pack
containing further details of the position, information on Formby High School and an
application form.

Formby High School is committed to safeguarding and promoting the welfare of its young
people.  The successful applicant will need to be DBS (CRB) checked to Enhanced level
and personal details will be cross-referenced in line with the school’s Safer Recruitment
Procedures.

If you decide to proceed, please complete and return the enclosed application form
together with a letter of application, which should include your reasons for applying for
the position and suitability for the role.

All applications must be received by 9:00am on 13 October 2017.  The final selection
process will take place week commencing 16 October 2017.  Applicants called for final
selection will be informed by telephone as soon as possible after shortlisting has taken
place.

Candidates called for final selection will receive a detailed programme on their arrival,
which will include a tour of the school, assessment tasks and formal interview.  Following
the tasks, we will select those candidates who will progress to formal interview.

The decision of the appointment panel will be informed by the following:

 application form and supporting letter
 results of any assessment task
 performance during formal interview

I look forward to receiving your application.

Yours sincerely

D A Mackenzie
Headteacher
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Job Description

Job Title: Caretaker

Department: Site

Reporting to: Site Manager

Grade: SCP 17 – 20

Job Purpose: To care for the school buildings and grounds and to provide a clean and safe
environment for users of the school.

Duties and Responsibilities

Security
 Unlock / open the school gates and buildings at the start of each day and close / lock up at the end of the

day.
 Open and close the school for evening and weekend use at times advised by the Headteacher.
 Unset the school intruder alarm system at the start of each day and set it at the end of the day.
 Respond to intruder and fire alarms, liaising with the relevant authorities (police, fire brigade and Alarm

Receiving Centre), and reset the appropriate alarms after the event.
 Check and secure the school premises subsequent to an out of hours intruder / fire alarm activation.
 Register as main Key Holder and be the first point of contact in an emergency callout situation.
 Ensure the overall security of the school premises, including locking all appropriate windows and doors

(both exterior and interior).
 Be available if called out during unsociable hours or at weekends to handle security problems, make

emergency repairs or allow access to any contractor who may be working on the site, in school holidays or
weekends

 Check for damages / attempted break-ins every morning on arrival at the premises.
 Make the premises secure after break-ins.

General
 As part of the caretaking team, be responsible to the general upkeep and care of the school.
 Empty internal and external communal rubbish bins on a daily basis.
 Ensure that all refuse is disposed of promptly and stored away from the main building.
 Ensure that external rubbish is stored appropriately in the bin area.
 Unlock the bins area in preparation for pick-up and relock after pick-up.
 Clean internal/external windows and doors.
 Sweep yards, pick up litter and be responsible for the removal of all debris from paths, play areas, grassed

areas, flowerbeds and all entrances.
 Carry out general maintenance and minor repair work, including to: doors, windows, toilet seats and

flushes, furniture (this list is not exhaustive, but provides examples).
 Paint and redecorate areas of the school as required.
 General porterage duties, including moving of furniture and assisting in loading and unloading of vehicles

as required.
 Carry out duties pertaining to evening and weekend lettings as required.
 Preparation of rooms and areas of the school for functions as required.
 Routinely clean lamp shades and light diffusers (up to a working height limit of 11 feet).
 Ensure that clear passage is maintained on fire escape routes at all times.
 Carry out periodic cleaning of all internal surfaces to a height of 11 feet from floor level.
 Report any defects of building, furniture, fittings and equipment to the Site Supervisor.
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 Ensure all tools and equipment are stored away when not in use, including ladders, trolleys and hand
tools.

 Assist in the induction of other caretaking team staff as required.
 Return to school between shifts if required to do so.
 Carry out any other work deemed appropriate as requested by the Site Supervisor or the Headteacher.

Grounds Maintenance
 Carry out a weekly check of roofs and gutters for pooling water, loose tiles, plant growth and other

debris.
 Keep all hard surfaces free of moss and weeds.
 Ensure the general upkeep of flower beds, borders, fences and other external areas as required.
 Disinfect the drains and dustbins regularly.
 Make safe any hazards and ensure that the area is cordoned off.
 In the event of snowfall, keep paths and entrances free of ice and snow to ensure the safety of students,

parents, staff and visitors.

Heating, Lighting and Water
 Switch off of all interior lights and appropriate electric plug sockets at as part of the shut-down process at

the end of each school day.
 Ensure that all lights and heaters are working effectively and take remedial action if necessary.
 Monitor and set the heating controls and boilers as required.
 Be aware of the location of all stopcocks, water, gas and electricity meters, and read meters as required.
 Ensure that the boiler houses are kept safe and tidy and that no flammable materials, tools, equipment are

stored within them.
 Repair or replace fluorescent tube starters and fluorescent tubes up to a height of 11 feet.

Health and Safety
 Be willing to undertake any health and safety training as required.
 Respond to health and safety concerns raised by other staff or students, ensuring the area is safe and that

the necessary remedial action is taken.
 Report health and safety concerns to the school’s Health and Safety Officer.
 Ensure stringent health and safety provision and adherence to safe working practice at all times.
 Check that any equipment is in a safe condition before use.
 Ensure the safe storage of materials covered by COSHH regulations.
 Ensure the appropriate risk assessment of tasks before they are undertaken, particularly those involving

working at height, manual handling and lone working.
 Wear personal protective clothing as required.
 Equipment must not be left unattended inside or outside, especially on corridors and pedestrian

walkways.  If you are called away whilst doing a job, any equipment being used must be safely stored until
you return, particularly ladders, stepladders, gardening equipment and power tools.

This job description is a representative document. Other reasonably similar duties may be allocated from
time to time commensurate with the general character of the post and it’s grading.

All staff are responsible for the implementation of the school’s Health and Safety policy as far as it affects
them, colleagues and others who may be affected by their work. The post-holder is also expected to
monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate
improvements are made where necessary.
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Person Specification

Qualifications and Training

Essential (E)
Desirable (D)

Assessment

A good standard of education (minimum of 5 GCSEs or equivalent) D A

Willingness to participate in relevant training and development
opportunities

E A/I

Experience and Knowledge

Experience of working in an educational setting D A/I

Experience working with secondary students D A/I

Personal Qualities

Hardworking and enthusiastic in approach with an eye for detail E A/I

The ability to work effectively in an organised and methodical manner E A/T

Flexibility and willingness to be hands on in approach E I/T

The ability to establish positive relationships with staff, students and any
parties using the school’s facilities

E I/T

The ability to give instruction and manage contractors whilst on site E I

Trustworthiness, reliability and good timekeeping E I

Smart appearance and a professional manner E I

A strong sense of school ethos and values and willingness to be fully
involved in the wider school, and assisting in appropriate projects or
duties as indicated by the Site Manager

E I

A – Application Form, I – Interview, T – Task

This School is committed to safeguarding and promoting the welfare of children and young people, and
expects all staff and volunteers to share this commitment.
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FORMBY HIGH SCHOOL 
 
 

Formby High School is a heavily oversubscribed 11-19 mixed comprehensive academy with over 1,100 

students (including over 250 in the Sixth Form).  The school’s mission statement “Determined to achieve 

the highest standards in everything we do” is the central to our vision for all aspects of school life, in and 

out of the classroom, and across the community. The school employs over 110 dedicated and highly 

effective teaching and support staff who work closely with parents to achieve the best possible outcomes 

for our students.   

Situated close to the centre of Formby village within the Sefton Local Authority of Merseyside, the school 

campus is conveniently placed for both rail and bus travel.  The spacious grounds are lined with mature 

trees and the buildings are a blend of traditional and new.  The school benefits from outstanding specialist 

facilities for the creative arts and science, as well as a purpose-built Sixth Form Centre (featuring four 

classrooms, two private study suites and the ‘Ozone’ coffee bar).  Since converting to academy status in 

2011, the school’s leadership and Governing Body has pursued an ambitious site improvement strategy; 

significant enhancements have been made to the teaching and learning environment, an on-going 

programme of classroom refurbishments, additional Science laboratories and ICT suites, and the renovation 

of our Sports Centre, School Hall and Dining Halls.  To complement the investment in infrastructure, a 

rolling programme of ICT enhancements is carefully managed to keep the school on the forefront of 

education technology. 

Formby High School is an ‘Outstanding’ school (Ofsted 2008) with specialisms in both the Performing Arts 

and Science.  Through the teaching of these specialist subjects, all students develop creative flair, 

confidence and enquiring minds that enhance their capacity to learn and enjoy.  The impact of the 

specialisms does not end with the school itself; we have developed close and effective links with our 

primary schools and the local community to foster a passion and interest in the Arts and Science across all 

ages, through performances, lectures and workshops.  This support has been extended through 

outstanding outreach work in PE and Sport.  We work closely with the Schools, Students and Teachers 

Network (SSAT) and are also an active member of PIXL, a high performing schools organisation, which 

allows us to work with this elite group of schools nationally in sharing best practice to raise achievement 

and innovate.  In July 2016, we were awarded the Echo ‘Secondary Schools of the Year’ Award and in 

November, our Dance Department were named for ‘Outstanding Arts in a Secondary School’ at the 

prestigious Educate Awards. 

The school has a proud record of sustained academic excellence.  Each year, the overwhelming majority of 

students achieve at least five A* to C grades (including English and Mathematics) at GCSE, significantly 

exceeding national expectations.  The school’s Sixth Form is inclusive and a wide range of A Level and 

BTEC courses are offered to students.  The majority of students progress to higher education and many 

embark on degree courses at some of the country’s most prestigious universities, including Cambridge and 

Oxford. In 2017, over 54% of A Levels were graded A* to B which places the school alongside the highest 

performing in the region. 

The uniqueness of every student is valued and nurturing of each student’s talents is at the heart of all we 

do and central to this ethos is the importance placed on pastoral care and personal development.  We 

pride ourselves on a comprehensive pastoral structure which supports students from admission at Year 7 

through to Sixth Form.  We set high expectations for behaviour, conduct and appearance.  Students are 

expected to work hard, respect him or herself and respect others.  Our students have the best attendance 

record of all Sefton secondary schools.  This is demonstrated in a real love of learning across the school and 

a firm desire to be in school, enjoying all that is on offer.   

Formby High School students approach their learning with purpose and maturity in an outstanding learning 

environment which is organised and well equipped throughout all curriculum areas. They follow a 
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curriculum that is exciting, engaging and tailored to the needs of each individual; a curriculum that allows 

all students to leave with outstanding qualifications and the confidence and skills to pursue further study or 

enter the world of work.  Our rewards system allows students to gain recognition for going ‘above and 

beyond’ the expected both in and out of class, through homework, classwork, extra-curricular involvement, 

student leadership, attendance and punctuality and community service.  All students are challenged to 

participate and excel in a wide range of ‘FHSxtra’ activities, including the performing arts, sport, 

community service and the Duke of Edinburgh’s Award Scheme.  The range of school trips offered to 

students is diverse and includes sports tours to Spain and Barbados, field work to Cumbria and North 

Wales, historical and cultural visits across the UK and Europe including Auschwitz, and Performing Arts 

tours to places as far afield as the USA and China. 

Formby High School is recognised as one of the most successful schools, not just regionally but nationally, 

with an outstanding reputation for academic excellence and achievement in a wide range of areas. We 

provide excellent support and CPD for all staff, led by visiting specialists and increasingly by our own in-

house expert practitioners, as part of our CPD Seminar programme. Inspired and challenged by a dynamic 

Board of Governors and enjoying close working partnership with parents, the staff of Formby High School 

refuse to be satisfied with current levels of success and work together tirelessly in the pursuit of continued 

improvement.  
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