
Caretaker
Poppyfield Academy, Cannock

Recruitment
Pack
Permanent from 1st September  2025

Monday to Friday 7am-11am and 5:30pm -6:00pm term 
time and training days +10 days through school holidays

Pay scale: G1 SCP 2-3 – c £17364 - £18065 (Pro rata )



Welcome
From the CEO

Thank you for your interest in  joining 
the team at Victoria Academies Trust.

I am delighted that you are interested in 
working with us. Victoria Academies Trust is a 
primary-only trust, based in the West Midlands 
consisting of a mix of sponsor, converter and 
free schools. We currently have ten schools 
open; nine mainstream and one special school. 

Victoria Academies Trust was set up in 2014  
with the sole aim ‘to make our people the best 
they can be’. We are passionate about making a 
difference to the lives of our pupils, families and 
colleagues. We want to inspire our young people 
to achieve more than they imagine possible, and 
having the right people in every role across our 
schools is an important part of making our 
vision become reality.

We have a strong board of trustees who work 
closely with the trust executive team to focus on 
our goals of investing in our school 
communities, growing and valuing our 
colleagues and preparing our children for the 
future. This ensures that our schools are on a 
continual journey to the be best they can be. We 
currently educate over 3200 pupils across the 
primary age range, and employ over 500 
colleagues across our schools and in our trust 
central team. 

We may be ten schools, but our vision and 
values run through our Trust and we truly are a 
family, united in our ambition for our people ‘To 
Be The Best They Can Be’.

The opportunity:

We are looking to recruit a permanent, full 
time lunchtime supervisor at Poppyfield 
Academy. Full downloadable recruitment 
forms can be found on our website at Job 
Vacancies (victoriaacademiestrust.org)

We are committed to flexible working and 
are happy to have discussions with 
prospective candidates. 

Sharron Philpot

CEO

Victoria Academies Trust

https://victoriaacademiestrust.org/job-vacancies/


About Us

Our 

Mission Our mission is our reason for 
being - it is simply: to make 
our people the best they can 
be.

Our people are our colleagues, our 
pupils, our governors and our school 
communities – we work with and 
empower our people to be the best they 
can be.

Our

Vision
We are at the heart of our communities; 
a place where local people can turn to for 
help, support and guidance, working 
with us for the greater good of our 
shared community.

We are aspirational for our people, who 
are given opportunities to grow, develop 
and become experts in their chosen 
fields.

Our people feel valued and supported; 
they show ambition, courage and 
resilience, but most of all are kind and 
respectful.

Our vision is the picture we paint, the 
future we want to create, based on our 
mission.

We are a family of schools, united in our 
passion for inspiring pupils to achieve 
more than they imagine possible.

We have a positive influence on 
children’s lives in areas where we can 
make the most difference.

We are ambitious for our children. Our 
high expectations of them, the 
memorable experiences and 
opportunities they have in our schools, 
along with the kindness and compassion 
which is at the centre of our Trust means 
that they will be successful in whatever 
they choose for their future.





Competitive Pay Scales

Joining Victoria Academies Trust means becoming part of a vibrant and dedicated community 
that is committed to ensuring colleagues are supported ‘To Be They Best They Can Be’

This is what we can offer you:

• Transparent Salary 
Framework: We offer clear and 
transparent pay scales, aligned to 
government recommended pay, 
that reflect your experience and 
expertise.

• Annual Pay Review: 
Commitment to regular reviews 
to ensure our salaries remain 
aligned to government 
recommended scales for teaching 
and non-teaching staff.

Generous Pension Scheme

• Teachers' Pension Scheme: Benefit 
from one of the most generous pension 
schemes in the UK.

• Local Government Pension Scheme: 
Our support staff are enrolled in the 
LGPS, which is a secure and flexible 
pension plan that provides a valuable 
package of retirement and death in 
service benefits.

• Employer Contributions: We make 
significant employer contributions to 
your pension, helping you plan for the 
future with confidence.

Professional Development

• Tailored Growth: Benefit from 
our bespoke professional 
development programmes, 
designed to help you reach your 
career goals.

• Access to over 100 tailored CPD 
courses through a mix of flexible 
webinars and online or face to 
face opportunities.

• Opportunities to network with 
likeminded individuals- through 
networks, meetings and our 
annual Whole Trust Conference. 

• Leadership Opportunities: With 
a clear pathway for progression, 
you have the chance to advance 
into leadership roles within our 
trust –both as teaching and non-
teaching colleagues.

What we can 
offer you



Well-being and Support

• Work-Life Balance: We support a 
healthy work-life balance with 
flexible working options and a 
commitment to you through our 
Flexible Working Policy and People 
Strategy.

• Health and Wellness: Access to 
our comprehensive wellbeing and 
benefits scheme which includes 
counselling services, discounts on 
gym membership, childcare 
voucher scheme, cycle to work 
scheme and lifestyle voucher 
scheme.

• Paid expenses in line with HMRC 
guidance – and access to free 
parking on site at our schools.

• Dedicated technology – To enable 
to to fulfil your role effectively.

• Dedicated shared working spaces 
allowing colleagues to collaborate 
and work in way that suits them. 

• Generous holiday allowance –
many of our roles are term time 
only contracts.

Community and Culture

• Collaborative Environment: 
Thrive in our culture of teamwork 
and support, where ideas are 
shared and successes celebrated.

• Community Impact: Make a real 
difference in our local communities 
through various outreach and 
engagement activities and events.

We are proud to offer a fantastic and 
supportive working environment 
where our passion for inspiring our 
children to achieve more than they 
imagine possible is at the heart of 
everything we do.

If you're ready to make a significant 
impact and grow with us, we would 
love to welcome you to our team



Our Schools,
Our Journey





Role
Overview

The school is committed to 
safeguarding and promoting the 
welfare of children and young people 
and expects staff and volunteers to 
share this commitment. This post is 
subject to an enhanced DBS Check. 

This post is covered by Part 7 of the 
Immigration Act (2016) and therefore 
the ability to speak fluent and spoken 
English is an essential requirement for 
this role.

For further details and application 
pack, please collect from the school 
office, email : 
headteacher@poppyfieldacademy.org.
uk  or alternatively by telephoning 
01543 758030.

Please return completed applications 
marked for the attention of 
Headteacher Rebecca Scordis, 
Poppyfield Academy, Bishop Street, 
Cannock WS12 4RY

Closing Date: Friday 13th June 12 noon

Interviews: Thursday 19th June 2025

Caretaker- Poppyfield Academy Academy

Salary: GRADE G1 SCP 2 – 3 £17364 - £18065 

Hours: 22.5 hours per week term time and 
training days +10 through holidays

Monday to Friday: 7am – 11:00am and 5:30pm –
6pm

Poppyfield Academy is a one form school in 
Cannock which became part of the Victoria 
Academies Trust in 2019. We are a close-knit 
family of schools who share a passion for 
powerful, immersive and creative learning. 

We are looking for a caretaker to join our new 
and exciting school. The position will require 
the applicant to work 4 hours every morning 
and half an hour to lock the school on an 
evening Mon-Fri. to take deliveries, replenish 
consumables and complete small maintenance 
tasks.

Experience of working within a school setting 
or previous experience within a similar role 
would be an advantage.

If you enjoy working in a busy environment, 
are well organised and efficient, we want to 
hear from you.

As a school, we can offer the successful 
candidate: 

• A commitment to continuing professional 
development 

• A supportive and hardworking staff team 
who are united in their drive to ensure children 
achieve the very best outcomes academically 
and socially 

• Friendly and happy children who are keen 
and eager to learn 







Job Description

Caretaker – Poppyfield Academy

Responsibilities of the role

Position profile

Job title: Caretaker

Responsible to: Headteacher

Line Manager: Headteacher

Salary: GRADE G1 SCP 2 – 3 £17364 - £18065 

Hours: 22.5 hours per week term time and training days +10 days through holidays

Monday to Friday; Monday to Friday: 07:00am until 11:00pm and 5:30pm –
6:00pm (Hours could change to school needs). Alarm call outs required (ad hoc)

This job description will be reviewed annually and may be amended at any time following discussion 
between the Head Teacher and member of staff.

To assist the Head Teacher with the supervision of children before, during and after the midday meal.

Role Overview:

Under the guidance of the Estates Manager (EM) the School Caretaker will assist in keeping the school 
premises maintained and fit-for-purpose, ensuring that the Academy and Academy Trust procedures 
and policies are adhered to.

Main Activities: 

• Security 
• Maintain the security of the premises, its contents, and safeguarding requirements in accordance 

with the school’s current needs. 
• Securing and unlocking the school premise as required   
• Be aware of who is on site and challenge unknown visitors. 
• Securing unoccupied areas throughout the day as required. 
• First line maintenance of fixtures and fittings, examples: tightening screws on window hinges, 

maintenance on door handles, minor repairs as a temporary measure after break-ins, vandalism, 
calling contracts for assistant or liaising with Estates Manager, etc 

• Respond to any alarm call outs as necessary 
• Responding to, and resetting of the alarm, liaising with the police and alarm company.  
• Checking and securing the school premises after out of hours intruder alarm activation 



Heating and Lighting  

• To ensure any defects or issues are either dealt with or reported to the OP as appropriate. 
• Maintain appropriate temperatures in school. 
• To clean light fittings and to test lighting systems weekly replacing where necessary minor parts such as 

tubes, lamps, fuses and diffusers, in accordance with safe working practices 
• Work at heights (e.g. in Multipurpose Hall, Dining Rooms, Stair Wells, etc.  
• Assist contractors on site for maintenance purposes 

Cleaning/Maintenance 

• To ensure any defects or issues are either dealt with or reported to the OP as appropriate. 
• To arrange to clear blockages, remove foreign matter from sinks, toilets, drains, and clean up spillages as 

required. 
• To ensure that gullies, drains etc, are kept free from debris and that the site and grounds are litter free. 
• Clear pedestrian access to the site particularly in adverse weather conditions (e.g. clearing snow, gritting, 

etc.). 
• To dispose of waste materials in a safe hygienic manner ensuring that it is available for collection as required. 
• Maintaining the school premises as required. Examples include Painting, small and general re pairs and 

renovation as required. 
• Removal of any waste 

Porterage 

• The porterage service will depend largely on the needs of the site and the contracted hours of the 
caretaker/cleaner-in-charge. 

• Receive, store, and distribute goods delivered to school. 
• Assist with unloading. 
• Taking delivery of stores, materials and other goods and safely storing. 
• To undertake porterage tasks as required including setting up and clearing away furniture. 

Services & Contractors 

• To report emergencies in the case of faults with gas, electric and water supply to the OP. 
• Under the direction of the OP liaise with contractors for booking in services and showing contractors around 

the site. 
• Under the direction of the OP, liaise with contractors attending site, being aware of their impact on those 

using the premises. 



Note 

1. This job description is not necessarily a comprehensive definition of the post. The particular duties and 
responsibilities listed above may be subject to reasonable change from time to time following consultation 
between the Headteacher with the postholder. 

Resource 

• To control the provision and replenish toiletry items, including requisition, storage and distribution of such 
items. 

• To monitor stock levels of consumable items such as fuel, grit, toiletries, light bulbs / tubes and arrange to 
replenish supplies in accordance with current procedures. 

• To maintain appropriate records including intruder alarm logbook, repair orders, and heating system records 
book, carry out meter readings. 

Routine Inspections 

• Log  school compliance. Example include: 
• Fire alarm checks 
• Fire Extinguisher  
• Fire Sprinkler  
• Fire Call Points and green boxes 
• Perimeter checks  
• Playground equipment 
• Emergency lighting 
• Water Flushing 

Training 

• Will undertake relevant training to ensure skills and requirements of the role are up to date.  Attend all 
relevant health and safety training. 

General 

• Assisting with the maintenance of health and safety standards in the working environment including 
undertaking risk assessments as appropriate. 

• Promoting and enforcing the school’s Health and Safety policy. 
• Promoting and enforcing the school’s Equal Opportunities policy. 
• Promoting and enforcing the school’s Safeguarding policy. 
• Support other schools within the trust in emergencies (as required) 
• Any other duties commensurate with the nature and grading of the post.



Person Specification

Caretaker – Poppyfield Academy

Qualities 

Qualifications • Good literacy & numeracy skills 
• Good communication skills  
• Good computer based skilled (Email, Word, Excel) 

Skills and 
Knowledge

• To be able to carry out general repairs without guidance 
• Ability to lift and carry items 
• Ability to follow and comply with instructions on equipment and/or materials 

usage 
• Willingness to work as part of a team 
• Ability to work to deadlines 
• Ability to manage own work effectively 
• Able to use own initiative 
• Ability to carry out health and safety checks and maintain relevant record 
• Experience of caretaking or premises management, building cleaning or 

building management 
• Use of general cleaning equipment DIY skills 
• Taken responsibility for security of a building 
• Knowledge of security systems 
• Use of commercial cleaning equipment (Preferred but not essential) 
• Use of commercial site maintenance equipment (Preferred but not essential) 

Personal Qualities • Proactive and innovative approach to work 
• Willingness to ’do what it takes’ and commitment to the Academy’s and Trust’s 

values 
• Extremely conscientious and diligent/detail orientated approach to work 
• Ability to prioritise and manage conflicting demands 
• Willing to work outside of normal hours if required (overtime is payable)  
• Willing to undertake relevant training 
• Attendance at courses related to cleaning, caretaking or health & safety
• The successful candidate will be subject to a DBS prior to taking up their 

appointment 
• The successful candidate will be required to attend regular safeguarding 

training 

• Are reliable, trustworthy and loyal. 

*Note: Due to the nature of how a multi-academy trust operates there is an expectation that all staff are 
willing and able to travel across the MAT (via their own car) to provide school-to-school support from time to 
time, as required. This means that a clean driving licence and acceptance of these terms is essential. Travel 
expenses will be reimbursed at the agreed rate. 



Safeguarding

Victoria Academies Trust is committed to safeguarding and promoting the welfare of children 
and young people/vulnerable adults and expects our staff and volunteers to share this 
commitment. Successful applicants will be required to provide references, undertake an 
enhanced check through the Disclosure and Barring Service, and comply with the 
Safeguarding Policy and child protection practices of the Trust.

Equalities:

Victoria Academies Trust has a strong commitment to achieving equality of opportunity in its 
academies and in the employment of people. The post will ensure that the Trust meets its 
statutory obligations in relation to all aspects of equalities legislation.

Flexible Working:
Victoria Academies Trust is committed to ensuring that all colleagues have working 
conditions that meet their own needs, as well as the needs of their schools and children. 
Details of our Flexible working policy can be found on our website:  VAT-Flexible-Working-
Policy-v1.0-.pdf (victoriaacademiestrust.org)

https://victoriaacademiestrust.org/wp-content/uploads/2024/04/VAT-Flexible-Working-Policy-v1.0-.pdf



