Glade Primary School
Job Advertisement- School Lettings Lead 
[bookmark: _Hlk235606586]Salary: £15 per hour
Contract: Minium 6 hours per week, hours may vary subject to overtime/ flexibility
Hours: Evenings, weekends and school holidays as required
Location: Glade Primary School, Clayhall, Ilford
Glade Primary School is seeking a reliable, trustworthy and customer-focused School Lettings Lead to support the management of our growing community lettings programme.
Our excellent facilities are used by a range of community organisations outside the normal school day. We are looking for someone who will ensure our premises remain safe, secure and welcoming whilst these activities take place.
The successful applicant will:
· Open and secure the school for lettings. 
· Welcome hirers and ensure they follow the terms of their hire agreement. 
· Remain on site throughout all lettings. 
· Carry out basic health and safety and safeguarding checks. 
· Respond appropriately to emergencies. 
· Ensure facilities are left clean, tidy and secure before locking the premises. 
This role requires flexibility to work evenings, weekends and during school holidays on a casual basis.
The successful applicant will:
· Be reliable and punctual. 
· Have excellent communication skills. 
· Be able to work independently. 
· Be confident dealing with members of the public. 
· Have a good understanding of health and safety. 
· Be committed to safeguarding children. 
Glade Primary is committed to safeguarding children; All appointments are made in accordance with safer recruitment practices and the statutory guidance in Keeping Children Safe in Education. Online checks will be carried out on all shortlisted candidates, and all appointments are subject to an enhanced DBS check, satisfactory references and checks regarding suitability to work with children. 

We want our school to be a great place to work and to ensure that our communities are represented across our workforce.  A vital part of this is ensuring we are a truly inclusive organisation that encourages diversity in all respects, including diversity of thinking. We particularly welcome applications from Black, Asian and those of Other Ethnicities, LGBT+, disabled and neurodiversity communities to make a real difference to our community so that equalities and justice remains at the heart of everything we do.



Job Description
Job Title: School Lettings Lead
Responsible to: School Business Manager / Headteacher
Contract: Minium 6 hours per week, hours may vary subject to overtime/ flexibility 
Salary: £15.00 per hour

Purpose of the Role
To oversee all out-of-hours lettings, ensuring that school facilities are opened, supervised and secured safely, whilst providing excellent customer service to hirers and maintaining the security and integrity of the school site.

Key Responsibilities
Opening and Closing the School
· Unlock the school premises prior to each letting. 
· Prepare the required areas for use. 
· Ensure facilities are clean, safe and ready. 
· Lock and secure all buildings following the completion of lettings. 
· Set alarms where required. 
Lettings Management
· Welcome hirers and provide access to booked facilities. 
· Verify hirers where appropriate. 
· Ensure lettings remain within the agreed booking times. 
· Remain on site throughout the duration of all bookings. 
· Monitor activities to ensure compliance with school rules. 
· Ensure no unauthorised areas are accessed. 
Health and Safety
· Carry out visual health and safety checks before each letting. 
· Ensure emergency exits remain clear. 
· Monitor fire safety arrangements. 
· Respond appropriately to accidents or emergencies. 
· Contact emergency services where necessary. 
· Record incidents and report them promptly. 
Safeguarding
· Promote a culture of safeguarding at all times. 
· Report any safeguarding concerns immediately in line with school procedures. 
· Ensure children using the premises are supervised by their own organisation at all times. 
· Challenge any unauthorised visitors appropriately. 

Security
· Maintain the security of the site. 
· Ensure all external doors and gates remain secure. 
· Prevent unauthorised access. 
· Report damage, vandalism or security concerns promptly. 
Customer Service
· Build positive relationships with community hirers. 
· Respond politely and professionally to enquiries. 
· Act as the school's representative during lettings. 
General Duties
· Ensure facilities are left tidy after use. 
· Report maintenance issues. 
· Complete checklists and incident records. 
· Carry out other reasonable duties appropriate to the role. 
Recruitment Information
Because the role involves regular access to school premises and may involve contact with children, the successful applicant will be required to:
· undertake an Enhanced DBS check with children's barred list; 
· provide satisfactory references; 
· complete safeguarding training before commencing duties; 
· comply with all school safeguarding, health and safety and security procedures.

Post Details:
· Location: Clayhall, Redbridge
· Start Date: 1st September 2026
· Deadline: Wednesday 24th August 2026 (12 noon)
· Salary: £15 per hour
· Hours: Minium 6 hours per week, hours may vary subject to overtime/ flexibility
· Interview Date: 27th August 2026
If you would like an application pack or wish to discuss the role, please contact:
Noreen Ali
Email: Noreen.ali@glade.redbridge.sch.uk 






Person Specification
	Criteria
	Essential
	Desirable

	Reliable and punctual
	✓
	

	Able to work evenings and weekends
	✓
	

	Good communication skills
	✓
	

	Able to work independently
	✓
	

	Calm under pressure
	✓
	

	Friendly and professional manner
	✓
	

	Basic IT skills
	✓
	

	Experience working in a school
	
	✓

	Experience of opening/closing buildings
	
	✓

	Experience working with members of the public
	✓
	

	Understanding of safeguarding
	✓
	

	Understanding of health and safety
	✓
	

	Basic First Aid qualification
	
	✓

	Able to complete written records
	✓
	

	Flexible approach to work
	✓
	

	Willing to undertake safeguarding and health & safety training
	✓
	



Main Duties During Each Letting

✔ Arrive before the hirer.
✔ Unlock and prepare facilities.
✔ Meet and welcome hirers.
✔ Ensure safeguarding procedures are followed.
✔ Remain on site throughout.
✔ Monitor toilets, corridors and entrances.
✔ Deal with any issues or emergencies.
✔ Check facilities after use.
✔ Lock all buildings.
✔ Set alarms.
✔ Complete any incident or damage reports.
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