ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD
APPOINTMENT OF RESIDENTIAL CARETAKERS/SITE CONTROLLERS

Covers:
· Appointment
· Contacts
ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD
APPOINTMENT OF RESIDENTIAL CARETAKERS/SITE CONTROLLERS
1.
Introduction
A number of schools within the borough employing a Caretaker or Site Controller provide accommodation as part of the terms and conditions of the job.

A residential Caretaker/Site Controller is required and must occupy the accommodation for the “better performance” of his/her duties under an occupancy agreement during his/her period of employment. This ensures that no employee in this situation accrues secure tenancy rights i.e. in short, a right to remain in the accommodation when his/her employment comes to an end and potentially claim the right to buy. Ensuring a Caretaker or Site Controller occupies the property for the “better performance” of their duties, therefore protects the Authority’s school properties and interests. 

In addition, it protects the employee from incurring a taxable benefit on the difference between the level of accommodation charge actually paid and a market rent. (Under Inland Revenue regulations)

We have been advised by Legal Services that in order to ensure that problems regarding the repossession of accommodation are minimised when an employee resigns or is dismissed and subsequently refuses to vacate the property, it is essential that the correct legal agreement regarding occupancy is in place prior to them moving into the accommodation. Legal Services also wish to see the employment contract in place prior to them commencing employment and the occupation of the accommodation.

2. Appointment of residential Caretakers/Site Controllers
In order to meet Legal Services requirements, schools must advise HR when they place an advert for a residential Caretaker/Site Controller and the notify them of the recruitment timetable. (Email notification is fine)

In order to ensure that the occupancy agreement and employment contract are issued to the new employee and signed and returned to Legal/HR before the employee starts work, schools must submit appointment paperwork to HR as soon as verbal acceptance of the offer of employment is received.

Schools are advised to obtain references in advance of the interview, if the interviewee confirms that referees can be approached in advance, as this will speed up the process.

In the event that some or all pre employment checks (i.e. DBS, references, medical) are outstanding, a contract can be issued by HR, conditional upon receipt of satisfactory checks, although no start date can be agreed until all checks are completed. The employee will be advised not to resign until they receive confirmation that all checks have been completed and are satisfactory.

Legal Services will prepare and issue the occupancy agreement, subject to confirmation of the appointment.

It is hoped that these simple measures will protect the School’s and council’s interests by strengthening any case the council has to take to court where an ex-employee is refusing to vacate the accommodation. Schools will appreciate the potential for disruption that having an ex-employee on site will cause and the need for any eviction to be dealt with speedily.

3. Contacts

For further information and advice please contact the HR Business Partner team.
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