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TEMPORARY GATEKEEPER

APPLICATION PACK
Thank you for your interest in working at The Royal Belfast Academical Institution (RBAI). This application pack contains the information required to help you complete your application.  Please read all of the contents thoroughly so that you are fully aware of the requirements of the post.  Further information about the School can be found on our website: www.rbai.org.uk

THE SCHOOL
RBAI was founded at the beginning of the nineteenth century by the public subscription of the citizens of Belfast.

The Main School occupies an impressive eight-acre site in the centre of Belfast, with modern and specialised facilities.  The Preparatory Department, Inchmarlo, is self-contained within its own site in the Malone Road area of South Belfast and is exceptionally well equipped for all aspects of teaching and games.  

Today RBAI. has over 1,000 pupils in its Secondary Department and approximately 150 pupils in the Preparatory Department.  About 175 new pupils enter the School every year from a diversity of backgrounds.  The School encourages excellence and participation in both academic and extra-curricular activities and ensures that every boy is supported pastorally so that he can fulfil his potential.  

THE POSITION
The Board of Governors is seeking to appoint a Temporary Gatekeeper to assist in ensuring the School’s facilities provide an appropriate and safe environment for the pupils and staff. This is a full time temporary post.  

SALARY
The annual salary is £28,142.



APPLICATION
Please complete the attached Application Form and Monitoring Form ensuring you have supplied evidence of your qualifications, experience and skills relating to the criteria for the post. Please return completed forms by 12 noon on Thursday 1 April 2026 to:
INFO@RBAI.BELFAST.NI.SCH.UK
MARKED PRIVATE AND CONFIDENTIAL FOR THE ATTENTION OF THE BURSAR

OR POST TO:
THE BURSAR 
R.B.A.I.
COLLEGE SQUARE EAST
BELFAST
BT1 6DL


PRE EMPLOYMENT VETTING

RBAI places paramount importance on the safeguarding and wellbeing of our pupils. Consequently, we undertake pre-employment vetting of all applicants who are successful in being selected for a position at the school. This vetting includes, but is not restricted, to an Enhanced Disclosure Check with AccessNI including a barred list check for certain posts, taking up of references and examination of past employment record. 

Posts involving work in the School are subject to the provisions of the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 (as amended by the Protection of Freedoms Act 2012). The successful applicant will require an Enhanced Disclosure Check and possibly a barred list check depending on the role.  Further details regarding this check will be issued as part of the pre-employment vetting process

Please note that a criminal record will not necessarily be a bar to an applicant obtaining a position and any Disclosure Information will not be used unfairly. Guidance on the recruitment of ex-offenders is available at: https://www.executiveoffice-ni.gov.uk/publications/employers-guidance-recruiting-people-conflict-related-convictions.

It is an offence for anyone to who is barred from working with children and vulnerable adults to apply for a role in Regulated Activity within the school. Further information may be obtained from AccessNI at: https://www.justice-ni.gov.uk/articles/disclosure-and-barring 


.
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THE ROYAL BELFAST ACADEMICAL INSTITUTION

JOB DESCRIPTION

Title:			Gatekeeper
Department:		Facilities Management
Responsible to:	Facilities Manager
Location:		Based at College Square East, but working on all School sites
[bookmark: _Hlk205999755]Hours of Work:	Core hours as per individual contract. Planned overtime to accommodate out of hours events.

Role:	To support the Facilities Manager in maintaining a clean, safe, secure, and fit-for-purpose environment. The Gatekeeper plays a vital role in ensuring the safety and safeguarding of pupils, staff and visitors on the School premises. 

Main Duties & Responsibilities

Gate
· To maintain a presence at the main gate to monitor the arrival and departure of visitors to the school (both pedestrians and those in vehicles)
· To control security of the school main entrance
· To keep the school entrance area clean and tidy
· To maintain Health & Safety awareness at all times, taking control to avoid hazardous situations occurring (for example, by stopping the movement of vehicles around the school entrance if there are a lot of pupils in the area)
· To direct emergency services to the location of any incident
· To ensure that the gate mobile phone is kept charged at all times
· To control car parking when requested

Key Holder
· Act as a keyholder, unlocking/locking buildings, checking alarms, and ensuring all areas are secure.

· Opening and closing of premises and buildings as directed by line manager or member of SLT.

· Operate intruder and fire alarm systems and report faults promptly.

· Attend out-of-hours incidents (e.g. break-ins, vandalism) when required and secure the premises once cleared.

· Report suspicious activity, breaches of security, or incidents involving hazardous materials (e.g., used needles, illegal substances) in line with school policy.

· Ensure external doors, windows, and gates are secured at the end of each day, when required.

General
· General porterage duties including movement for furniture and equipment within the School, to/from the Grounds and Inchmarlo.
· General duties which may include cleaning, minor repairs to furniture and fixtures and non- specialist decorating tasks.
· Ad hoc cleaning of designated areas of the School buildings and grounds as directed by line manager.

Health, Safety, and Compliance
· Take reasonable care of personal health and safety and that of others by adhering to the school Health and Safety policies and procedures.

· Ensure that all work is carried out in a safe manner, reporting risks immediately.

 Driving
· Drive School vehicles as directed by Line Manager.

Working Environment
· Work indoors and outdoors including during adverse weather conditions.

· Perform physically demanding tasks including lifting, bending, and working at height using ladders or other equipment, within the relevant safety guidance and legislation.

· Maintain clean and safe conditions across all access routes and external areas.



Lone Working
· Frequently work independently without supervision, including early mornings, evenings, and occasional weekends.

· Be reliable, responsible, and capable of following lone-working procedures and risk assessments provided by the School.


Team Support and Flexibility
· Collaborate effectively with the Facilities Manager and other caretaking staff to ensure full task coverage.

· Provide support to teaching and administrative staff as needed.

· Perform other reasonable duties appropriate to the role and grade as assigned by the Facilities Manager. This will include additional duties outside core working hours, for example (but not limited to) concerts, events, parent consultation, Open Day, support for external hire of premises. Overtime for such activity will be paid in line with individual contracts.

· Be flexible to cover other duties during absences or changing circumstances.



This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.



PERSONNEL SPECIFICATION
Eligibility Criteria (to be measured at shortlisting) 
You must demonstrate on your application form precisely how you meet these criteria.
Qualifications/ Experience
· Six months’ experience within the last five years working in a caretaking or maintenance or security role .

Essential Criteria (to be measured at interview) 
Skills and Abilities
· Ability to work as part of a team and independently.
· Numeracy and written communication skills with attention to detail and accurate record keeping.
· Ability to manage time proficiently.

Desirable Criteria (used for shortlisting only in the event of a large number of applicants) 
Qualifications/ Experience
· Recent experience (the last five years), of working in a school environment.
· Hold appropriate license to drive school minibus with passengers





                                                                                                             REF NO: 
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THE ROYAL BELFAST ACADEMICAL INSTITUTION


APPLICATION FOR EMPLOYMENT


APPLICANT’S NAME: ………………………………………………………………….





POSITION APPLIED FOR:	TEMPORARY GATEKEEPER

	





PLEASE COMPLETE THE APPLICATION AND RETURN by 
12 noon on Thursday 1 April 2026 to:


INFO@RBAI.BELFAST.NI.SCH.UK
MARKED PRIVATE AND CONFIDENTIAL FOR THE ATTENTION OF THE BURSAR


OR POST TO:
THE BURSAR 
R.B.A.I.
COLLEGE SQUARE EAST
BELFAST
BT1 6DL



PERSONAL INFORMATION

SURNAME:  ………………………………	FORENAME(S):  …………………………
Mr / Mrs / Miss / Ms / Dr / Other

ADDRESS:  …………………………………………………………………………………………………

…………………………………………………………………………………………………

POSTCODE:  ……………………………………….

TEL. HOME: ………………………………

MOBILE:………………………………………...

CONTACT EMAIL:  …………………………………………………………………



EDUCATION/QUALIFICATIONS

	GCSE/AS/
A’ LEVEL(S)
	SUBJECT(S)
	GRADE

	









	
	


Continue on separate sheet if necessary

	TECHNICAL CERTIFICATE
	LEVEL
	DATE

	







	
	





TRAINING
Please include any relevant training activities undertaken including short courses or in-house training by your employer.
	NAME OF INSTITUTION
	TITLE AND NATURE OF COURSE
	DATES

	











	
	


Continue on separate sheet if necessary

EMPLOYMENT RECORD



CURRENT EMPLOYMENT


EMPLOYER’S NAME AND ADDRESS:


JOB TITLE: 


DATE COMMENCED:				NOTICE REQUIRED: 

BASIC SALARY:

DUTIES: 





















PREVIOUS EMPLOYMENT


EMPLOYER’S NAME AND ADDRESS:



JOB TITLE: 

DATE COMMENCED:				      DATE LEFT:


DUTIES: 


















PREVIOUS EMPLOYMENT

EMPLOYER’S NAME AND ADDRESS:



JOB TITLE: 


DATE COMMENCED:				      DATE LEFT:


DUTIES: 




















Continue on separate sheet if necessary




FURTHER INFORMATION IN SUPPORT OF YOUR APPLICATION

Please include here information on how you consider your skills, knowledge and experience are relevant to this post and meet the criteria for the post set out in the Personnel specification on page 4.

You may wish to include experience gained at work or in a voluntary capacity or any other interests you feel relevant to your application.












































































REFERENCES

Please give the name of two referees, at least one of whom should be able to comment on your work, preferably your current or most recent employer. Please indicate if you do not wish any of these referees contacted prior to interview

	NAME

	

	POSITION

	

	ORGANISATION

	

	ADDRESS




	

	TELEPHONE NO:

	

	CONTACT EMAIL

	

	
	

	
	

	
	

	NAME

	

	POSITION

	

	ORGANISATION

	

	ADDRESS




	

	TELEPHONE NO:

	

	CONTACT EMAIL

	








DECLARATION BY APPLICANT

(a)	I have read the information and all the questions on this form have been accurately answered to the best of my knowledge.

(b)	I am not suffering from any medical condition which would prevent me carrying out the duties of this post in a satisfactory manner.

(c)	I have not been barred by the disclosure and Barring Service from working in Regulated Activity* 


Signature of Applicant	 _____________________________________  

Date	 			________________________




Closing date for return of application: 12 noon on Thursday 1 April 2026




All information given by you on this form is held by the School in accordance with EU and UK data protection legislation. The information is used for the selection and appointment to the post you have applied for. Information relating to the successful applicant will be transferred to their School personnel file. Information for all unsuccessful applicants will be held for six months after completion of the selection process and then securely destroyed.
Our staff privacy notice detailing how we collect, use and store data may be found at www.rbai.org.uk.




PLEASE COMPLETE STATEMENT OF COMMUNITY BACKGROUND ON NEXT PAGE


STATEMENT OF COMMUNITY BACKGROUND

	
MONITORING QUESTIONNAIRE 			                Private & Confidential


We are an Equal Opportunities Employer.  We do not discriminate on grounds of
religious belief or political opinion.  We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we need to monitor the community background of our applicants and employees, as required by the Fair Employment and Treatment (NI) Order 1998.

Regardless of whether we practice religion, most of us in Northern Ireland are seen as either Catholic or Protestant.  We are therefore asking you to indicate your community background by ticking the appropriate box below.

	My background is that of the Protestant community
	




	My background is that of the Roman Catholic community
	



	
	I am a member of neither the Protestant nor
	Roman Catholic community background	
	



	
	
	Please indicate whether you are:	Female
	




		Male
	



   	     
If you do not complete this questionnaire, we are encouraged to use the “residuary” method, which means that we can make a determination on the basis of personal information on file/application form.

Note: It is a criminal offence under the legislation for a person to “give false information in connection with the preparation of the monitoring return”.  This information will be treated in the strictest of confidence and protected from misuse.  It will be used solely for the purpose of monitoring our equal opportunity employment policy. 




Temporary Gatekeeper Application Pack	March 2026	Page 12 of 12

image1.jpeg




