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SCHEDULE A




WINDLESHAM HOUSE SCHOOL
STATEMENT OF DUTIES AND RESPONSIBILITIES 
Post: Groundsperson (Full Time)

Department: Estates Department

JD Prepared By: Estates Bursar

Date Prepared: February 2017
Windlesham House School, set in 60 acres on the West Sussex South Downs, is one of the country’s leading IAPS co-educational day & boarding, prep schools for children aged 4 to 13.
Summary:
The Groundsperson will work as a member of the Estates Bursars Grounds Team and is primarily responsible for carrying out a wide range of general duties and tasks within the Schools grounds, including grass and artificial playing surfaces, golf course, gardens and woodland.  In addition the Grounds Team can be called upon to undertake other non-related tasks in support of the wider School output.

The Groundsperson will work under the Grounds Manager to ensure that all tasks are completed to the necessary standard and frequency, and will also be expected to respond to requests for general assistance from the Estates Bursar as necessary.

The key function is to undertake all grounds related activities to ensure that the school site is maintained to an excellent standard and to provide a professional impression to all visitors, parents, children and staff.

Responsibilities:   Key responsibilities and duties are to:

· Work a two shift system (earlys / lates to support the output of the School in delivering outdoor sports needs and general upkeep of all external areas.

· Be proficient in using tractors, operating sports turf machinery and any other relevant equipment and be involved in the maintenance and repair of such equipment. Ensuring any equipment when used is properly cleaned and stored.
· Maintain the appearance of the site, to agreed standards laid down by the Grounds Manager, ensuring that exterior spaces, including entrances, roads and pathways are free of rubbish, so that a tidy and professional image is displayed at all times. 
· Maintain grassed areas, playing fields and hard court areas to a high standard ensuring they are safe and fit for purpose. This will involve top dressing, weed control and anti-fungal spraying, in addition to pitch marling for sports events.
· Maintain of wooded areas and gardens including flower beds and other garden features.
· Check and maintain all boundary fencing/vegetation.
· Provide Out Of Hours Snow and Ice cover and assist in the clearance of ice and snow when necessary. 
· Completing other duties which may naturally fall within the reasonable expectations of the role, as requested by the Estates Bursar.
· Attend work looking clean smart and wearing the uniform and any protective clothing. 
· Complete duties – at all times - in accordance with Health & Safety requirements and best practice as per induction and ongoing training received, which are outlined in individual training requirements Logs.  Report any potential hazards, faults or problems to the Grounds Manager or Estates Bursar.

· Ensure ongoing compliance with current and emerging fire regulations in accordance with the Regulatory Reform (Fire Safety) Order 2005. Remain alert to the risk of fire and to visually check all fire exit routes and fire safety equipment routinely throughout duties, ensuring that safe evacuation routes are maintained, immediately reporting any obstructions.
Training and Development:
· Attending and satisfactorily completing all training as identified to be relevant to the role, whether organisational or of a statutory nature, as outlined in individual training requirements logs.

· Attend 1 to 1 and team meetings, and wider school meetings as may be required.
Personal Specification:

· Task and goal-oriented with a positive attitude. 
· A Team player but also happy to work unsupervised.

· Reliable, keen and resilient and able to work efficiently and responsibly.
· Commitment to setting and maintaining standards of excellence.
· Maintain a strong customer care focus with an awareness of your impact on the customer experience.
· DBS clearance to work in a school environment and changing priorities as and when required.
· Be self motivated – Able to meets objectives on own initiative.
· Physically able, to undertake all the tasks required of the post.
· Ability to adapt to a changing environment

· Keen to contribute to the development of the school.
· Friendly and helpful at all times with high standards of customer care, maintaining polite and good communication with your colleagues, all visitors and the children at all time.

Qualifications and Experience:

Essential:

· NVQ Level 2 in Horticulture or Amenity Sports or similar or Working towards a related NVQ or similar qualification.
· Relevant knowledge and experience in grounds maintenance.

· Previous experience of all equipment.
Desirable:         

· NPTC Sprayer Certificate – PA1, PA2 & PA6 desirable but not essential 
· A good general level of education. 
· Qualified to operate a chainsaw or willing to undertake the qualification.
WORKING HOURS
38.75 hours per week – on a rotating early & late shift system.
SUMMER SCHEDULE 
(End Mar to End Oct)
TERM TIME    
Monday to Friday 
Alternate weekly shifts:

Early Shift
07:00 am to 3:15 pm with 20 minutes paid break and 30 minutes unpaid for lunch (Less 30 minutes per day for bank hours)
Mid Shift
09:00 am to 17:15 pm with 20 minutes paid break and 30 minutes unpaid for lunch
Saturday
4½ hours aggregated time between 08:30 am and 2:00 pm. to best support that days sports fixtures (for which Time Off In Lieu is given 
WINTER SCHEDULE
( Start Nov to End Mar)
TERM TIME

Monday to Friday 
08:00 am to 4:15 pm with 20 minutes paid break and 30 minutes unpaid for lunch 
Saturday
4½ hours aggregated time between 08:30 am and 2:00 pm. to best support that days sports fixtures (for which Time Off In Lieu is given)
HOLIDAY TIME  

Monday to Friday 
08:00 am to 4:15 pm with 20 minutes paid break and 30 minutes unpaid for lunch 
COMPULSORY WORK DAYS

Open Day

Up to 8 hours – single time

Sports Day

Up to 8 hours – single time
Bonfire Night

Up to 4 hours – single time
This Job Description may be altered to meet changing needs and will be reviewed annually with the post holder. The Job Description is indicative of the nature and level of responsibilities associated with the post. It is not intended to be exhaustive; other tasks may be allocated as necessary from time to time.

Child Protection

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times. If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the School s/he must report any concerns to the Designated Safeguarding Lead or to the Headmaster (if different).
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