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	Premises Assistant
JOB DESCRIPTION

	NAME
	

	ACCOUNTABLE TO
	Premises Manager

	SCALE
	Bexley 6.1 –6.4

	DURATION
	Permanent

	APPOINTMENT
	ASAP

	JOB PURPOSE
	· The post of assistant caretaker is fundamental to the school’s ongoing operation – including Health & Safety, security, the school environment and site buildings. The current requirement is for two caretakers to be responsible to the Premises Manager.
· Under the supervision of the Premises Manager, the caretakers shall be responsible for the day to day monitoring of a number of operations. The following is not inclusive, but may cover: school security; health & safety regulations; fire procedures; distribution and porterage; use of facilities by external organisations; and heating requirements

	Key Area
	Responsibility

	Responsibilities
Carry out all duties and responsibilities in accordance with School policies and procedures and statutory requirements.
	· Security of the Premises
a) To lock and unlock the windows, gates, doors around the site on a daily basis at the required times.
b) Ensure that the alarms are set at the appropriate times.
c) Patrol the exterior of the school premises to ensure that fences, gates etc, are secure. To report damage/ vandalism to the Premises Manager for action. To repair damage when instructed.
d) Ensure that access is available to those persons who are making deliveries or carrying out repairs.
e) To check that the fire alarms are working and assist in the fire drills in line with the school policy.
f) To control the use of the CCTV
g) To be a nominated key holder in cases of emergency.
h) To prevent trespassers on school premises/grounds.
i) To prevent unauthorised parking of vehicles.

· Heating, Lighting and Porterage Duties
a) To operate, monitor and maintain heating plant and equipment.
b) At the request of the Premises Manager undertake the following tasks:
· To promptly move goods, refreshments, equipment, furniture and stores within the confines of the school site.
· To ensure that the chairs are laid out for assembly and other occasions as required and cleared away promptly.
· To set up rooms as required for meetings, parents evenings, etc.


· Handyperson and Minor Maintenance Duties
a) To carry out repairs and preventative maintenance, delegated by the Premises Manager, which are not beyond the scope of an unskilled handyperson:
· Check pumps and associated equipment
· Broken windows, roof panels, guttering etc.
· Changing light bulbs, tubes, starters, fuses and plugs
· Clearing blocked drains, sinks, urinals, toilet pans, etc.
· Effect repairs to toilet seats, gates, locks, door handles, door hinges, school furniture, toilet cisterns/ballcocks, coat hooks, shelves, taps, drinking fountains, etc.
· To undertake painting and decorating tasks.
b) To ensure that all hard areas, paths, and fields are free from litter and debris. Ensure that gullies and drains are free flowing.
c) Sweep hard areas and empty rubbish bins.
d) Undertake the regular cleaning of drains, gullies and grease traps.
e) Clear rubbish from around the central bin area and ensure that it is kept clean and tidy. To wash the bins as requested. Report any signs of vermin to the Premises Manager.
f) To ensure that all sanitary areas are inspected at least once daily. To clean any soiled areas, replenish consumables and to report misuse and graffiti to the Premises Manager.
g) Upon instruction and/or initiative clear pathways of snow when necessary and apply rock salt to ensure a safe means of access to school for staff and students.

· Lettings
a) To undertake lettings as part of the normal pattern of work during Monday-Friday.
b) To ensure that school security is not compromised during a let.
c) To ensure that the school is returned to normal following a let – furniture is replaced, and the area cleaned as necessary.
d) To ensure that the needs of the hirer are met.
e) To present a professional and amenable manner to the hirers.
f) To undertake delegated works from the Premises Manager as required during the period of the let.
g) To undertake additional weekend lettings as required, for which an additional payment will be made.

· Minibus
a) Ensure that the mini-bus is ready for use.
b) To ensure that it is secured at night.
c) To drive the minibus for servicing and maintenance.

· Cleaning
a) Undertaking the regular cleaning of drains, gullies and grease traps.

· Other Duties
a) Upon instruction from the Premises Manager:
· Ensure that contractors work safely when on site.
· Deal with bodily spills (blood, vomit) using the correct Health & Safety procedures.
· Read all meters and record details as required.
· Remove graffiti immediately.
b) To adopt a flexible attitude to the working hours to cover other site staff absences and during school closure periods.
c) To monitor on a daily basis the performance of the grounds and cleaning contracts and report problems to the Premises Manager.
d) To assist the Premises Manager in planning the preventative maintenance/repair programme for the forthcoming year.
e) To liaise with the Premises Manager when contractors need to be brought on to the site to carry out repairs which are beyond the scope of the site team.

	Areas of Accountability
	· 

	Professional development
	· To deputise for the Premises Manager in his absence.
· To attend courses as required by the Premises Manager to aid in self-development.

	Discipline, health and safety
	· Maintain good order and discipline and safeguard the health and safety among students both within the school premises and when they are engaged in authorised school activities elsewhere.
· To work in accordance with the guidelines set out in the school Health and safety policy and specific faculty areas.


	General Responsibilities
	· Promote the school’s values and ethos in accordance with the School’s Professional Code.
· Work actively to develop professional expertise by participating in ongoing professional development.


	Review of job description

	· This job description is intended to provide guidance on the range of duties associated with the post. It is not intended to provide a full and exclusive definition of the post and the post holder may be required to undertake additional duties by the Head Teacher. It may be subject to modification and amendment at any time after consultation with the post holder.


	Signed member of staff
	
	Date
	

	Signed appraiser
	
	Date
	

	Approved Head Teacher
	
	Date
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