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Dear Candidate, Welcome from the Headteacher


The Park School is a mixed Special School for students aged 11 to 16 with EHCPs for Learning and Additional Needs, drawing students from a wide range of socio-economic groups and from a wide radius. We offer a mainstream secondary school curriculum model, with students following a timetable and moving rooms from lesson to lesson. Our focus is very much on outcomes at 16, aiming to equip our students with the skills and knowledge they will need to achieve their potential and the social and emotional foundations needed to navigate adulthood. 

The staff team are committed to providing a vibrant, supportive, and purposeful atmosphere within a safe environment in which all our students thrive. We offer a rich, creative, and personalised curriculum that meets individual needs, enabling students to fulfil their potential.  
  
The Park School has flourished as part of Weydon Multi-Academy Trust and we value the collegial support we receive and the contribution we can make to the Trust’s growth, both of which will form a key element of your professional learning and development. I am very proud of all we do at The Park School and Weydon Multi Academy Trust.  
 
Conversations regarding this position are encouraged and school visits are very much welcomed. To arrange your conversation and visit please contact our Operations Manager, Helen O’Connor at helen.oconnor@thepark.surrey.sch.uk or on 01483 772057.
 
I look forward to meeting you.

 
Paul Walsh 

Headteacher 












Start date	from July 2023Job Advert

Contract	Full time, Permanent 
Salary		WA5-14 – WA5.20 (£23,298 - £27,209)
Hours	36 Hours a Week, Full year position with generous holiday allowance.

We are looking for a capable and motivated individual to join our school team to ensure our school premises are always maintained to a high standard. The ideal candidate will enjoy a varied and busy workload and keen interest in working in a busy school environment. We are proud of our facilities, and this is a vital role in maintaining the school estate and keeping the environment safe and secure for staff and students. Previous experience desirable but not essential.
 
The Park School is fortunate to be set in a beautiful 7 acre site within walking distance of Woking town centre and train station. It provides education for 110 secondary aged students all of whom have learning difficulties and additional needs. At The Park we believe that by working together and always expecting the best from both staff and students we can achieve the highest possible standards.

This is an exciting opportunity to join our school and be a part of an exceptional team. In addition to a competitive salary and Local Government Pension Scheme, benefits include the potential use of the on-site Caretakers accommodation (3 bed house) at a significantly reduced rent and Westfield Heath scheme.

Hours and Salary  
36 hours per week to be worked 52 weeks per annum during term time and holidays. WA5 £23,298 - £27,209. A generous deduction is offered on the rental of the on-site caretakers accommodation.
 
To Apply 
For more information and an application form visit https://thepark.surrey.sch.uk/vacancies. If you would like to discuss the post or have a tour of the school before making an application, you would be very welcome. Please contact Helen O’Connor, Operations Manager, for an informal chat on 01483 772057 or email helen.oconnor@thepark.surrey.sch.uk

Please return your completed application form, together with a supporting statement to helen.oconnor@thepark.surrey.sch.uk.  

Closing date: Monday 29th May 2023
Interview date: Wednesday 7th June 2023

We reserve the right to interview early if the right candidate applies, so early application is encouraged. Please no agencies and CV’s will not be accepted without a completed application form.

All appointments are subject to safer recruitment procedures and an enhanced DBS check. 
Safeguarding Statement: The Park School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. We particularly welcome applications from underrepresented groups including ethnicity, gender, transgender, age, disability, sexual orientation or religion
Job Purpose 	To provide a comprehensive caretaking service to the school to ensure the environment is safe and secure for students and staff. Premises Manger Job Description

To ensure the school premises are cleaned to the approved specification and take overall responsibility for school security and day-to-day maintenance issues. 
To help manage the contractual cleaning team, ensuring adequate cover in the event of absence. 
To ensure caretaking duties are undertaken in accordance with Health and Safety legislation. 
To liaise and maintain relationships with suppliers, contractors and deal with any problems as they arise. 
To manage a budget for regularly purchased items. 
 
Responsible to: 	The Headteacher 
The Operations Manager (OM) 
Important internal 
Relationships: 	Senior Leadership Team, Office staff, Teaching Staff, Support staff, Cleaners, Students, Weydon Multi Academy Trust Staff. 
Important External  
Relationships: 	Contractors, Suppliers, Policy and Fire officers, Parents, Visitors to the School. 
 
Site Management can include: 
· Ensure the implementation of school policies in all areas of the school where relevant to the maintenance management of the school. 
· Preventing trespassing and the parking of unauthorised vehicles within the premises.  Ensure vehicles accessing the site do so in a safe manner and ensure Car Park Risk Assessment is followed fully to safeguard all students and staff. 
· Operate fire and burglar alarm systems, including key holder responsibility. 
· Recording monthly meter readings for utilities eg gas, water, electricity and passing this information to the OM as required. 
· Carry out minor maintenance works/repairs/DIY that do not require the engagement of a contractor. 
· Arrange for major repair works to be carried out including sourcing quotations in consultation with the OM. 
· Meet regularly with the OM advising of any maintenance or repair work necessary. Provide safe access to buildings and classrooms in the event of snow, minor floods and similar emergency situations. 
· Carry out specified procedures in the event of fire, flood, breaking and entering, accident or major site damage. You need to be aware of location of first aid equipment and facilities. 
· Liaise with contractors or external agencies, as appropriate, regarding access to the site. 
· Direct and supervise contractors on site for repair or maintenance work. Inspect, monitor and record work performance, assisting the OM or other appropriate manager to ensure work is carried out to the required standard.  
· Ensure the EVERY Compliance system is kept up to date and all statutory and non-statutory checks are completed in a timely manner. 
· Co-operate with your employer as far as is necessary to enable them to discharge any statutory duty  
or requirement placed on them by Health and Safety Legislation. 
· Ensure that there is a list of contact numbers to use in the event of an emergency kept in an accessible place. 
· Carry out regular checks and maintenance of drains and gullies to ensure that they are free flowing and clean. 
· Minor maintenance work on plumbing system 
· Minor joinery/carpentry work to maintain the building and grounds. 
· Minor building/carpentry/plumbing work to alter/add to the school facilities. 
· Maintenance of electrical goods/lighting systems, including changing bulbs and PAT testing. 
· Ensure that unwanted items are disposed of correctly and that portable school equipment is locked away at night. 
· Monitor standards of ground maintenance contractors and report any shortfalls to the Operations Manager. 

Security can include: 
· Ensuring the building and site are left in a secure situation which includes locking/unlocking of school gates and external/internal doors and closing windows. 
· Registering as a key holder and being a point of contact in an emergency callout situation. 
· Being responsible for ensuring routine and emergency opening of school premises and grounds. Where possible, ensure access in the event of snow, flooding or other emergency situations. 
· Alerting the OM/ Head Teacher to any risk of breach of security. 
· Contact and direct the appropriate services in the event of the following emergencies: fire, flood, break-in, vandalism, accident. 
· Ensuring the intruder alarm is kept in good order and maintained regularly. 
· Opening and closing the school site each day. 
· Patrolling the site for hazards, damages and intruders. 
· Preventing trespassing and unauthorised parking on school premises.

Safeguarding can include:
· Attending all safeguarding training
· Adhere to safeguarding for all staff
· Ensuring the site is safe and secure
· Ensuring school vehicles are safe and roadworthy
· Report any concerns to the DSL

Health and Safety can include: 
· Undertake termly Health and Safety Inspections with OM, acting upon any issues highlighted. 
· Take responsibility for own Health and Safety and that of other persons who may be affected by your work. 
· Carrying out the testing of the fire alarm system on a weekly basis, recording the results in the fire log book. 
· Overseeing the maintenance of the fire alarm ensuring it is in good order. 
· Ensuring that the emergency lighting is tested, per circuit, on a monthly basis, recording the results in the fire log book 
· Ensure that the school’s planned preventative maintenance checks are carried out, including the assessment and control of Legionella risks and Asbestos risks, by a specialist company in accordance with statutory requirements and accessible records are kept. 
· Weekly flush of little used outlets 
· Descaling of shower heads and kettles/staffroom boiler. 
· Monitor the temperature of the school water supply and undertake regular asbestos and legionella checks as required by the EVERY Compliance system. 
· Undertake electrical testing of portable equipment within the agreed schedule. 
· Ensure the safe use of all electrical appliances in school. 
· Regularly inspect playground equipment and repair where required. 
· Organise annual inspection and maintenance of gym and playground equipment through external approved contractor. 
· Organise annual inspection and maintenance of DT equipment through external approved contractor. 
· Ensure that the school’s Fire Risk Assessment Policy is reviewed and updated as necessary. 
· Ensure that the Asbestos survey is undertaken once a year (or more frequently if required) by a competent company. 
· Ensure water monitoring and legionella survey undertaken once a year (or more frequently if required) by competent company. 
· Be responsible for the upkeep and maintenance of all school vehicles including MOTs, servicing etc. and ensure weekly maintenance check of all vehicles is carried out and reported on the EVERY compliance system. 

Cleaning can include: 
· Managing and monitoring the performance and standards of cleaning carried out by the cleaning contractor. 
· Overseeing all other cleaning which does not fall within the contractual arrangements eg window cleaning. 
· Liaising with the cleaning contractor’s supervisor, as necessary, to maintain standards, keeping the OM informed of any breaches to contract. 
· Ensuring that protective clothing is worn as required and safe working methods are adopted. 

Lighting and heating can include: 
· Ensuring that all lighting is kept in good working order, checking light bulbs, fluorescent tubes etc are working and replace as necessary  
· Operate external lighting systems, adjusting as appropriate to the time of year. 
· Ensuring that the school is adequately heated and hot water is available.  
· Carry out frost precaution procedures as necessary. 
· Controlling the level of heating and ventilation throughout the buildings as required by school. 
· Understanding the operation of the heating system and contacting the relevant service to report any heating, water or ventilation issues and oversee until the issue is resolved, regularly reporting to the OM. 

Porterage can include 
· Taking delivery of and distributing any stores, materials and other goods and storing them. 
· Moving of furniture and equipment, or any other lifting tasks required by the school. 
· Setting up chairs and tables as required, for assemblies and whole school events. 
· Arranging the disposal of any redundant furniture and equipment in accordance with school requirements, advising the OM of their removal. 

Grounds maintenance can include: 
· Managing and overseeing the contractual grounds maintenance companies. 
· Ensuring that playgrounds, paths and driveways are in a safe and clean condition and free from litter. 
· Providing safe and adequate access to the school and classrooms during inclement weather eg flooding, snow etc and clearing and salting paths and roadways when necessary. 
· General supervision of the playground, the car park and open spaces. 
· Inspecting and undertaking minor repairs on boundary fences. 
· Undertaking minor repairs on school grounds. 

Buildings maintenance tasks can include: 
· Arrange a programme of work for renewal/redecoration with the OM at the start of the academic year. 
· Carpentry- repairs to doors, windows, broken keys in locks, door closure adjustment, repairs to drawers and furniture. 
· Glazing- temporary repairs, making safe by methods available. 
· Plastering and concrete- repairing patches, floors and steps. 
· Plumbing- pipe freezing, fitting stop taps, simple plumbing tasks. 

Training can include 
· Attending whole school INSET days sessions 
· Undertaking Every training courses related to the role. 
· Attending any external or online training course which relates directly to the role. 
 
Miscellaneous can include: 
· Carrying out day to day tasks as reasonably instructed by the OM or Head Teacher. 
· Maintaining confidentiality where necessary. 
· Reporting any incidents/accidents. 
· Making sure that use and storage of chemicals is in accordance with COSHH. 
· Operating in accordance with school policy and in particular to ensure health and Safety requirements are met 
· Manage own budget following best value principles and follow set procedures: ordering all supplies and materials for cleaning, vehicles, minor maintenance etc. 
· Ensure all caretaking equipment is in a safe and efficient working condition and take out of use any equipment known to be faulty and arrange repairs, advising the OM of action taken. Store safely and catalogue all such equipment.
 
Whole school responsibilities: 
· Participate in the performance management process agreed in school 
· Play a full and active part in the life of the school. 

General notes: 
· Job Description to be reviewed annually. 
· The responsibilities listed above are the basic essentials of the post- it is always open to the postholder to propose ways of expending these responsibilities. 
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Person Specification

	ESSENTIAL 
	DESIRABLE 
	EVIDENCE 

	Experience
 
· Experience working in a building/property repair environment 
· Knowledge of up to date Health and Safety procedures 


	 
· Manual handling experience 
· First aid 
	 
· Application form 
· Selection day interview 

	Knowledge and skills 

· Good written and oral communication skills 
· DIY and maintenance skills 
· Ability to fault find and prioritise 
· Flexible worker 
· Good IT skills 

	 
· Knowledge of heating systems 
· Knowledge of intruder/fire alarms/fire safety 
· Knowledge of asbestos and legionella 
	 
· Application form 
· Selection day interview 

	Personal qualities 

· To relish challenge and perform efficiently in this role 
· To be able to lead by example 
· Tenacity and commitment while working under pressure 
· Good sense of humour 
· Ability to organise and prioritise 
· Ability to manage time effectively and work to deadlines 
· Good team player 
· Good communication skills both orally and in writing 


	
· Strong work ethic, holding high expectations of themselves and high standards in any work undertaken. 
	 
· Application form 
· Selection day interview 

	Other 

· Good organisational skills 
· Commitment to keeping the school in an excellent state of repair 
· Commitment to providing a safe environment for all staff and pupils 
· Good attendance and punctuality record 
· Physically able to move around site 
· Physically able to lift and move equipment around the site 

	 
· Own transport 
	 
· Application form 
· Selection day interview 
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