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Carshalton Boys Sports College
Winchcombe Road
Carshalton
Surrey
SM5 1RW




Job Description

Job Title:			Premises Supervisor

Pay Scale:			APT&C Scale 3/4, Point 14-21 (£18,657-£21,984)
				One Year Fixed term Contract – to be reviewed after 6 months
				
Hours of Work:			36 hours per week, Full Time, Monday to Friday worked on a
rota basis


Job Purpose

The Premises Supervisor is responsible to the Premises Manager for the undertaking of a wide range of duties & responsibilities for the whole school site. This includes the upkeep of the school, cleaning, managing a letting and security of the site whilst having due regard for Health and Safety regulations at all times.

Accountable to

Premises Manager

Key Duties 

Health & Safety

· To take reasonable care of your own health and safety and for that of other persons (whether pupils, employee, contractors or members of the public) and to use the appropriate safety equipment in the execution of their duties.

· To report immediately to the Premises Manager, Health & Safety Officer, Principal or Vice Principal any accident, dangerous occurrence or practice, or threat to health and safety.

Security

To share responsibility for the total security of the whole site, the premises and their contents.  This includes:

· The unlocking of the school site ensuring it is opened promptly.

· Ensuring that at the end of the day or other appropriate times, all doors, windows and gates are locked, gas and electrical appliances are turned off and all security alarms are set and working correctly.

· Checking all perimeter fences, window locks, security devices, preventing trespass, theft and unauthorised parking and intruder alarms. 
· Liaising with contracted security companies and/or the police as required.

Maintenance

To ensure that the whole site, including the premises, the furniture and fittings, and the grounds and gardens are maintained in a satisfactory condition. This includes:

· Being proactive in identifying, investigating and reporting of building defects, requiring specialist work (e.g. electrical).

· To undertake minor maintenance to the buildings, furniture and equipment, including plumbing, glazing, decorating, woodwork and general repair & replacing lighting bulbs & tubes etc. 

· Performing routine plumbing tasks such as unblocking sinks, urinals and toilet basins as required.

· Weekly sequential testing of fire alarms, the firefighting equipment and emergency lighting.

· Ensure gardens are kept fully maintained, grass and hedges cut and weeds sprayed.


Cleaning

Ensure that the cleanliness and tidiness of the buildings, external areas and gardens are maintained to a satisfactory condition. This includes:

· To monitor the standard of cleaning carried out to ensure satisfactory standards of hygiene are maintained in accordance with the Cleaning Specifications.

· To carry general cleaning to the school buildings and external areas (e.g. graffiti) as required.

· To carry out emergency cleaning such as spillages, sickness 

 
· To ensure daily that the litter bins are emptied, that the grounds, pathways and brick paved areas are free from litter and other debris, and that tarmac surfaces are swept and drains and gullies clear and clean.

· Check and inspect student and staff toilets at set intervals throughout the day and as required.


Energy & Services

· Monitor, operate and adjust the heating plant to ensure economic use and to provide a comfortable level of heating. (Appropriate training will be provided).

· Carry out and record meter reading of the utilities services as required.


Lettings & Functions

To be responsible for the opening and locking up of the premises for lettings (paid at an agreed rate) and school functions (paid as overtime as agreed).  All of which will be arranged in advance.  This includes:

· To supervise lettings, liaising with hirers and providing assistance as required, to ensure the smooth running of functions, evening classes and events.

· To ensure that furniture, materials and equipment are provided as required in the letting agreements, and replaced afterwards.

· To ensure that the rooms are tidy and clean before and after use.


Other Key Duties

· To provide safe access in the event of snow, ice or flooding.

· To provide a porterage service and to undertake general assistance to staff (e.g. moving furniture and equipment, setting-up for examinations and assemblies and providing access to offices/classrooms as required). 

· Deputise for the Premises Manager in their absence or as directed, including Key Holder responsibilities

· [bookmark: _GoBack]To share responsibility for taking ‘out of hours’ calls & responding as necessary.

Additional Duties

You may be required to carry out additional duties, as Premises Manager may reasonably direct from time to time.


Equal Opportunities

To ensure, that the spirit of the School policy is implemented.






Signed:	


Print Name:	


Date:     	

Person Specification for Premises Supervisor

	
Experience and Knowledge
· Experience of basic DIY
· Knowledge of electrical safety and PAT testing – training will be given
· Knowledge of Health and Safety regulations 
· Knowledge of the basic principles of hygiene
· Experience of working independently and as part of a team
· Experience of working in a school environment


Skills and Abilities
· Ability to undertake basic carpentry, plumbing, glazing, decorating and 
grounds maintenance – training will be given
· Ability to undertake a range of cleaning tasks
· To undertake lettings and overtime as arranged and agreed with the Premises Manager.
· Ability to be self-motivated and proactive at all times 
· Supportive of change


Qualifications
· Relevant qualification for basic carpentry, plumbing, glazing and decorating work is desirable.
· Willingness to attend relevant training courses when necessary


Personal
· Commitment to working within the School’s Child Protection Policy
· Commitment to high standards and expectations
· Commitment to wearing the uniform provided by the school
· High levels of professional integrity, energy and enthusiasm
· Flexibility to undertake any role
· A good sense of humour
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