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	North Ridge Community School
Site Supervisor
Role Description




Grade:      5             Hours:
37 per week, full time, split shift (holidays to be taken outside of term time)
Responsible to: 
Headteacher/Business Manager

Job Purpose:

To be responsible for the care and development of the school premises, maintaining heat, lighting, and ensuring a good working environment which is clean safe and secure.

Main Duties & Responsibilities:

1. To take responsibility for the security of all grounds, buildings and contents, ensuring that buildings are secured following use both inside and outside of school hours.  

2. To have the knowledge and skills necessary to ensure effective and efficient operation of the school’s energy systems.

3. Operate as the Health & Safety representative for school maintenance and repairs.  Provide an overview of standards of safety and working conditions.

4. Good interpersonal skills to communicate effectively and professionally with all users of the school.

5. To anticipate possible problems and to undertake minor preventative maintenance work.

6. Clean drains and undertake the maintenance/regular sweeping of rainwater gullies as set out by building services, ensuring that work is undertaken according to specification and guidance set out within Health & Safety guidelines.

7. Have knowledge of when to call in specialists to deal with repairs or improvements and identifying and scheduling repairs for mechanical, electrical, fabric and school lift work.

8. Monitor and maintain efficient records as appropriate and maintain an overview of timesheets and the work of contractors on the school site.

9. Place work orders and check costings and order equipment and materials.

10. Have an overview of the school’s inventory of furniture and equipment, drawing to the Business Managers attention any items which are identified for disposal.

11. Monitor and maintain high cleaning standards, setting an example throughout the school,  and to undertake necessary action in an emergency after consultation with the Headteacher/Business Manager.

12. To periodically test the fire alarm system and keep records of such tests.

13. Recognise Health and Safety matters and relate them to the Headteacher/Business Manager

14. Operate the school’s security alarm system and the responsibility for being the first contact in the event of an out-of-hours security or safety emergency.

15.  Take remedial action immediately following a break-in, in order to ensure the security of the building, and the clearing away of glass and debris to ensure safety (subsequently liaising with the Head or Deputy).

16. Liaise with Metro Clean workers, especially the Cleaner in Charge in order to promote and maintain good working relationships and mutual support whenever necessary.

17. Under direction of the Headteacher, involve the students in small tasks which promote the awareness of the care of the building and its surroundings.

18. Make safe and clean up any body spillage as and when required.

19. Be flexible with working hours to ensure the needs of the Extended Schools are met.

Specific Duties

General Maintenance

1. Identify maintenance needs and making recommendations about priorities

2. Check and maintain doors, handles locks, closures, curtain tracks, and track mechanisms

3. Check and maintaining furniture 

4. Ensure all toilets, showers, staff cloakrooms, and staff rooms are continuously replenished with soap, towels and toilet paper as required

5. Organise remedial action to minor damage, vandalism or graffiti and calling appropriate agencies if this is extensive

6. Deal with litter and overall supervision of the tidiness of the school buildings and grounds

7. Undertake occasional minor painting tasks such as over chipped plaster patches

8. Liaise with contractors to ensure adequate and acceptable completion of jobs, including the clearing away of debris. (This may involve splitting the hours of duty)

9. Order cleaning and maintenance materials within a budget as specified by the Headteacher/Business Manager

10. Attend to premises deliveries when on site

11. Clearance and gritting of main paths, drive and car park during bad weather

12. Sweeping of paths and areas of the playground (removing anything which could be dangerous or hazardous) 

13. Liase with the Business manager and Headteacher regarding invoices and orders

14. Move furniture as and when required  

15.  Be available for lettings following liaison with the Headteacher/Business Manager

16. Be responsible for a rolling programme of floor sealing in the halls and classrooms within the normal hours of the holiday schedule

17. Liaise, in conjunction with the Headteacher/Business Manager, with building inspectors regarding maintenance, repair or building work on the school site. (during normal hours of duty)

18. Check the condition of peripheral fences and make minor repairs

19. Place works orders after consultation with the Headteacher/Business Manager

20. Discuss with the Headteacher/Business Manager, any insurance claims

21. Bring Health and Safety issues to the attention of the Headteacher and taking appropriate action if possible

22. Responsible for safe storage of all cleaning and maintenance chemicals, materials and equipment

23. Minor pruning of perimeter shrubs or overhanging branches if they present an immediate danger

24. Cleaning the School sign as necessary

25. Removing footballs and playground toys from the school roof

Energy Systems including:

1. Encouraging the efficient use of energy

2. Ensuring the effective operation of all energy systems

3. Ensuring the school is kept at a comfortable temperature 

4. Overseeing the maintenance and servicing of all plant 

5. damage during frosty weather

6. Take appropriate action in emergencies to minimise the effects after consultation with the Headteacher

7. Monitor the use of electricity, gas and water to minimise waste (recording meter readings on a monthly basis)

8. Check sewerage, water and drainage systems to ensure effective operation 

9. Carrying out minor repairs and cleaning when necessary

10. Cleaning storm drains and guttering

Electrical Equipment:

To be responsible for:

1. The testing of all portable and non-plant electrical equipment on site on an annual basis.   

2. Carrying out minor electrical repairs such as changing plugs, fuses, bulbs, tubes, diffusers

3. Consulting with the Headteacher/Business Manager before placing orders for electrical repairs for amounts over approximately £100

4. Encouraging the saving of heat and light by all users whilst maintaining acceptable levels of heating and lighting 

Cleaning of the Caretaker’s Designated Area:

To take a pride in the cleanliness, security and safety of North Ridge Community School, being an integral part of the school team, committed to providing the best possible working conditions for all staff and pupils. 
The postholder’s duties must be carried out in compliance with the Council’s Equal Opportunities Policy, Information Security Policies, Financial Regulations and Standing Orders, the Health and Safety at Work Act (1974), and subsequent health and safety legislation.

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the postholder may be required to undertake other reasonably determined duties and responsibilities within the school, commensurate with the grading of the post as contained in the guide entitled ‘School Support Staff – The Way Forward’, commensurate with the grading of the post, without changing the general character of the post.

Signed _________________________________

Dated  _________________________________
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