SOUTHFIELD SCHOOL


JOB DESCRIPTION - NON TEACHING STAFF

POST TITLE


Assistant Site Supervisor

RESPONSIBLE TO

Estates Manager
SALARY GRADE

Southfield Support Staff Scale, Points 11 – 13

£15,331 - £16,071 p.a. (£7.95- £8.33 per hour)

HOURS OF WORK

20 hours per week: 4 hours per day Monday to Friday


Required hours will start no earlier than 7.00 a.m. and end no later than 7.00 p.m.
WEEKS PER YEAR:  
Full time position with 28 days holiday plus bank holidays.
OUTLINE OF ROLE 
Security: 

· Carry out security procedures for the school buildings and grounds

· Routine and non routine opening and security of premises and grounds

· Take action to prevent trespass on the premises

· Ensure unauthorised parking of vehicles does not occur

· Act as a nominated keyholder on a designated list and respond appropriately to alarm company if required. 
· Ensure that the fire alarms are in working order at all times and report deficiencies to the Estates Manager in order to effect repair.

Cleaning:

· Ensure the premises and furnishings are cleaned in accordance with the school’s standards, including carrying out cleaning of own designated area

· Maintain the cleanliness and upkeep of the premises during school holiday periods in conjunction with the other site team members

· Emergency cleaning of human deposits (vomit, excrement)

· Replacement of consumables (Soap, toilet rolls, hand towels) when necessary
· Liaising with external cleaning company

Maintenance: 

· Operation of heating plant and boiler controls

· Ensure that all contractors that enter the site have read and signed the asbestos register before any work is undertaken.

· Ensure, in conjunction with the Estates Manager, the asbestos register is kept up to date at all times.

· To report back to the Estates Manager all maintenance items on a monthly basis so that any necessary action can be taken to remedy all defects or faults discovered.

· Carry out minor or temporary maintenance and repairs and document accordingly
· Responsible for basic tools and equipment used on your shift and report items, repairs, maintenance work that is required and is beyond own competence

· Report damage as appropriate to Estates Manager
· Follow the frost precaution procedures 

· Follow the procedures in event of fire, flood, breaking and entering, accident or major damage

· Provide emergency access support to the leadership team in the event of snow, minor flooding or similar emergency situations 
· Ensure that caretaking and cleaning equipment is in a safe and working condition 

· Replacement of lighting tubes/lamps
· Maintenance of floor surfaces i.e. sealing, stripping and re-polishing

Lettings: 

· Ensure that all facilities are in a clean and acceptable state prior to the letting and following a letting ensure accommodation is prepared for normal school use 

Health & Safety

· Ensure that the emergency lighting is checked on a weekly basis and maintain records

· Ensure that access from snow and ice is cleared from approaches to all premises in wintry conditions.  Salt all areas to provide safe access and egress.

· Conduct regular Health & Safety inspections working in close conjunction with the Estates Manager and maintain records.

Environmental Management

· Repair, clean and make good following minor emergency situations eg spillages, flooding, etc.

· Waste Management – ensure safe disposal of all waste materials, equipment and furniture beyond repair

· Subject to reasonable access, ensure all gullies, gutters, rainwater pipes and drainage are clear and free running

· Ensure that all emergency exits are in good working order and free from obstructions

Other duties may include:
· Arranging chairs and tables for meetings and clearing away afterwards

· Storing equipment and supplies safely

· Understanding fire safety regulations, Health and Safety regulations emergency procedures and the rules for evacuating a building

· Ensuring disabled access to the building where necessary is kept clear
· Basic minibus maintenance

· Maintaining a variety of records and monitoring meter readings and fuel usage.

The role of Assistant Site Supervisor is for Southfield School but there may be occasions when the post holder would be asked to work on another school site.
The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he comes into contact with will be to adhere to and ensure compliance with the school’s Child Protection Policy 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 his/her line manager or the school’s Child Protection Officer.

This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks will be reviewed from time to time to reflect changing needs and circumstances.  Such reviews and any consequential changes will be carried out in consultation with the post holder.

NOTE:

This job description represents a broad outline of the specific duties and responsibilities currently attached to the role of Assistant Site Supervisor.  Dependent on the needs of the school, these responsibilities maybe subject to change at any time following discussion with the post  holder
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