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JOB DESCRIPTION

SITE SUPERVISOR
	Job title
	Site Supervisor 

	Purpose of the post
	To monitor and maintain the school site, working alongside the Site Supervisor for the Junior School in accordance with the school’s operating policies and procedures, including a wide range of duties and responsibilities connected with the fabric and grounds of the school. This includes health and safety, security, cleanliness, porterage, routine maintenance,  refurbishment and minor repairs.

	Grade
	NJC Grade E (Points 4-5)

	Responsible to
	Headteacher

	Work location
	Rothwell Schools-Rothwell Infant School


MAIN RESPONSIBILITIES 
· To undertake a programme of general maintenance ensuring that the school is maintained in a safe and state of good repair on a cost effective basis.
· To undertake minor repairs and maintenance on an ‘as and when necessary basis’ e.g. changing plugs, replacing light bulbs, repairing door handles, to enable the school to be maintained in state of good repair, is a safe environment and lessons and other activities to proceed with minimum disruption.

· To ensure that all statutory testing is completed and recorded, in line with best practice and legal requirements, ensuring that all documentation is recorded on the school Health and Safety e-portal. To ensure that any areas of non-compliance are reported to the Headteacher and resolved.
· To open the grounds and school buildings and ‘unset’ alarms in accordance with laid down schedules and ‘one off’ bookings (lettings), to ensure that lessons and other activities are able to take place at the specified times.

· Lock school doors and gates and set alarms in accordance with laid down schedules or as necessary to maximise the security of the school and the grounds at all times and minimise the opportunities for vandalism.

· To undertake routine cleaning of designated areas, To support with reactive cleaning as a result of spillages and other accidents, to ensure that the school is clean, safe, healthy and comfortable place for pupils/students, staff and other users to work in or use.

· To ensure that the cleaning work is of a consistently high standard.  
· Ensure that the fire alarms are in working order at all times and report deficiencies.
· To undertake deep cleaning and maintenance works during school closures (e.g. floor polishing, cleaning walls, painting) ensuring that the school is clean, safe, healthy and comfortable for students, staff and other users to use.

· To comply with Health & Safety legislation, school policy and good health and safety working practices in relation to the use of the school premises and grounds and own duties and responsibilities.  Report any ‘breaches’ of safety regulations/policies or other safety concerns noticed to the Headteacher to enable the school and school grounds to be safe and healthy places for students, staff and other uses to use.

· To undertake checks of the boilers in accordance with laid down schedules and to take any remedial action necessary or to report faults so that remedial action necessary or to report faults so that remedial action can be taken as soon as possible, to enable lessons and activities to take place without disruption and to avoid cancellations.

· To undertake ‘litter picking’ and other tasks associated with maintaining the grounds in a clean and tidy state for students, staff and other users.

· To assist with the distribution of deliveries of orders to ensure that supplies and equipment required by students and teachers and other staff are available when needed.

· To ‘lay out’ the hall and other rooms as requested to ensure that lessons and activities can take place without disruption or delay.

· To move furniture and other items of equipment around the school as requested to enable lessons and other activities to take place without disruption or delay.

· To 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 contractors that enter the site have read and signed the asbestos register before any work is undertaken.
· To ensure the asbestos register is kept up to date at all times.
· To be responsible for the implementation and review of the school fire risk assessment, and fire log.

· To be responsible for COSHH records
· To ensure that all emergency exits are in good working order and free from obstructions

· To monitor the stock and resources required for maintaining the school site, to order and make requests for equipment and consumables in line with school financial procedures, ensuring a consistent supply.

Special Factors

•
The nature of the work may involve the jobholder carrying out work outside of normal working hours.

•
This post is eligible for a DBS check under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (i.e. it involves certain activities in relation to children and/or adults) and is defined as regulated activity under Part 1 of the Safeguarding Vulnerable Groups Act 2006. Therefore, a DBS enhanced check for a regulated activity (includes a barred list check) is an essential requirement.

This job description sets out the duties and responsibilities of the job at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.

Pathfinder Schools is seeking to promote the employment of individuals with disabilities and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.
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