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Job title:	Site Oﬃcer
Grade:	2A SCP 7-9
Directly responsible to:	Headteacher/School Business Manager
Hours of duty:	36 hours per week, all year round
Hours:	To be agreed (split shift to open up at 6am and lock up at 5pm)

Main Purpose of the Job:

1. To ensure the school is a clean, healthy and safe learning environment for pupils and staﬀ.
2. To be responsible for the security of the premises, including the correct operation of the intruder and ﬁre alarms and key holder duties.
3. To undertake a programme of routine and regular health and safety checks, including ﬁre alarm tests, ﬁre extinguishers, emergency lighting and water testing in order to ensure compliance with Health and Safety legislation. To keep accurate and up-to-date records of all tests and report outcomes to the School Business Manager.
4. To be an integral part of the school, working in close partnership with all staﬀ.
5. Able to provide a maintenance and repair service.


Main Duties and Responsibilities/Accountabilities:

Supervision of Cleaning Staﬀ & Cleaning
1. To clean designated areas of the school each day, with an agreed programme of deep cleaning to take place during school holidays.
2. To empty all bins daily including paper bins and playground bins.
3. To clean the school hall and maintain the hall ﬂoor to a good standard.
4. To order cleaning materials / consumables in conjunction with the School Business Manager and School Administrator.
5. To ensure adequate supplies of soap, toilet rolls etc. are available throughout the school day.
6. To be responsible for storing all cleaning chemicals in accordance with COSHH guidelines.
7. Undertake ad hoc cleaning tasks which may include bodily ﬂuids.

Buildings & Maintenance

1. To undertake half termly inspections with the School Business Manager to determine the need for repairs and maintenance work.
2. To undertake general maintenance and repair duties which do not require a specialist contractor.
3. To undertake redecoration jobs during school holiday periods.








www.thelinkeducationtrust.co.uk
4. To identify and report maintenance tasks and implement a temporary ﬁx, pending further repairs.
5. To contact, liaise and accompany external contractors whilst on school premises, including completing Permit to Works and Risk Assessments.
6. To provide a maintenance/repair service using maintenance skills, which should include plumbing, woodwork, painting and basic electrical knowledge among other attributes.
7. To be responsible for refuse removal and recycling.
8. To maintain the heating of the school buildings and ensure that temperatures are comfortable for staﬀ and pupils to work in.
9. 9. To maintain the school minibuses and ensure they remain safe and roadworthy at all times, including carrying out routine checks such as tyre pressures, windscreen washer fluid, screen wash, lights, fluid levels and general condition, and reporting or arranging repairs for any defects promptly.
Health & Safety

1. To identify any potential health and safety risks and report to the School Business Manager.
2. To complete routine health and safety checks, including ﬁre alarm tests, ﬁre extinguishers, emergency lighting, utilities, water testing and to keep accurate, up-to-date records of all testing and report outcomes to the School Business Manager.
Grounds

1. To keep the school grounds free of litter and leaves.
2. To maintain safe pathways by removal of leaves/ snow / use of grit during inclement weather.
3. To ensure drains and gullies are litter/leaves free including the cleaning of traps where appropriate.
4. To monitor the condition of the perimeter fencing and initiate minor repairs as required

Security

1. To be responsible for opening up the premises at the start of each day. This involves deactivating the intruder alarm, unlocking gates and doors in preparation for the start of the school day, checking lighting, heating and water are operational and contacting relevant contractors if they are not.
2. To be responsible for closing up the building at the end of each day, including school holidays checking that all occupants have left the site. Ensure all windows and doors are closed and locked, lights and electrical equipment are switched oﬀ.
3. To ensure the safe keeping of keys both on and oﬀ the premises.
4. Activation and de-activation of the intruder alarm.
5. To be the ﬁrst point of contact and be able to respond should the intruder alarm be activated, including out of hours, weekends and school holiday periods.




Other

1. To take account of the events happening in school each week and assist in their smooth running.
2. To assist in setting up/ clearing away of rooms for meetings / school events.
[image: ]www.thelinkeducationtrust.co.uk

3. To undertake porterage duties, moving deliveries to the relevant area of the school site.
4. To undertake any relevant training as deemed necessary by the Head Teacher including Health and Safety training.
5. To be ﬂexible to attend school events outside of usual working hours.
6. To act in accordance with school policy and promote the ethos of the school, including applying all health and safety policies.
7. To provide a termly premises and safety report and submit to the Head teacher, School Business Manager and Governors.

Safeguarding

1. To share the school’s commitment to safeguarding and promoting the welfare of children and to have understanding of the common core skills and knowledge.
2. To undertake safeguarding training as required.
Overall Conduct

1. To work positively and inclusively with colleagues to be part of a workplace that does not discriminate against people on the grounds of their age, sexuality, religion or belief, race, gender or disabilities.
2. To treat pupils, parents, staﬀ, visitors and contractors with care, consideration and courtesy in accordance with the school’s ethos and values.
3. To manage a system of work to ensure issues reported by staﬀ and management are remedied in a prompt manner, keeping all parties informed of progress.
4. To present high standards of personal appearance.
5. To maintain conﬁdentiality at all times and be aware of schools conduct policy.
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