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Job Description 

	Job Title: 
	Site Team Assistant

	Date last reviewed:
	October 2025

	Grade of post:
	Grade 6 Scale Points 8-13 

	Location:
	Chipping Norton School

	Line Manager:
	School Business Manager

	Hours:
	08:00 - 16:00 - shift pattern may be required when trained to unlock and lockup. 
Shifts as follows
Early shift 06.30-14.30 (including a 30mins unpaid break)
Late shift 12.00 - 20.00 (including a 30mins unpaid break)
School Holidays 08.00 - 16.00 

	Disclosure Level: 	
	Enhanced DBS



Job Purpose: 
Work with the school site team to ensure the maintenance, safety and security of school
premises, as directed by the site team and manager.

Main Responsibilities: 

● Perform planned, preventative and reactive maintenance of school buildings, including
plumbing, electrical and mechanical systems.
● Maintain safe and tidy school grounds, including snow and ice clearance.
● Liaise with external contractors to complete tasks, as required.
● Promote and monitor adherence with health and safety guidelines, taking reasonable care     for self and others.
● Ensure security of premises, including locking/ unlocking, site clearance, switching off energy sources and activation of alarms.
● Operate and respond to alarm systems.
● Operate and monitor CCTV systems, where appropriate.
● Carry out monthly/weekly safety checks (heating, water, electrical, asbestos, fire etc).
● Assist in safety audits and contribute to risk assessment activities.
● Undertake regular site inspections, identify and record repair and maintenance requirements.
● Undertake emergency and specialist cleaning tasks, including removal of graffiti and working at heights.
● Organise and carry out minor improvement work e.g. erecting shelves, notice boards,
bookshelves etc. as agreed with the line manager.
● Set up furniture and equipment for school use and external lettings, as required.
● Be familiar with relevant school policies and Health and Safety requirements, contributing to site-specific policies.
● Carry a radio/mobile phone for constant contact.
● Be flexible with shift working to cover eventualities, including providing cover for absent Site team members (early/late shifts, weekends).
● Assist with deliveries and the operation of the lettings system and site setup.
● Be flexible with shift working to cover eventualities, including providing cover for absent site team members (shift allowance applies, weekends with additional rates).

General responsibilities as part of the Trust 
● To support teaching and learning by providing high quality support as part of a committed and flexible team;
● At all times act in accordance with agreed local and national policies and procedures;
● Contribute to the overall ethos of Chipping Norton School and the River Learning Trust;
● Appreciate and support the role of other professionals;
● Attend and participate in relevant meetings as required;
● Participate in online training and other learning activities and performance development as required;
● Carry out other duties as required from time to time by line manager;
● Follow the Trust’s Health and Safety rules and procedures and adhere to safeguarding
principles.
● Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
● Employees will be expected to comply with any reasonable request from a manager to
undertake work of a similar level that is not specified in this job description.

Safeguarding Statement

Chipping Norton School and The River Learning Trust are committed to safeguarding and promoting the welfare of all children and preventing extremism; all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. The successful candidate will be required to undergo an Enhanced Disclosure from the Disclosure and Barring Service (DBS) and obtain any other statutorily required clearance. Employment will also be conditional on the receipt of at least two acceptable references (1 from current/latest employer) and evidence of the formal qualifications required for the role.
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