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Job Description

James Montgomery Academy Trust, Brampton Road, Wath Upon Dearne, Rotherham, S636BB

Site Supervisor
Purpose of the Role

The Site Supervisor p|ays a vital role in the smooth operation and ongoing o|eve|opmen’f of the school.
They are responsib|e for maintaining a safe and secure environment, working under the direction of the
Headteacher and School Business Manager o ensure the effective upl<eep and genera| mainfenance of
the school site and bui|o|ings.

This includes supporting c|eaning, security and maintenance routines, carrying out minor repairs,
monitoring contractors, and assisting with planned and preventative maintenance tasks.

The posiho|o|er will lwe|p ensure comp|iance with Health & Sa{e’ry regu|aiions and support the wider
operafiona| needs of the school.

Key Responsibilities

Health and Satety
The pos’rho|o|er will:

e Ensure safe access to the school o|uring adverse weather (snow, ice, ﬂooding) in line with Trust and
school procedures.

*  Maintain up-to-date knowledge of all key utilities across the site, including water and gas stopcocks,
electrical breakers and isolation points.

*  Carryout all duties in compliance with the Health & Salfety at Work Adt, relevant Codes of
Practice and Trust Health & Salety policies.

*  Support the comp|e+ion and imp|emen’ra’rion of risk assessments, con’rrilou’ring information and
ensuring practical confrol measures are followed.

¢ Identify and report health and salety concerns promptly, taking immediate action where necessary to
l<eep pupi|s, staff and visitors safe.

*  Ensure emergency exits, pathways and high-risk areas are kept clear, safe and accessible at all times.

*  Parlicipate in regular health and safety checks, inspections and audits, ensuring findings are recorded
and acted upon.
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James Montgomery Academy Trust, Brampton Road, Wath Upon Dearne, Rotherham, S636BB

Sites and Facilities
The posiho|o|er will:

*  Oversee the day-to-day maintenance, cleaning and general upkeep of the school site, including
lwea’ring and hot water systems, porterage duties and occasional c|eaning fasks where requireo|.

*  Workwith the School Business Manager and Headteacher o support wider school operations, site
development and planned maintenance programmes.

o Assistwith redecoration and refurbishment schedules, identifying areas for improvement and
coordinaiing minor works.

*  Arrange and oversee repairs, acting as project lead for small maintenance tasks and improvement
projects under the direction of the SBM, ensuring value for money.

»  Carry out regular inspections of the site, buildings, equipment and grounds, ensuring routine
compliance checks (e.g. boailers, air handling units, fire safety equipment) are completed, recorded
and actioned.

»  Complete energy and meter readings, replace |amps/1[iHings where required and maintain
specialist equipment such as stage lighting or drama resources.

e Ensurethesiteis c|ean, safe and We||-sfoc|<eo|, inc|uo|ing foi|eis, c|eaning materials and refuse
collection.

*  Ensure tools, equipment and cleaning materials are stored securely, meet hygiene and COSHH
requirements, and remain inaccessible fo pupils.

*  Monitor and respond fo maintenance requests through |AM Compliant, ensuring fimely resolution
and accurate record-keeping. Liaise with premises and grounds staff fo ensure all external areas are
well mainiained, sale and We|coming.

*  Support the implementation of school sustainability measures, including identifying opportunities for
improvecJ energy eHiciency and responsib|e use of resources.
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Security and Safeguarding

The posiho|o|er will

Take responsibility for the security of the premises, including unlocking and locking the site, acting as
the main l<ey holder and responding fo call-outs, |iaising with emergency services when requirecl.

Ensure the site is {u”y secured at the end of each o|ay, inc|uo|ing o|oors, winclows, gates, and the safe
shutdown or isolation of appropriate gas, electrical and mechanical systems.

Carry out routine security checks, including monthly inspections of perimeter fencing, CCTV,

alarms, fire safely equipment and security devices, ensuring all actions are recorded.

Testfire call points, intruder alarms and emergency lighting on a weekly schedule, ensuring results
are accurately logged and any issues escalated prompitly within [AM Compliant.

Monitor, report and escalate any security concerns o the School Business Manager ano|/or
Headteacher, provio|ing iime|y updafes and recommendations where appropriate.

Maintain professional conduct that aligns with safer working practice quidance and safeguarding
expectations for all school stalff.

Attend relevant training and meetings to ensure security procedures, sa{eguarcling responsibihﬂes
and saler Worl<ing practices are consisien’r|y app|ie&.
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Administration

The posiho|o|er will

Maintain accurate inventories of equipment, plant and tools for the school, ensuring all items are

logged, monitored and updated within IAM Compliant.

Place and manage orders for housekeeping and sie supp|ies ﬂwrough the school oHice, ensuring
appropriate stock levels are maintained.

Coordinate and track repairs and maintenance fasks in liaison with the Headteacher and SBM,
|ogging all work requests, actions and outcomes within [AM Comp|ianf.

Maintain comprehensive records of inspections, compliance checks and preventative maintenance

activities, ensuring all documentation is accurate, up to date and audit-ready.

Create and maintain an audit of fools and equipment, including condition, safe storage locations and

fraining requirements for safe use.

Ensure all tools and mechanical equipment are inspected before use, kept in good working order

ano| remove& {rom service i{ unsafe.

Assistthe SBM with obtaining quotes and tenders for maintenance and improvement works,
ensuring details are recorded and monitored through |AM Compliant.

Support the completion of regular Health & Salety inspections and risk assessments, independently
and with the SBM, and ensure all fino|ings and {o”ow—up actions are accuraie|y |oggeo|.

The post holder's duties must be carried out in compliance with the school's Safequarding Policies, Equality Policies, Information
Securiiy Policies, Financial Regu|aiions, Health & Sa{e’ry at Work Act and all other school po|icies.
These duties and responsibilities should not be regarded as exhaustive or exclusive as the post holder may be required fo
undertake other reasonably determined duties within the school, commensurate with the grading of the post, without changing
the genera| character of the post. The Job Description and allocation of parﬂcu|ar responsibih’ries will be reviewed on a year|y
basis and may be amended by the Headteacher at any time after consultation.
The post holder must always comply with the school's code of conduct.
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Person Specification

James Montgomery Academy Trust, Brampton Road, Wath Upon Dearne, Rotherham, S636BB

QUALIFICATIONS AND EXPERIENCE Essential Desirable Eoulfce
rien.
R- references
Hold recognised training/ qualifications associated with premises management or a v A
related frade
Previous experience in site supervision or caretaking v A
Understanding of Health and Safety legislation including COSHH, manua v A |
handling, fire safety '
The ability to operate and understand e|ecirica|/mechanica| systems v A
Compelent at basic building repairs and maintenance v AR
Hold & full UK Driving Licence v A
Abihiy fo follow and app|y saieguarding and safer wor|<ing practice guidance v A, |, R
consistently
Experience maintaining accurate records for comp|iance or audit v A: |r R
Training in compliance systems, premises software or digital monitoring tools v Al
Experience of working in a school or education selfing v A
Risk assessment experience/quah{icaiion v A
Line management experience v AR
PERSONALATIRIBUTES Essential Desirable Source
vy
R- references
Demonstrates honesty, integrity and a strong sense of responsibility in all aspects of v AR
the role. '
Reliable, punctual and committed to maintaining high standards of safety and site v AR
presentation. !
Able to work ca|m|y under pressure and responci ”exiHy to ciianging priorities or v AR
emergencies. n
Takes pride in the school environment, showing care, attention fo detail and v A R
proactive approaci\ fo prolo|em—so|ving. '
ApproaciiaHe, cooperative and able fo form effective wori<ing re|aiionsi1ips with v AR
sia”, contractors and visitors. "
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ABILITES, KNOWLEDGE AND SKILLS Essentiol Desirable Eoulra?

e
R- relerences

Strong practical skills (e.g. DIY, repairs, minor maintenance) v Al

Good communication and inferpersonal skills v A

Ability to manage own fime effectively and demonstrate inifiafive including establishing v A |

priorities '

Ability to work independently and as part of a team v Al

Abihiy fo work pro{essiona”y in a school environment, respecting sa{eguarding, v AR

confidentiality and appropriate boundaries Y

Ability to adhere to the school's policies and procedures and most importantly the

equal opportunities policy, child protection policy and all health & safety related v A LR

po|icies.

Basic IT skills for record |<eeping and reporting v A |

Positive altitude, flexible and solution-focused v A LR

Ability to identify and report site risks prompily using recognised procedures v A LR

Ability to work flexibly, respond to unplanned issues and prioritise effectively in a v AR

busy environment "

Addtional Requirements

. Enhanced DBS clearance

o Fu||y supportive references

U Commitmentio safe worl(ing practicesin line with Trust po|icies

U Commitmentto maintaining con{idenﬂahiy and hanc“ing sensitive information appropriaie|y

U V\/i”ingness fo undertake training requireo| for the safe operation of equipment and comp|iance duties

James Montgomery Aca&emy Trust is dedicated to appointing the best possib|e candidates.

The successful candidate for this position will make the education of their pupils their first concern, will be accountable for
achieving the highesi possib|e standards in work and conduct. Act with honesiy and integrity; have strong subjed I(now|ec|ge,
keep their I<now|ec|ge and skills as up—io—daie and will be self-crifical; {orge positive pro{essiona| re|aiionships; and work with

parents in the best interests of their pupi|s.
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Application Process

James Montgomery Academy Trust, Brampton Road, Wath Upon Dearne, Rotherham, S636BB

We are dethed that you are considering app|ying fora position at our school. We aim to ensure that our recruitment process is

fair, transparent and supportive for all candidates.

How to Apply

Candidates should complete the official application form in full, ensuring that all sections are accurate and up-to-date. Your
supporting statement should c|ear|y demonsirate how your skills, experience, and persona| qua|iﬂes meet the requirements outlined
in the job descripiion and person speci{icaﬂon.

Submission of Applications
Completed applications must be submitted by the stated closing date. Applications should be sent via the secure portal within My
New Term.

Shortlisting
All applications will be assessed against the person specification for the role. Shortlisted candidates will be contacted directly with
details of the next stage of the selection process.

Interview and Selection
The selection process may include a combination of inferviews, pradica| fasks, lesson observations, or assessments relevant to the
role. Candidates will be given advance nofice of the format and requirements of the o|ay. If you have any spech(ic access or support

needs, p|ease inform us so reasonable adjusimenis canbe made.

Pre-Employment Checks
Al offers of emp|oymeni are conditional and subjed fo the {o”owing:

*  Safislactory references

*  Verification of identity and right to work in the UK
*  Enhanced Disclosure and Barring Service (DBS) check, inc|uc|ing checks against the Children's Barred List

* Verification of qua|h[icaiions and pro{essiona| slatus where app|icab|e

*  Complefion of a health declaration

*  Any lurther safeguarding checks deemed necessary in line with statutory guidance

Saleguarding Statement
We are committed to sa{eguarding and promoting the welfare of children and young peop|e. We expect all staff and volunteers

o share this commitment. Recruitment processes follow safer recruitment guidehnes and Keeping Children Safe in Education
(KCSIE) statutory requirements.

Data Protection
Personal data provio|eo| &uring the recruitment process will be processecl in accordance with current data protection |egis|a’rion.

Information will be used so|e|y for recruitment purposes.
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