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Job Description 

Post Title:		Site Assistant

Location: 		Derby Moor Spencer Academy

Salary/Pay Range:	NJC5 – NJC9

Hours of work: 	37 hours per week, 52 weeks per year
			Hours to be allocated on a rota basis

Reporting to:		Facilities Manager

Purpose of Role
· To provide efficient and effective caretaking support for the school buildings and grounds.
· To observe safe working practices in carrying out the required duties and ensure that instructions specified by the Facilities Manager, technical consultants and manufacturers are adhered to closely.
Main Duties and Responsibilities 
Part One: Caretaker
Wider Professional Responsibilities
· To make a positive contribution to the wider life and ethos of the school.
· To develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support.
· To contribute to school Quality Assurance processes, self evaluation and School Improvement Planning.
Repair and maintenance
· To ensure that the general appearance of the buildings and grounds are maintained to a high standard.
· To be responsible for maintaining the security of the premises and its contents.
· To ensure that the bespoke planned preventative maintenance programme is followed where training has been provided.
· To ensure heating plant and equipment is efficiently and effectively operated, making adjustments as necessary and reporting defects and malfunctions to the Facilities Manager.
· To act as a driver for the school minibus to provide transport for students.
· To clean light fittings and to test lighting and alarm systems weekly, replacing where necessary minor parts such as tubes, bulbs, fuses, starters and diffusers, in accordance with safe working practices.
· To arrange to clear blockages, remove foreign matter from sinks, toilets, drains, kitchen grease traps etc. and clean up spillages as required.
· To ensure that gullies, drains etc. are kept free from debris and that the school/establishment and ground are litter free. Litter bins are to be emptied and the contents disposed of on a daily basis.
· To remove spillages and stains from floors and other surfaces.
· To be responsible for ensuring clear and safe pedestrian access to the school particularly in adverse weather conditions (e.g. snow clearing, gritting).
· To dispose of waste material in a safe and hygienic manner ensuring that it is available for collection as required.
· To undertake porterage as required including setting up and clearing away furniture.
· To control the provision of toiletry items including storage and distribution of such items.
· To undertake basic repair and maintenance of fixtures and fittings, doors, windows and furniture.  
· To undertake minor improvements to the site and grounds such as the erection of small shelves, display and notice boards.
Painting and decorating
· To make good any damage to small areas of paintwork e.g. scratch marks and graffiti.  
· To undertake small scale decorating projects as appropriate.
Plumbing and maintenance of toilets
· To act in the event of a burst or leaking water pipe by turning off the water supply, removing any spillages and cleaning furnishings as required.
· To unblock sinks, traps and waste pipes.  
· To adjust and re-washer taps. 
· To take action to stop leaks.
· To check the condition of toilets during the day and to undertake action as necessary in respect to cleaning and the replacement of paper towels, toilet rolls and soap.
The control of infectious diseases
· To ensure appropriate action is undertaken after cases of infectious diseases or epidemics on the premises. 
· To carry out such additional cleaning or disinfection as may be indicated by the Community Physician, Environmental Health Officer of the District or appropriate Officer of the Authority.
Out of school hours use of premises and grounds
· To provide a welcoming environment for all users of the school site.
· To carry out the above caretaking duties for users of the school site.
· To share, by agreement, duty coverage for weekend bookings, school functions and bookings beyond 10.00pm.  It is expected that caretakers will make themselves available for such occasions.  Extra hours will be paid at normal rates.
Other
· To be available to attend school (on a rota basis) in the event of an out of hours emergency. 
· To monitor stock levels of consumable items such as fuel, grit, toiletries, light bulbs/tubes and cleaning materials for which the school is responsible and arrange to replenish supplies in accordance with current procedures, reporting to the Facilities Manager.
· To maintain appropriate records as directed by the PPM schedule.
· To report emergencies in the case of faults with gas, electric and water supply to the Facilities Manager or a member of the Senior Leadership Team.
· To attend to personnel visiting the site such as contractors, representatives of utilities (gas, electric) and monitor any work being carried out according to the direction of the Facilities Manager.
· To assist in maintaining safe entry and exit to the school site by motorists.
· To assist in ensuring the safe movement of students at the entrance /exit to the school.
· To fully comply with the requirements of Health and Safety, including attending meetings of the School’s Health and Safety Committee when required.
Part Two: Personal and Professional Conduct
A School Caretaker is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout their career. 
· A School Caretaker upholds public trust in the profession and maintains high standards of ethics and behaviour, within and outside school, by: 
· treating students and customers with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a their professional position. 
· having regard for the need to safeguard students’ and customers well-being, in accordance with statutory provisions. 
· showing tolerance of and respect for the rights of others. 
· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 
· ensuring that personal beliefs are not expressed in ways which exploit students’ and customers’ vulnerability or might lead them to break the law. 
· A School Caretaker must have proper and professional regard for the ethos, policies and practices of the school in which they are employed, and maintain high standards in their own attendance and punctuality. 
· A School Caretaker must have an understanding of, and always act within, statutory frameworks.
General
· Work in a professional manner and with integrity and maintain confidentiality of records and information.  
· Be aware of and comply with all Trust policies including in particular IT, Health and Safety and Safeguarding.
· Participate in the Trust Professional Performance Review process and undertake professional development as required.
· Adhere to all internal and external deadlines.
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role.
· Ensure that you act according to the principles of best practice, and in accordance with the requirements of the Keeping Children Safe in Education guidance, as issued by the Department for Education.
· All job descriptions are subject to change as the needs of the academy changes.
· These above-mentioned duties are neither exclusive nor exhaustive, the post- holder maybe required to carry out other duties as required by the Trust.
Additional Information
The Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our students and expects all employees and volunteers to share this commitment.  All posts are subject to enhanced DBS checks and completion of Level 2 safeguarding training.
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