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Are you looking for a challenging and rewarding post in an Outstanding Special School?

Premises Assistant 
Salary: Scale 3 
36 hours per week 52 weeks of the year

Moorcroft is a special school and is part of the Eden Academy Trust, one of the UK's largest special multi-academy trusts. It is a secondary school for students aged between 11 and 19 years with severe learning difficulties (SLD), profound and multiple learning difficulties (PMLD) and autistic spectrum disorders (ASD). Some of the pupils may also have additional sensory or physical impairments or challenging behaviour. We provide a high-quality education for all of our students and have recently been judged as “Outstanding” by Ofsted.


If you would like to discuss this post further please contact info@moorcroftschool.co.uk or telephone 01895 437799


The Eden Academy Trust may, from time to time, require an employee to be relocated temporarily or permanently to one of its other schools. Any proposal to relocate will be carried out with due consultation and reasonable notice.



JOB DESCRIPTION

POST: 			Premises Assistant

RESPONSIBLE TO:	Premises Manager/Head Teacher 

GRADE:		Scale 3

HOURS: 		36 hours per week – 52 weeks a year
Main Purpose of the role:

The Premises Assistant is responsible for the general upkeep of the school premises and grounds, and for providing a safe, secure, clean, and warm environment for all students, parents, staff, and visitors. 

Working to the direction of the Director of Finance, the Head teacher, and the Premises Manager.

 The Premises Assistant will be responsible for carrying out the duties of the post with regard to the council and school’s equal opportunities policies and shared values. 

To develop constructive relationships and communicate effectively with staff, parents, other agencies, and professionals, maintaining confidentiality and always adhering to data protection regulations. 

To contribute to the overall ethos, work and aims of the school. 

To have a due regard for safeguarding and promoting the welfare of children and young people and to follow all associated child protection and safeguarding policies as adopted by the school, the academy, and Local Authority. 

The Premises Assistant will be on site during working hours unless his/her duties are required elsewhere. 

Main responsibilities:

Security 
Opening and locking of gates, doors, and windows as appropriate and as requested. 

Locking all doors and gates and windows at the end of the day and leaving site secure or managing external contractors to carry out this process effectively. 

Taking reasonable steps to minimise loss or damage to property.   

Patrolling site at appropriate intervals during working hours and using initiative take action to remove barriers, deal with litter, obstacles, and hazards. 

Ensure security systems are in working order and are tested regularly. Liaise with external service providers to ensure an efficient and cost-effective service.  

Responding to fire and intruder alarms ensuring that the necessary actions are taken to minimise risk of further intrusion and damage, pending more permanent repairs. 

Ensure gates and entrances are kept clear.

Ensuring the car par is safe at busy times. 
Ensuring that the mini buses are secure and that keys are kept in a safe place appropriately labelled and a key register is maintained.

Maintenance 

Assisting with the maintenance and upkeep of premises, including buildings, fixtures, fittings and furniture. 

Carrying out minor repairs 

Internal and external painting and decorating as required 

Reporting major defects. 

Ordering repairs work as requested 

Engaging in preventative maintenance - especially in order to eliminate potential hazards. 

Checking on drains, gullies, toilets etc. taking appropriate action as necessary. 

Assisting monitoring contractors on site including cleaning staff ensuring safety procedures are adhered to and work completed satisfactorily 

Checking for soiling of toilet areas throughout day subject to guidelines on Health and Safety and cleaning where necessary 

Keeping supplies of hand paper towels, toilet rolls and soap available in children’s and staff toilets and other areas as required e.g. medical room, staff room 

Cleaning 

To undertake cleaning duties as required including cleaning bodily fluids.

Supervise cleaning staff to ensure they arrive and leave at the correct times and that they are completing their work to a sufficient standard. This to be communicated back to the line manager if not.

Maintaining school grounds 

Effectively cleaning internal & external windows throughout the school where safe to reach. Arranging window cleaning service for inaccessible areas.


Porterage:

Dustbin/recycling/shredding bin management – including arranging extra collections 
when necessary.

Ensuring the dustbin area in kept clear, tidy & locked.

Helping all the school staff – e.g. assisting with large display mounting, moving of classroom and shared furniture, archiving and simple repairs to classroom/school equipment.

Within storage capabilities removing and storing furniture in available storage facilities.

Opening and locking up for evening meetings as requested.


Heating, Ventilation and Plant 

Verify the accuracy of gas, electric and water meter readings. 

Checking and replacing lamps, tubes etc. in light fittings 
Checking that all electrical devices, electrical plugs and wiring are safe and properly connected. 

If requested testing fire alarm and other alarms weekly and recording the event. 

Organise regular inspections of water storage facilities to check for water borne hazards, daily inspection of boiler dials and undertake necessary action to ensure compliance with H&S legislation.  

Health & Safety 

Maintaining a safe and healthy environment referring hazards to the Director of finance and the Headteacher.

Having knowledge of use and maintenance of fire precautions and equipment. 

Organising regular fire safety checks as required including fire drills, bell tests and fire safety inspections.  

Clearing ice and snow to give access to and exit from site. 

Investigating and reporting all accidents and potential hazards arising from plant, equipment and fittings and taking remedial action as required. 

Checking all doors are secured against unauthorised entry when and where appropriate.


Hydro Pool

Maintain the hydro pool. Checking the chemical levels and plant equipment to ensure safe usage.
Contact premises manager immediately and contractors if any problems occur and booking regular maintenance.
Additional Duties 

Liaise with other users of school site. 

Overseeing and coordinating deliveries of stock, supplies etc. to correct storage site. 

Monitoring contractors - keeping time-on-job checks. 

Keeping digital records.

Monitoring the work of contractors with particular regard to safe working practices and consideration of school community 

Driving school minibuses as required 

Any other duties within the scope of the post


Candidates are not expected to have all relevant qualifications or training as any training required can be provided. 
PERSON SPECIFICATION
Experience 
Experience in crafts such as plumbing, electrical, decorating or previous experience in a caretaking role including repairs and maintenance would be an advantage.

Experience of working around children / young persons, preferably in a school / college  

Experience of working as part of a team  
Experience of working on own initiative 

Knowledge of working needs for plumbing, electrical, building maintenance, grounds maintenance decorating and painting 

Ability to alert the school to unsafe practices. 

Knowledge of good security practices 

Good communication and interpersonal skills 

Ability to maintain accurate records. 

Good organisational skills and an ability to complete tasks to deadlines. 

Willingness to learn or knowledge of using computerised systems for premises maintenance administration. 

Proven literacy, numeracy and communication skills including being able to respond appropriately to staff, governors, parents, pupils, outside agencies and the LA 

Ability to respect confidentiality.  

Ability to work to a high level of autonomy under limited direct supervision, including determining and organising information; to manage own workload, to work under pressure and with initiative.  

Ability to work successfully as a member of a team. 
Qualifications 
GCSE grade C or equivalent in literacy and numeracy.
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