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Job Description 
Post title: Evening & Weekends Lettings Supervisor - Uppingham Community College  

	Grade:	 
	NJC Grade 3 (Point 5-6)

	Salary:  	 
	In line with national support staff pay scales

	Responsible to:  
	Site Manager

	Contract Type:   
	Part-time, Permanent

	Line Managing:
	N/A



	Trust Values 

	


Inclusion: Include, value and respect each other
· We create a community that is welcoming and inclusive to all.
· We increase the presence, participation, and achievement of all.

Sustainability: Act and think about the stainability of all our actions
We make decisions based on long term impacts rather than short term gains.
We take actions to reduce the impact on our environment and raise awareness with adults and pupils.

Partnership: A willingness and a desire to work effectively with others
We learn from organisations outside of our setting to improve our practice.
We create impact which is not possible by working in isolation.

Integrity: Demonstrate sound tomorrow and ethical principles
We do the right thing, even when circumstances might be difficult.
We ensure our actions are consistent with our words.

Respect: Treat everyone with respect and fairness
We are thoughtful of others and act with kindness.
We promote diversity of thought, ideas and people.

Excellence: Strive for excellence in all we do
We focus on what matters to deliver ambitious outcomes for all.
We create a culture of continuous learning and innovation to drive improvements.



School Values

At Uppingham Community College, the core values of Kindness, Honesty and Respect form the cornerstone 
of our school culture. It is therefore paramount for all colleagues at UCC to model these at every opportunity so that we create the conditions where everyone can thrive in their learning, development and achievement. 







Job Purpose 	 
· Open/ Close the premises.
· Assist community groups and sports clubs whilst on site.
· Ensure the site is secure for all users.
· To ensure the security, care and availability of the college building, furniture, fittings and equipment and to maintain the appropriate physical environment of the college.
· To support the efficient use of the college during weekday evenings by the college itself, and external users, as part of the college’s lettings and bookings arrangements.
· To support the UCC vision ‘Everyone at UCC thrives’ 


Specific Responsibilities 
 Lettings Duties
· Liaise with Site Manager weekly regarding evening lettings requirements (which may vary).
· Provide access of the building (and grounds) to authorised persons at all reasonable times.
· Record lettings attendance and report details to Site manager.
· Set up any required equipment.
· Be on hand to assist if needed.
· Undertake routine inspections of the College including daily maintenance checks.
· Operation of heating, lighting and security systems. 
· Be responsible for the security of the premises and its contents.
· Be aware of the location of essential services including water isolation valves, fire points, drainage systems, gas and power supplies.
· Hold a current First Aid certificate.
· Overtime may be required to cover absent colleagues or special functions.



 
Health and Safety 
· To ensure all duties carried out, are carried out according to the College’s Health and Safety policies, undertaking risk assessments where appropriate.
· To be proactive in reducing the potential for Health and Safety issues arising.
· To respond to all instances where Health and Safety issues are raised or noticed and where possible make safe / isolate.
· To be aware of the Colleges emergency response procedure.
Fire and Security 
· To ensure the College site is secure and in line with safeguarding legislation.
· The building is locked and unlocked at appropriate times (including daily opening and closing); setting and disarming of alarm systems.
· Traffic is monitored on site including adherence to College rules, and regularly assess and review traffic and parking policy to ensure optimal safety.
· Ensure internal security procedures are adhered to; reporting any issues to the Headteacher/ Site Manager.
· Initiate the necessary procedures quickly and accurately relating to the emergency services, e.g. Police, Fire Gas and Electricity Board.
Site Duties
·   Porterage duties as required and particularly the laying out of furniture and other equipment for timetabled for calendared events without direct supervision.
· Miscellaneous duties of a practical nature as circumstances demand, or at the reasonable request of the site manager.
· (a) Operate security arrangements as laid down in the Premises Information File (PIF) to prevent unauthorised access to the site and buildings and minimise theft and vandalism. 
       (b)Requesting unauthorised users of the site to leave, calling police if necessary.         
       (c)Specific duties locking/ unlocking (as appropriate).
· Providing such access to the College as may be reasonable required outside the normal hours of opening, including access in the event of flood, fire or similar emergencies.
· (a)Assist with the regular inspection of the physical condition of the building, furniture and equipment, excluding the carrying out of specialist tests and inspections.                       
       (b)Carrying out minor repairs to the property, fixtures, fittings and equipment, which are not beyond the scope of a competent handy person.                                                                        
       (c)Drawing to the attention of the site manager by using the damage repair system, any repairs or maintenance work which are beyond their own competence.                              
       (d)Directing workers and contractors to the site of repair and maintenance work, including inspecting or signing for the work on it’s completion.                                                    
       (e)Replacement of lightbulbs, fluorescent tubes etc.                                                            
       (f)Carrying out routine procedures and inspection of ancillary equipment, e.g. pumps, time clocks, fire bells, fire extinguishers etc.                                                                                     
       (g)Ensuring all caretaking (and where applicable, cleaning) equipment is in safe, clean and working condition.
· Operating the heating plant so that the required temperatures are maintained in the College and that an adequate supply of hot water is available. Carrying out frost precautions as necessary.
· (a)Preparing for school and after school activities, clearing (and in some circumstances, cleaning) the premises after them, including lettings and community use.                         
        (b)Laying out and stacking chairs, desks, tables etc. Movement of these within college including setting out for examinations.                                                                                       
        (c)Taking delivery of stores, materials and other goods; storing and/or moving them around the college as required.
· (a) Attending to such duties appertaining to the premises as may occur from time to time. (b)Carrying out procedures in the event of fire, flood, breaking and entering, accident or major damage as set down in the PIF.                                                                                           
       (c)Emergency cleaning in the absence of cleaning staff.                                                            
       (d)Take appropriate remedial action or report working safe practices or unsafe conditions that may contravene the requirements of the Health & Safety at Work Act 1974 and the Fire Regulations.                                                                                                                                                 (e)Dealing with instructions received from the principal or authorised representative in accordance with carrying out such duties as may be required.                                                   
       (f)Carrying out the reasonable instructions of the site manager.
· (a)Giving guidance and instructions where applicable to other premises staff including cleaners.                                                                                                                                                      (b)Filling out appropriate paperwork or other documentation as required.
· Where this is under his control, ensuring that the college premises and furnishings area cleaned in accordance with the College’s standards and methods set down in the PIF.
· Ensuring by active participation and supervision, the cleaning in accordance with the college’s specifications of those areas of the premises and furnishings specifically assigned as agreed by the site manager.
· (a)Use information within the diary system and bookings file to be aware of all evening activities.                                                                                                                                           
        (b)Work with an communicate with lettings administration Staff to support the smooth running of evening activities.
· (a)Monitor and respond to the evening us of the sports hall and ATP using the termly booking sheets as produced by the site manager to resolve any conflicts of use.                                          (b)Actively deal with misuse of buildings and equipment, as well as unauthorised access and use.                                                                                                                                                            (c)Monitor the use of the school playing fields, including asking unauthorised users to leave e.g. people walking their dogs.

Cleaning & Maintenance
· Ensure site is left clean and tidy.
· Collection and disposal of department bulk recycling.
· Maintain a constant awareness of the physical condition of the building, furniture and equipment and take appropriate steps to ensure maintenance and repairs when necessary.
· Carry out maintenance and repairs to the building, furniture and equipment within the scope of a competent handyperson.
· You may be required on occasions to clean areas of the college during the evening. You will be informed of these by the site supervisor at the time of hand over of site responsibility.


Safeguarding & Equality
· Adhere to the school’s safeguarding and child protection policies to ensure student welfare.
· Promote inclusivity and equal opportunities in teaching and learning.
· Uphold the professional expectations of the Teachers’ Standards in all aspects of practice.





As job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties which are broadly in line with above key responsibilities.  They may be asked to cover cluster leadership roles and responsibilities if required. The post-holder is expected to observe and comply with all UCC’s policies and regulations, for example, safeguarding, health and safety, EVC, data protection etc. 
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