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JOB DESCRIPTION




	
Job title:

	
Site Operative 

	
Grade: 

	
SC4 pt 7 -10 

	
Responsible to:

	
Site Manager 

	
Responsible for:

	
- - -

	
Job purpose:

	
To have responsibility for the school premises, gardens, sites and associated facilities and to ensure all Health & Safety policies/procedures are implemented.

To oversee and monitor the work of external contractors on site.

Drive the minibus to transport students and staff in accordance with the Rules and Regulations of the Highway Code and in accordance with good practice provided by the County Council’s Minibus Drivers Awareness guideline to maintain client, staff and public safety whilst on the highway. 

To maintain regular health and safety vehicle checks and drive the minibus safely on a set route each day.


	
Key internal contacts:

	
SLT 
Site Manager 
School Business Manager
Attendance Team
Students
Teachers


	
Special consideration:
	
Hold a clear Enhanced DBS check

UK Full Driving Licence
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	Management of Site & Resources 

· Completion of the School Premises Inspection and Maintenance Checklist.
· The locking and unlocking of the premises. 
· Responding to intruder alarms. Liaising with alarm company/alarm monitoring station and police as necessary.  
· Ensure good housekeeping and carry out repairs and appropriate action where necessary. 
· To record all deliveries and maintain adequate stock records. 
· Replacing consumable items and carrying out routine stock checks. 
· Responsibility for maintenance and operation of plant on site. 
· Ensure that appropriate maintenance checks are carried out and remedial actions taken e.g. boiler plant, gas, fire equipment, electrical checks, etc. 
· Manage the efficient provision of heating and lighting of the premises. 
Health & Safety 

· Take responsibility in ensuring that the school’s Health & Safety policies and procedures are adhered to at all times.
· Follow Health and Safety guidance from relevant published guidelines, update and produce risk assessments, termly reports to the Leadership team and Local Governing Body.
· Carry out weekly testing of the fire alarm system and record in log records/files.
· Overseeing the maintenance of the fire alarm to ensure it is kept in good order.
· Ensuring that the emergency lighting is tested and working, and record in log records/files.
· Ensuring that the school’s planned preventative maintenance checks are carried out.
· Carry out risk assessments including Fire, Legionella Water Testing and any other risk assessment deemed necessary and take action as appropriate. 
· Ensure contractors are familiar with the school’s Health & Safety requirements. 
· Using and monitoring the ‘Building Management System’ which controls the door access controls.  
· Monitor the general Health & Safety of the building, identifying maintenance issues and seek appropriate corrective action. 
· Ensure legally required records are completed i.e. fire log book, legionella records, risk assessments.
· Maintain all COSHH and safety Data records for all chemicals kept on all sites as per regulations, including safe storage of all as defined by regulations and guidelines.

Janitorial & Cleaning Provision 

· Handyperson duties including but not limited to: securing screws, hinges, door furniture, locks, minor repairs, painting, glazing, boarding windows, doors unblocking sinks and drains, water tests and utility meter readings. This list is not exhaustive and includes all repairs and maintenance that do not require the services of a skilled craftsman and which are not covered by a service or maintenance contract. 
· To carry out routine maintenance tasks such as minor repairs and redecoration. 
· Liaise with Cleaning Contractors and undertake regular inspections of work.
· To assist in ensuring that all exterior hard surfaces are kept clean, including (but not limited to) emptying litter bins, removal of graffiti, cleaning of drains and gulley, salting and de-icing of hard surface areas during the winter months and moving of snow to ensure access to the premises. 
· To undertake porterage duties as required and particularly the laying out of furniture and other equipment for timetabled and calendared activities.


Driving
 
· Provide basic maintenance of the minibus e.g. oil levels, cleaning of vehicle to maintain basic working order and prevent unnecessary deterioration of the vehicle.
· Drive the minibus in accordance with the Rules and Regulations of the Highway Code, the County Council’s Code of Practice for minibus drivers and training provided by the Road Safety Unit of the County Council to maintain client, staff and public safety whilst on the highway. 
· At the commencement of the journey, liaise with the Escort (if applicable) as appropriate to check that seat belts are fastened, and bags and equipment is secured. Throughout the journey ensure that clients remain seated, stopping when necessary to ensure that the safety of clients and staff is maintained at all times. 
· Complete records as required.
· Drive an agreed daily route plan for journeys, seeking prior agreement to any route changes to achieve a practical and cost-effective route.
· Attend training courses as required and assist in the training of escort staff as directed.
· Comply with Health & Safety, Fire Regulations and other County policies.
· To abide by the school's policies, including those relating to safeguarding, health and safety and equal opportunities.
· To consistently follow and promote the high expectations of behaviour and interaction valued by the ALT
· To communicate with parents / carers daily and only collect / drop off at the agreed, registered address.
· To highlight any concerns or issues in a timely manner with the office first thing each morning or prior to collection at the end of each day.

Trust

1. Promote the Trust’s core themes of working with vulnerable young people and helping them to flourish.
2. Promote the safeguarding and welfare of children and young people; Complying with the Trust’s policies and procedures (e.g. equal opportunities and health and safety);
3. Ensure high standards of behaviour and dress are maintained.
4. Attend Trust/Academy briefings, meetings and events as required by the Executive Principle or Headteacher.
Additional duties

You may be required to carry out additional duties, as the Executive Principle or Headteacher may reasonably request, which are commensurate with the post.
















Person Specification

Site Operative 

The following outlines the Minimum criteria for this post. Applicants who have a [image: ]disability and who meet the minimum criteria will be shortlisted.[image: ]

Applicants should describe in their application how they meet these criteria.

	
MINIMUM


	Education and/or Experience
	· GCSE in Maths and English (or equivalent);
· First Aid qualification; (Can be arranged after appointment)
· Institute of Occupational Safety and Health (IOSH) qualification.
· Full clean driving license – ideally with D1 but this is not essential.
· Completion of KCC approved minibus driving course. (Can be arranged after appointment)



	Knowledge, Skills and Abilities
	· Knowledge of caretaking / cleaning / security.
· Ability to undertake basic carpentry and repairs / maintenance.
· Plumbing / electrical / mechanical background;
· Knowledge and experience of basic car maintenance checks.
· Sound knowledge of health and safety.
· Adaptable to change
· Committed to child protection and safeguarding.
· Ability to work independently, unsupervised yet be a team player.
· Able to maintain accurate and timely records as required by the role



	Personal Skills

	· Professional appearance and manner in dealing with members of the public.
· Ability to engage with young people and promote a positive role model in relation to behaviours and social interaction.
· Reliable, trustworthy and self-motivated;
· Excellent communication skills;
· Has a ‘can-do’ approach.
· Knows how to organise own workload.
· Ability to remain calm and patient in challenging situations.
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