
Premises Officer
Recruitment Pack: July/August 2026

 



Our Vision and Values
At ALP Schools, our vision is clear: Empowering Success Through Holistic and Individualised Learning. We
hold a fundamental conviction that education can help every individual achieve their full potential,
regardless of their ability. This isn't just a statement—it's the foundation of everything we do and the
reason we exist.

Our approach is guided by our ARRRTT values, which underpin every aspect of our work with learners:

Attendance – We focus on improving each learner's attendance level to ensure they give themselves the
basis to achieve.

Routine – Our tutors help learners gain routines adapted to their individual needs, ensuring they feel
comfortable in the educational environment.

Relationships – Learners are supported in developing sound relationships with tutors and other service
users, creating a foundation of trust and connection.

Respect – We work with learners and families in a holistic manner to maximize their life-chances and
educational potential.

Trust – When pupils feel more secure and understood, they are empowered to take risks and grow in their
learning.

Teaching – A formal, academic curriculum takes place, ensuring learners receive high-quality educational
experiences tailored to their needs.

These values inform the decisions that we make and the interactions that we have, creating an
environment where success is not just possible—it's expected.

This core belief drives our passion for working with learners and explains why our dynamic, bespoke
approach successfully reaches so many disengaged and vulnerable young people. We understand that
one size does not fit all, especially for children who face barriers to mainstream education.

Our unique strength lies in offering small class sizes where the curriculum is specifically tailored to each
individual's needs. We recognise that successful teaching and learning are built on a foundation of strong
routines, positive relationships, mutual respect, and trust and we prioritise building these essential
elements with every young person in our care.

From the moment of referral, we place the learner's special educational needs and disabilities (SEND) at
the heart of our planning, alongside comprehensive family support, ensuring our educational
interventions are both effective and appropriate.

ABOUT USW H O  W E  A R E

O U R  A P P R O A C H

Who We Are
ALP Schools are a chain of Independent Special
Needs Schools. Each of our schools is Ofsted
registered and caters for young people who have
struggled in mainstream education due to their
special educational needs. We also recognise the
importance of building up routines, relationships,
respect and trust in order to achieve successful
teaching and learning We are proud to offer a
holistic and individualised approach to learning
that truly empowers success.



ALP Schools is a chain of five “Good” schools. This is an exciting
time as we are growing both in numbers of staff, pupils and in
our positive reputation.

ALP Schools provide continuity in learning for pupils with
Education, Health and Care Plans. We require a Premises
Officer to work across our Kent based schools and their
associated off-site facilities. 

Are you a practical, hands-on problem-solver who takes pride
in keeping a site safe, smart and running smoothly? 

We're looking for a Premises Officer to join ALP Schools and
help care for three small independent schools supporting
young people with special educational needs.

Working alongside our Premises Manager, you'll be the person
who keeps everything ticking, from routine maintenance and
minor repairs to compliance checks, security and the day-to-
day upkeep that makes our schools a welcoming place to
learn. No two days are the same, and the work genuinely
matters.

Multiple positions are available
Job share opportunities available

ABOUT THE ROLET H E  S C H O O L
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Salary range/Grade £29,000 - £31,000 per year

Contract type Full Time

Responsible to Premises Manager

Base 
Parkview Academy - Welling, Pierview Academy - Gravesend. ALP
Sittingbourne.

Benefits Company Vehicle, phone and Healthcare 

hr-support@alpschools.org 

How to Apply 

Interested candidates are requested to apply online or by email to HR Support.
To download the application form, please visit www.alpschools.org and email all
completed applications.

Closing Date: Tuesday 11  Augustth

Interviews: TBC

We are committed to the highest standards of safeguarding and all posts are subject to
an enhanced DBS check.

ABOUT THE ROLEA P P L I C A T I O N

K E Y  R E S P O N S I B I L I T I E S

HR Support
Click here for
 our website!

http://alpschools.org/?_gl=1%2A1lss0h2%2A_ga%2AMjU3NjkxNzY2LjE3Njc2MDI5NjA.%2A_ga_L9XWW96LHQ%2AczE3Njc2MDcyNjMkbzIkZzEkdDE3Njc2MDg4OTgkajQkbDAkaDA.
http://alpschools.org/?_gl=1%2A1lss0h2%2A_ga%2AMjU3NjkxNzY2LjE3Njc2MDI5NjA.%2A_ga_L9XWW96LHQ%2AczE3Njc2MDcyNjMkbzIkZzEkdDE3Njc2MDg4OTgkajQkbDAkaDA.
http://alpschools.org/?_gl=1%2A1lss0h2%2A_ga%2AMjU3NjkxNzY2LjE3Njc2MDI5NjA.%2A_ga_L9XWW96LHQ%2AczE3Njc2MDcyNjMkbzIkZzEkdDE3Njc2MDg4OTgkajQkbDAkaDA.
http://alpschools.org/?_gl=1%2A1lss0h2%2A_ga%2AMjU3NjkxNzY2LjE3Njc2MDI5NjA.%2A_ga_L9XWW96LHQ%2AczE3Njc2MDcyNjMkbzIkZzEkdDE3Njc2MDg4OTgkajQkbDAkaDA.


B E N E F I T S
Why join ALP Schools?
We know our staff work hard, so we make sure it's worth it:

Access to a school vehicle for travel between sites
Free healthy school lunches every day
Free BUPA Cash Plan, including cash back towards:

Dental treatment – up to £60 per person
Dental injury treatment – up to £200 per person
Optical (glasses, contact lenses, sight tests) – up to £60 per person
Hospital in-patient/day-case stays – £20 per instance, up to 20
days/nights a year
Therapies (physiotherapy, osteopathy, chiropractic, acupuncture,
chiropody/podiatry) – up to £150 per person
Consultations, diagnostic tests and scans – up to £200 per person
Prescriptions – up to £25 per person
Bupa health assessments – up to £100 per person
Plus access to the Bupa Employee Assistance Programme, online health
check and Bupa Anytime HealthLine

Paid breaks
Free parking at all school sites
Generous annual leave entitlement



To support the management and maintenance of the school buildings.
To support compliance standards across the schools
To support the health & safety of the sites 
To undertake repairs and DIY projects
To liaise with contractors, ensuring Health & Safety regulations are strictly adhered to, when required. 
To work towards action plans based on the school’s Health and Safety Risk Assessment, Fire Risk
Assessment and general site inspection walks. 
To record weekly, monthly and annual checks required within the schools. 
To support the premises manager with the health and safety budget for service contracts,
maintenance, cleaning and site improvements 

       Key Tasks and Activities

The post holder will be responsible for supporting the premises manager connected to three small
independent schools for learners with special educational needs. This will include a wide range of duties
and responsibilities connected with the fabric and systems of the schools. 

This includes compliance, security, cleanliness, monitoring contracts/contractors, routine maintenance
and refurbishment, minor repairs, advising the Headteachers on suggested improvements to the
general school environment, to improve the productivity of site management and to carry out pre-
planned maintenance programmes.

The post holder will work across three sites operated. This includes, Parkview Academy in Welling,
Pierview Academy in Gravesend and ALP Sittingbourne. The post holder will be required to work flexible
hours between these schools and will be provided with a vehicle. They will manage cleaners and
caretakers where appropriate. 

      Job Purpose 



To contribute to the day to day maintenance, repair and cleaning of the schools
To attend and contribute towards Health and Safety Committee meetings 
To advise and implement a rolling programme of redecoration/refurbishment in accordance to an
available budget
To work with the premises manager in appropriate monitoring procedures to ensure that the school
site is kept clean, safe and in a good state of repair and stocked with all necessary supplies  
To carry out regular checks and inspections of the premises, equipment and grounds keeping
accurate manual records where appropriate 
Complete regular checks of the school cars and coordinate service, MOT and repairs as required
To support the premises manager by completing scheduled tasks to ensure the schools meet or have
an action plan in place for the following:

Fire regulations 
Emergency lighting 
Asbestos 
COSHH 
Risk Assessments 
Electrical testing
Ladders and external stairs 
First aid 
Site plans 
Vehicle Safety 
Boiler Safety Checks 
Water Management 
Site walks 

      Specific Duties - Premises Officer

To contribute to the security of the premises when on site.
To have shared responsibility for locking up the school during term time and for the unlocking and
locking of the school during school closure periods.
To apply effective communication to ensure that at the end of the day all doors, windows and gates
are locked, gas and electrical appliances are turned off and all security alarms are set and working
correctly
To ensure that the fire call points, intruder alarms and emergency lighting are tested weekly and
results recorded
To monitor, report and advise the Headteacher on all security matters 
To be aware of all out of hours activities at the school and arrange for the opening, closing, heating
and availability of equipment as necessary for the smooth operation of both school functions.
To act as main keyholder for the school on call-outs

      Specific Duties - Security (In liaison with Premises Manager)



    General Site Duties 

     Health and Safety (In liaison with the Premises Manager)

To ensure the school is kept clean and tidy and is conducive to learning e.g. litter picking, collection
and disposal of refuse, disinfecting bins, ensuring toilets checked daily for fresh supply of disposables
etc
To ensure that all tools and cleaning products are stored correctly and are not accessible by pupils and
that hygiene standards and regulations are met. 
To ensure that orders received into school are delivered to the appropriate area / person as necessary 
To work with the premises manager in routine maintenance service checks on all serviceable
equipment are carried out i.e. boilers, air conditioning units, fire fighting equipment, lightning
conductors etc. and results recorded 
To ensure lights are in working order 
To support IT technicians where required with maintenance tasks 
To undertake minor window cleaning as required 

To ensure that all working practices comply with current legislation 
To provide safe access to the school in the event of snow, ice or flooding 
To have knowledge of the location of all water and gas stop cocks and mains electricity power
breakers etc 
All duties to be carried out in compliance with the Health & Safety at work Act, Nationally and locally
agreed Codes of Practice which are relevant and the School’s Health & Safety Policy and Procedures

     Administration (As and when directed by the Premises Manager)

To place orders, via administration assistants, for items of housekeeping ensuring stock levels are
maintained 
To order repairs and maintenance items in accordance to allocated budget
To establish and maintain a list of repairs / improvements 
To establish and maintain an audit of all tools and equipment, their state of repair and where they are
kept 
To assist the Premises Manager with obtaining tenders and quotes 
To carry out other duties of a similar nature from time to time as may be required by the Senior
Management Team



     Personal Development and Well-Being

     Monitoring and Self-Evaluation

To support ALP School’s drive for high standards
To support and contribute to the school’s commitment to enable children to be healthy; stay safe;
enjoy and achieve; make a positive contribution; and achieve economic well-being 
To maintain high expectations of all pupils, respect their social, cultural, linguistic, religious and ethnic
backgrounds; and are committed to raising their educational achievement. 
To demonstrate the ability to liaise sensitively and effectively with parents and carers recognising their
roles in pupils’ learning. 
To be able to improve your own practice, including observation, evaluation and discussion with
colleagues. 

Within the ALP Schools’ policies and guidelines, to evaluate work to ensure that it consistently
responds to the needs of the schools
To take action to share areas of strength and remedy any weaknesses

     Key Performance Indicators

Efficiency of task compilation
Record keeping / Compliance of each school 
Aesthetically pleasing schools 
State and repair of each school

     Expectations and Values

ALP Schools are committed to continuous learning and all staff are expected to engage in continuing
professional learning and development. In common with all who work in the schools, the post holder will
also be expected to:

Act as an ambassador in schools by supporting our values and expectations.
Be a significant presence and role model for students and staff and to meet the dress code. 
Follow and where appropriate enact all relevant policies, procedures and guidelines.
Contribute to development through team planning and review meetings. 



The nature of the work may involve the post-holder carrying out work outside of normal working
hours. 
The post-holder may be required to attend, from time to time, training courses, conferences, seminars
or other meetings as required by his/her own training needs and the needs of the service.
Expenses will be paid in accordance with the Local Conditions of Service. 
This post is subject to a checks being carried out at an Enhanced level by the Data Barring Service
regarding any previous criminal record. 

    Special Factors 

The above responsibilities are subject to the general duties and responsibilities contained in the Written
Statement of Particulars.

This job description sets out the duties and responsibilities of the post at the time when it was
drawn up. Such duties and responsibilities may vary from time to time without changing the general
character of the duties or the level of responsibility entailed. Such variations are a common
occurrence and cannot of themselves justify a reconsideration of the grading of the post. 

All staff have a responsibility for providing and safeguarding the welfare of children and young persons
s/he is responsible for or comes into contact with.



ALP Schools are committed to achieving equality for all those who learn and work with us,
and wishes to develop a fair and supportive environment, which provides equality of
opportunity and freedom from unlawful discrimination on the grounds of race, colour,
nationality, ethnic origin, gender, gender identity (transsexuality), marital or civil
partnership status, disability, sexual orientation, religious or political beliefs, age, social class
or offending background.
Staff in Human Resources play a critical role in developing, maintaining and supporting
equality and diversity in employment. All staff have a legal and personal responsibility to
uphold the School’s policies.
Equality of opportunity is embedded in the recruitment and selection of staff, training,
promotion, performance and development management, induction, probation, and
communication and elsewhere. We endeavour to treat people fairly on the basis of
individual need and to build a workforce which is diverse.
A variety of training courses, some mandatory, on equality and diversity are organised
through our Staff Development.

Equality and Diversity Statement 



Person Specification

Education and Qualifications

Hold recognised training/qualifications associated with premises management 

Experience or skills in a trade 

The ability to understand and apply regulations such as health & safety, manual handling, COSHH,
Legionella etc 

Risk Assessment experience/qualification 

Competent at basic building repairs and maintenance 

To be able to use small industrial, electrical and mechanical equipment 

Ability, Skills, Knowledge 

Ability to perform the physical tasks required by the post including lifting, carrying and pushing
various equipment to undertake the duties of the post

Good communication skills 

Suitable numeracy and literacy skills 

Good IT skills 



Sound planning and negotiating skills 

Ability to gather information and problem solve 

Ability to manage own time effectively and demonstrate initiative, including establishing priorities 

Ability to prioritise and manage workflow whilst maintaining a flexible approach to respond to urgent
requests 

Display a conscientious and logical approach to the variety of tasks necessary for the smooth running
of the schools

Ability to adapt to changing and conflicting demands 

Ability to be flexible and work as part of a team or individually as required

Ability to demonstrate an understanding of children with special educational needs

Ability to contribute to the life of the school 

Ability to adhere to the school’s policies and procedures and most importantly the Equal
Opportunities policy, Safeguarding / Child Protection policy and all Health & Safety related policies. 

Ability to comply with Health & Safety regulations to ensure that all duties are carried out safely

Other

To hold a full driving licence and be willing to drive a school vehicle as part of the role



hr-support@alpschools.org

HR Support

www.alpschools.org

https://alpschools.org/
https://alpschools.org/
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