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Headcorn Primary School
Job Description: Premises Support
	Grade:
	Kent Range A

	Responsible to:
	Premises Manager / School Business Manager 


Purpose of the Job:
To assist in the maintenance and security of the school premises and site, ensuring a safe working environment, as directed. 

Key duties and responsibilities:

	Assist with maintaining security of the site, i.e. opening and closing the school premises at designated times, including lettings and letting contractors working on site, 

Ensure a safe environment and always be responsible for general security liaising with the line manager as appropriate.

Undertake general repairs and maintenance around the establishment, inside and out, including plastering, decorating, repairs on furnishings and buildings, and some woodwork to ensure a safe environment is maintained.  

Storing and maintaining resources such as cleaning supplies and equipment, monitoring materials and stock and/order supplies

To replenish soap, hand towels and toilet paper to all toilets on the site as necessary

To empty rubbish bins when required

Carry out emergency cleaning if required

To clean, remove litter and be responsible for the tidiness of paths, school boundaries,

drives and other hard surfaces, so that a high standard of site presentation is

maintained.



	To respond to site management issues as directed by the Site Manager.

To read utilities meters as requested.

	

	Provide a porterage service for deliveries to ensure supplies are correctly handled and appropriately delivered and for moving furniture and equipment within the school

	


Maintain all equipment, tools and plant in a safe and good condition.
To report any defects in the buildings, furniture or fittings to the Premises Manager and to arrange for their rectification.

Regularly inspect all drains and gullies for blockages remedying as necessary

Regularly visually inspect outside areas for defects and potential hazards including condition of boundaries, fencing, building exteriors and trees

Be aware of the location of essential services including water isolation valves, fire points, drainage systems, gas and power supplies. Organise removal of rubbish from the site as and when necessary

Undertake some external and internal decoration to an agreed programme, possible during the school holidays

Carry out some additional grounds work over and above that which is carried out by the grounds’ maintenance contractor

Assist with operation and maintenance of the swimming pool, following training

Health and Safety
Ensure all contractors sign the asbestos register where required

Gritting of premises in icy weather as per the Health and Safety policy

Ensure playgrounds, paths and parking areas are in a satisfactory condition, clear any snow and large puddles

To attend to emergencies during the day, e.g. floods, blockages, spillages, sickness, etc., clean areas and follow appropriate procedures for spillages due to sickness and accidents

General 

Ensure attendance on site throughout the period of duty and be easily contactable

Adhere to school policies and procedures.

Adhere to school health and safety requirements
Training Required

To undertake the following training as required and any additional training as identified:
· Safeguarding
· Asbestos awareness

· COSHH

· Fire warden

· First aid

· Legionella

· Manual handling

· Pool plant

· Working Safely at Height
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