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POST:				Site Assistant 	
 
RESPONSIBLE TO:		Site Manager
 
SALARY:			NJC Scale 4 (7 – 11)
 
LOCATION:			The Telford Park School
 
WORKING PATTERN:	Part time; 52 weeks; 15 hours per week 
 
DISCLOSURE LEVEL: 		Enhanced
 
KEY RELATIONSHIPS:	Site Manager
 
RESPONSIBLE FOR:	N/A  

MAIN PURPOSE:

The Site Assistant will support the Site Manager with the security and maintenance of the whole school site and to ensure the school is a clean, warm, safe and secure environment to work in.  Participate in achieving the most efficient and economic use of the school premises, plant, equipment and materials.  
 
The Site Assistant will support the Site Manager in the efficient and effective running of the site and related functions involving: 
· Contributing to the overall/ethos/work/aims of the organisation 
· The security of the site from the start to the end of the letting period 
· Health and Safety 
· Ensuring organisational procedures and legal requirements are adhered to in relation to discrimination legislation and equal opportunities and that all people are treated in a way that respects their abilities, background, values, customs and beliefs  

Main Duties and Responsibilities

	1. General 
· Returning to school between shifts if required 
· Overhaul of school Hall floor on an annual basis 
· Upkeep and general care of the school 
· Unlocking and re-locking bins in preparation for pick-up 
· Ensuring that external rubbish is stored appropriately 
· Cleaning and tidying of the internal school building in designated areas - as per plan 
· Cleaning of internal glass, internal and external door glass and internal side of external windows 
· Cleaning of external windows at ground level 
· Sweep yards, pick up litter and be responsible for the removal of all debris from paths, play areas, grassed areas, flowerbeds and all entrances. 
· To empty internal communal rubbish bins daily and work with pupils on recycling initiatives. 
· Ensuring that the cleaning of toilets and toilet areas is done, and the replenishment of toiletries is carried out 
· Ensure that all furniture arrangements and accommodation requests are in place on time, especially for examinations, and including erection and dismantling of staging for school productions. 
· Ensure that school mini-bus is clean, satisfactorily maintained and held securely when not in use. 
· General maintenance and minor repair work including: doors, windows, toilet seats and flushes, furniture, tap washers and some painting of doors and walls.(This list is not exhaustive, but an example)  
· Appropriate painting and redecoration. 
· General porterage duties and moving of furniture 
· Assisting teaching staff with simple tasks as requested 
· Checking damage/security every morning on arrival at the premises 
· Lettings as required - opening, closing and general duties 
· Preparation of Hall for functions as required 
· Receive and check goods and supplies and take them to the appropriate place for storage 
· Ensure that all refuse is disposed of promptly and stored away from the main building 
· Routinely clean lamp shades and light diffusers (strip lights). The height limit is eleven feet 
· Ensure that clear passage is maintained on fire escape routes 
· Test fire alarms weekly. Maintain test register 
· Carry out periodic cleaning of all internal surfaces to a height of eleven feet from floor level 
· Report any defects of building, furniture, fittings and equipment to the Site Manager  

2. Security 
· Ensure effective arrangements for the security of the premises and contents, including setting night security systems and responding to emergencies affecting the school premises outside normal hours. 
· Opening and closing, unlocking and locking of school gates and buildings 
· Open and close the school for evening use at times arranged by the Headteacher
· Monitoring and administering CCTV system 
· Unsetting and setting of school alarm system 
· Responding to, and resetting of, the school alarm, liaising with the police and alarm company. 
· Checking and securing the school premises subsequent to out of hours intruder alarm activation 
· Register as main Key Holder and be a point of contact in an emergency callout situation 
· Overall security of the school premises including the locking of all windows and doors and the drawing of window blinds 
· You may be called out at unsociable hours or at weekends to deal with security problems, make emergency repairs or allow access to any contractor who may be working on the site, in school holidays or weekends. 
· Security Mark new equipment. 

3. Support for the School
· To assist with practical examinations as may be required.
· Recognise own strengths and areas of expertise and use these to advise and support others
· Participate in training and other learning activities and performance development as required
· Assist with the provision of out of school learning activities e.g. clubs, extra-curricular activities within guidelines established by the school where possible
· Contribute to the overall ethos/work/aims of the school
· Establish constructive relationships and communicate with other agencies/ professionals, in liaison with the teacher, to support achievement and progress of students 
· Be aware of and support difference and ensure all students have equal access to opportunities to learn and develop
· Liaise between managers/teaching staff and support staff
· Attend regular team meetings and briefings with department and whole staff
· Undertake other similar duties and activities that fall within the grade and scope of the post, as directed by the Headteacher

 
4. Organisational Effectiveness 
 
Assisting in the management of the sit in a way that secures organisational effectiveness and continuous improvement by: 
· Understanding and supporting the culture, ethos, policies and aims of the school 
· Understanding and adhering to safeguarding principles and practices in the school and identifying the named person leading on Child Protection 
· Conducting yourself in your work to reflect the mission statement of the school and its commitment to achieving good outcomes for all of the students 
· Complying with systems, policies, procedures and resource constraints 
· Ensuring that the site is managed lawfully, ethically and morally 
· Understanding, supporting and contributing to the organisation’s self-review process and improvement/development plan 

5. Health, Safety and Security 
 
Comply with and assist with the development of policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to the Site Manager  
 
Under the guidance of the Site Manager, ensure that the organisation meets the required standards for Health, Safety and Security and that robust monitoring takes place in order to secure the highest standards and seek continuous improvement by:  
· Identifying your, and the organisation’s, responsibilities and liabilities under Health and Safety 
· Legislation, environmental and quality standards, and keeping yourself up to date with them 
· Demonstrating that your own actions reinforce the messages in the organisation’s health and safety and environmental policy statements 
· Ensuring adequate security of the building and premises at all times, utilising CCTV and surveillance equipment. Including regular security checks, and identify security risks. 
· Responsible for ensuring site/premises are clean and litter free, including drains gullies and hoppers.  
· Use equipment within Health and Safety regulations and deal with any faults  
· Be responsible for own health and safety as well as colleagues. 
· To adhere to COSHH regulations on consumables and the use of protective clothing and equipment. 
· Overalls and safety footwear will be provided on loan by the School and must be worn whilst on duty and must be returned when employment ceases.  
 
6. Maintaining Professional Competencies 
 
· To operate within agreed legal, ethical and professional boundaries when working with students and young people and those involved with them. 
· Help to create and sustain a learning culture using current teaching strategies such as cooperative learning structures 
· Ensure own professional competence remains sufficient to provide effective support by seeking support for your practice and development. Keep informed of relevant legislation  
· To attend training and professional development sessions. Contribute to the identification and sharing of good practice between individuals to enhance mentoring provision  
· To meet regularly with the designated line manager  
· To treat students, parents, staff and visitors with care, consideration and courtesy in accordance with the School’s ethos and values. 
· To present high standards of personal appearance in accordance with the School’s ethos and values. 

 
7. Professional Relationships  
 
The Site Assistant key attributes include flexibility, personality and approachability and will develop productive relationships with others when managing the site by: 
· Consulting and communicating effectively with stakeholders in the school (including students, colleagues, line manager, parents and Governors) 
· Managing conflicts, misunderstandings and disagreements to ensure that the school’s needs are met 
· Seeking line manager support where necessary and appropriate 
· Reflecting on the effectiveness of professional relationships and identifying where improvements can be made 
 
8. Manage resources efficiently 
 
Develop effective strategies for energy and resource management that reduce the organisation’s carbon footprint and encourage the efficient use of natural resources by: 
· Communicating to your line manager and other stakeholders the long-term benefits of making improvements to energy efficiency of buildings and Site 
· Contributing to the development of effective strategies for energy management, including those required to upgrade energy efficiency, that are sustainable and take account of identified best practice 
· Ensuring that, where appropriate, the sources of energy used are renewable and, where possible, sustainable, taking into account cost-effectiveness, regulatory and legal requirements 
· Minimising demands on natural resources such as water and energy 
· Understanding and regular monitoring and reporting of energy consumption of the school 
· Keep up to date with technological advice and options on energy reduction for example using the Carbon Trust website 
· Employing practices that minimise the environmental impact of site management, such as on pollution and carbon footprint 
· Encouraging and managing recycling across the organization 
· Ensuring that suppliers and contractors adopt sustainable practices wherever possible 
· Contributing to the development, implementation and revision of sustainability policies and practices 
· Adopting an approach to site management that impacts positively on the local and wider community 
 
9. Other 
Any other duties that would be reasonably expected of the post holder and be regarded as within the nature of the duties and responsibilities/grade of the post as defined by the Headteacher.
 
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of TCA in relation to the post holder’s professional responsibilities and duties. 
  
10. Working Conditions 
· Shift work including early evenings and late nights (including call-outs) 
· Standing for extended periods of time 
· Lifting and transporting of heavy objects  
· Ability to access the whole site to review/check equipment 
· Some work involving visual display units 
· Working at heights 
· Evening work will be required from time to time to support events for which flexibility in working hours is essential 






Safeguarding Children
The trust is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment. The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The person undertaking this role is expected to work within the policies, ethos and aims of the Trust and to carry out such other duties as may reasonably be assigned by the Line Manager.  The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant functions are fulfilled through direct dialogue with employees, contractors and community members. 

English Duty 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak fluent spoken English is an essential requirement for this role. 


Our Values and Vision
These are our values. They can be thought of as our ‘non-negotiables’ – beliefs, expectations and standards that underpin how we work with the young people in our care, and the community we serve. We believe that if we work in the context of these values, students will achieve more than they ever thought possible. They are also values that have evolved following a sustained period of success for our school.

Our Staff
Our Values extend to how we challenge, support and work with each other. All staff (support and teaching) play a crucial role in the education of young people. We all understand how our work has a direct influence on the life chances of the young people in our care. In the same way that we all have a duty of care to them, we have a duty of care to each other and have regard for each other’s professional and personal wellbeing.

The Trust Board sees all members of the Trust’s staff community as learners. They are empowered to make decisions, be creative and to lead. Mutual respect pervades all relationships working together to enhance professional learning and practice and collaboration; collegiality and a sense of team identifies how all staff work together. Staff co-operate with each other and are not in competition with each other – they are part of a team that ensures the schools throughout the Trust strengthen their positions among the best schools in the country. 



Person Specification  

 
	Criteria 
	Standard 

	Experience 
	· Caretaking experience or good all round ability in general maintenance. 
· Must be able to act on own initiative to ensure all standards are met. 
· Ability to work to tight timescales is essential. 
· To have a pride in the presentation of the School Site. 

	Qualifications 
 
	· To be educated to NVQ 2 minimum 
· COSHH trained  
· Manual handling and Ladder training 
· This is a manual job and it is more important to have the physical stability, flexibility and skills to do the job.   

	Knowledge/Skills 
 
	· Be fit and able to lift appliances unaided  
· To be able to work at height with the use of ladders when necessary 
· Knowledge and understanding safe working practices and health and safety legislation and complies with the proper health and safety policies and procedures (i.e. when using cleaning chemicals, reporting incidents) 
·   Able to operate electronic cutting, soldering, maintenance equipment. 

	Personal style and behaviours  
	· Develops good relationships with others by behaving with integrity, treating people with respect and leading by example.  
 
The post holder will be: 
· Hardworking and Reliable, Approachable and Flexible - Working extra hours when needed if possible 
· Have initiative and common sense 
· Determines the neatness, accuracy and thoroughness of the work assigned. 
· Able to handle sensitive information, maintaining confidentiality when necessary; 
· A good role model 
· Able to work collaboratively with other adults. 
· Responsible, honest and reliable 
· Have good verbal communication skills to deal with students and adults 
· Well-organised and capable of prioritizing their own work 
· Happy to work on their own or as part of a team 
· Able to work effectively to tight time scales 
· Honest, trustworthy and reliable  
· Security conscious at all times  
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