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Job Description

	Job Title: Site Supervisor       


	Reports to: 
Head Teacher and School Business Manager 


	Date last updated:   
March 2022

	Grade:
· Scale 5 
· 33.75 hours per week





	EQUALITY AND DIVERSITY
We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our equality and diversity policy in the course of their work.




OVERALL PURPOSE OF JOB

Under the direction of appropriate senior staff: effectively manage the maintenance, cleaning, security, heating and health and safety of the site and grounds. You are valued as part of the school support team and shall make a positive contribution to the ethos of the school, providing a high quality professional site management service. Please note there is no on-site accommodation available. 

JOB CONTEXT

Main duties and responsibilities

1. To be responsible for locking/unlocking school building and areas.

2. To be responsible for the maintenance and upkeep of the premises, the buildings and the grounds, including determining in accordance with established guidelines whether repairs / maintenance should be undertaken directly or by contract services.

3. To be responsible for ensuring the safe and efficient operation of mechanical, electrical, heating and water services on the premises, and to ensure safe levels of lighting, heating and ventilation are maintained.

4. To carry out a wide range of handyperson duties using various skills e.g. carpentry, plumbing, glazing, changing lightbulbs, etc.

5. To assist with regular security checks, maintain the security of the school and operate the alarms where appropriate.

6. Operation of heating, plant, cooling and lighting systems.

7. Assist with the receipt, distribution, collection and despatch of goods.

8. Assist and participate in the organisation and movement of furniture within the building.

9. Maintain and arrange orderly and secure storage of supplies.

10. Maintain accurate record keeping, including of all testing undertaken.


Cleaning

11. To ensure with School Business Manager that the cleaning of the premises is in accordance with agreed specification, monitoring the performance of contract staff and to be responsible for all emergency cleaning.

12. To liaise with the cleaner in charge on any cleaning issues.

13. Collect and assemble waste for collection.

14. Undertake cleaning duties including graffiti removal, litter-picking and removal of human and animal waste products as required.

15. Undertake activities to maintain a safe and clean environment, e.g. gritting.

Security

16. To be responsible for the overall security arrangements of the premises including periodic reviews of site security and to consult with the police, Newham Security Services and others on measures to improve security.

17. To ensure staff are aware of the Council’s guidelines and procedures on security and the use of alarm systems.

18. To maintain a keyholding system for the school, and to arrange for access to the site by authorised persons.

Health and Safety


19. To ensure appropriate signposting throughout the premises, in accordance with agreed procedures.

20. To complete daily, weekly and termly Health and Safety checks as required.

Building / Remodelling Works

21. In conjunction with the School Business Manager/Head Teacher deal with contractors and consultants on all aspects of the building works, ensuring the on-going efficient and effective premises management and upkeep of the site.

22. To assist in the preparation and progress of new equipment/furniture orders and deliveries.

23. To work on own initiative, particularly during school holidays and in emergencies, taking all necessary action to ensure the security and maintenance of the site, and to prioritise the daily workload.

24. To ensure adequate site cover for the premises at all times.

General

25. Attend and participate in relevant meetings, training and other learning activities and performance development as required.

26. Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and GDPR, reporting all concerns to an appropriate person.

27. Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop. To demonstrate an understanding of and a commitment to equal opportunities and diversity and to standards of customer care.

28. To use computerised systems in accordance with agreed procedures.



Other

These are intended to be a guide to the range and level of work expected of the post holder.  It is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such reasonable duties, which may be required from time to time by the Head Teacher and or line manager.
The post holder must carry out their duties with full regard to the School’s Equal Opportunities and Safeguarding Policies.
image1.png
o RIGHTS
% RESPECTING
J SCHOOLS

unicef &

UNITED KINGDOM

GOLD - RIGHTS RESPECTING




image10.png
o RIGHTS
% RESPECTING
J SCHOOLS

unicef &

UNITED KINGDOM

GOLD - RIGHTS RESPECTING




image2.jpeg




