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JOB DESCRIPTION

Premises Assistant 
Grade: Scale 2
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JOB DESCRIPTION - Premises Assistant
Health and Safety; site Management; maintenance and development of the fabric and grounds of the school; security; contracts/contractors; minor repairs; risk assessments; facilities testing and regulation
	Job purpose 
	The Premises Assistant will support the Facilities Manager by assisting with the

maintenance and security of the premise and will contribute towards the Governing

Body’s objectives of achieving greater value for money and ensuring that the school

operates within the legal requirements of Health & Safety law.

	TO WHOM THE POSTHOLDER REPORTS 
	The postholder is responsible to the School Site Manager as their line manager, and to the Headteacher in all matters; they will also liaise closely with the SBM.

	HEALTH AND SAFETY
	· To ensure buildings are locked/unlocked at appropriate times, setting/turning off alarm systems and secure access to the school grounds to prevent trespass 

· To conduct regular patrols around School ensuring the security of the buildings and grounds At the end of the school day, monitor the school environment to ensure cleanliness, safety and security of premises and outside spaces

· To attend agreed after school activities, lettings and meetings to secure premises 

· To have key holder responsibilities

· To attend call outs and if necessary, conduct emergency boarding up to secure the school premises challenge intruders where appropriate
· To keep all outside hard areas clean and tidy, e.g. litter clearance, leaf cleaning. liaise with contractors engaged by the school to ensure specified standards are achieved.

	PREMISES MANAGEMENT 

	· Ensure that pupil and adult WCs are adequately stocked with toilet rolls, soap etc, have feminine hygiene facilities as appropriate and are a pleasant environment for all to use

· Ensuring that all spare clothes are kept as well stocked and well-managed as possible in the disabled toilets and the Early Years building, utilising lost property and PTA recycled uniform as appropriate 

· Support the Site Manager to monitor the performance of the cleaning contractor and, as necessary, liaise with the area manager to ensure a clean, tidy and well maintained school environment 

· To monitor cleanliness and safety around the school 
· To assist the Site Manager with the arrangement, removal or relocation of office and general school furniture and equipment as necessary paying due attention to manual handling safe practices and maintenance of safe access/exit routes and walkways around the various halls, offices and classrooms 
· To instruct and supervise any gardening contractors, ensuring the school grounds are maintained to a high standard 
· To ensure the appropriate movement of school furniture for events, e.g., Parents' Evenings etc Movement of or overseeing the movement and distribution of furniture, equipment and stores as required

· To ensure the distribution of all deliveries around the school.

· To report to the Site Manager on resourcing needs in respect of maintenance, security and enhancement of premise
· To liaise with the Site Manager as appropriate to maintain long and short-term maintenance schedules
· To respond to staff requests with regards maintenance and repairs
· To ensure that acceptable working temperatures are maintained all year round
· To assist the Site Manager and others as appropriate, the school's accident/incident recording, reporting, and investigation arrangements • To advise the Premises Officer of any defect in the state of repair of the building or its surrounds which is identified as being unsafe and take whatever local action is necessary to minimise the risk until repairs can be arranged.

	COMPLIANCE
	· To ensure that all work (maintenance and development) complies with relevant Building, Health and Safety, and County regulations 
· To report to the Premises Officer any situation which is unsafe or hazardous to health and which cannot be remedied from readily available resources 
· To liaise with, as far as is reasonably practicable, the activities of contractors (including catering, cleaning and grounds staff) visitors and others on the site to ensure that any risks to the health and safety of staff and others are kept to a minimum 

· To deal with or report, to the nearest member of the teaching staff, incidents that are seen or reported regarding students' welfare

	PROFESSIONAL DEVELOPMENT
	· To take responsibility for personal professional development, in conjunction with the line manager 
·  To undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.


	SAFEGUARDING
	· Be fully aware of and understand the duties and responsibilities arising the school’s Child Protection Policy 
· Ensure that your line manager is made aware and kept fully informed of any concerns which you may have in relation to safeguarding and/ or child protection 


Signatures 

Signed ……………………………………………… (Postholder)     Date: …………………………………………….. 

Signed ……………………………………………… (Headteacher)   Date: ……………………………………………...
