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Victoria Drive Primary Pupil Referral Unit

Premises Officer Job Description
Hours: 3 hours a day – Monday -Friday (additional hours is negotiable)
Term Time, plus additional weeks throughout the school holidays

Grade: Scale 4 Point 10
Salary: £12,333 (Actual) additional hours not included

Responsible to the Headteacher and the Business Leader for carrying out duties efficiently in relation to the maintenance, security, safety of the site.

REPORTING TO:          Head Teacher / Business Leader
Main duties will include:

· Safety + Security of building/minor repairs/monitoring of cleaning


Repairs
· Carrying out minor repairs to the site, and to equipment, such as minor adjustments to doors and windows, replacement of locks, board up make safe or replace windows, general carpentry repairs, change washer on taps, replace light bulbs

Security/Access
· To open premises every morning at 7:00am, unlock all external doors and open all blinds and check the premises.
· Respond to “call outs” if the building is unsafe or if there is a structural problem.
· Providing safe and adequate access to the school and classrooms during inclement weather, e.g. Flooding, snow etc. To clear and salt paths when necessary.
Health and Safety
· Observing health and safety requirements in relation to the building and site.
· Undertake and schedule the termly health and safety check and annual hazard control inspection of the portable electrical equipment (pat testing)
· In liaison with the Business Leader taking steps to ensure that the premises are free from hazards and safe, warm and secure for pupils, staff and visitors.
· To undertake Health and Safety and Risk Assessment check as appropriate
· Liaise with the Business Leader that risk management policies are updated and implemented, as directed by the Headteacher.
· Checking outside security lighting and fire appliances at regular intervals ensuring that they are serviced by the approved contractors, testing fire alarms and keeping records of testing and evacuations. To train as a Fire Walden.
· Ensuring all fire exits are accessible and escape routes is free from obstructions, both inside and outside the building.
· Ensuring adequate arrangements for the control of legionella in Victoria Drive water systems.
· Ensuring that the premises are free from infestation of pest and vermin.
· Liaise with the Business Leader to carry out regular fire drills.

Heating System
· Operating the heating plant so that the required temperature is maintained in the PRU premises and that an adequate supply of hot water is available.
· Operating and checking boiler and ventilation systems and ensuring that they are maintained to the correct standard including checking automated systems, time clocks etc.
Porterage
· To help the Business Leader with delivery of stock and other goods and storing them.
· Move and distribute of furniture, equipment and stores as required.


Grounds Maintenance
· Monitoring the Ground Maintenance, reporting defects to the Business Leader or Head.
· To carry out grounds maintenance, weeding, sweeping up all leaves and general upkeep of site.
· Ensuring all drains and gullies are free-flowing and clean, and guttering is clear of leaves and rubbish (weekly or monthly according to season)

Record Keeping
· In liaison with the Business Leader / Administration Office maintaining asset records including furniture, computers and other equipment as appropriate
Other to include
· To carry out any other duties, which may reasonably be allocated from time to time by the Head or the Business Leader To maintain confidentiality and promote a positive image of the PRU
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