

PREMISES STAFF:  PREMISES ASSISTANT
Summary of main conditions of service and full job description evaluated according to the Council’s Job Evaluation scheme.

Duties Include:
· Safety + Security of building/minor repairs, maintaining toilets (replenishing toilet rolls, soap, sanitisers) ensuring toilets remain unblocked and carrying out emergency cleaning duties e.g. removal of body fluids, broken glass and spillages.
· Maintaining all outdoor areas; sweeping, washing down with Karcher, litter picking, checking outdoor equipment and display boards.

· Supporting the Premises Officer with maintenance checks.
· Supporting the Premises Officer with moving furniture.

· Receive training for H&S awareness and Fire Awareness, COSHH safety, Legionella’s Awareness, Risk assessment and Playground Equipment.

Working Pattern:


· Term Time Only (39 weeks per year)
· Part time hours are 20 per week.  
Conditions of Service Applicable:


· Former APT&C

· NJC for Local Government Services (Green Book)
Grade:


· Scale 2 
Pay Points:
           Spinal Column Point 4
Method of Payment:


· Monthly (15th)
Annual Leave:

· The annual leave year is the 12 month period beginning 1 April each year.
· For TTO staff an allowance is made in the TTO notional pay and hours calculation for annual leave and 8 Bank Holidays.  

Annual leave entitlement 
	Grouping by SCP and Grade
	Entitlement in working days

	Spinal Column Point
	Grade
	Less than 5 years local government service
	More than 5 years local government service

	4
	Scale 2
	24
	28


Included in the above entitlement is one concessionary day applicable to employees in post on 25th December which may be taken during the Christmas period, plus the two former extra-statutory days. 

JOB DESCRIPTION 
Premises Staff – Premises Assistant (Primary) 
Grade: Scale 2
Responsible to the Headteacher/SBM and Premises Officer for the efficient performance of their duties in relation to the maintenance, security and safety of the site and health and safety and welfare of staff, pupils, parents, governors and visitors.

Main duties and responsibilities

1. Reporting to the SBM/Headteacher/Premises Officer all major and minor defects.
2. Ensures Safety + Security of the building, carrying out minor repairs as directed. 
3. Maintaining adult and pupils toilets (replenishing toilet rolls, soap, sanitisers) ensuring toilets remain unblocked and cleaning body fluids and spillages are cleaned up.

4. Maintaining all outdoor areas; sweeping, washing down with Karcher, litter picking, checking outdoor equipment and display boards
5. Assisting the Premises Officer organising quotations against a specification for more major changes to the school building e.g. air con, flooring, installation of specialised furnishings and outdoor play equipment. 
6. Carry out emergency cleaning duties during the school day e.g. removal of body fluids, broken glass, flood damage, etc.

7. Take out refuse to bins routinely.
8. Ensures that the premises are free from hazards and safe, warm and secure for pupils, staff, governors and visitors.

9. Ensure all visitors to the school, including contractors, sign in an out of visitors book and signs the asbestos register before carrying out any work in areas known to contain asbestos in accordance with the asbestos register. 
10. Attend relevant training for carrying out checks to assist the Premises Officer with COSHH, Ladder Safety, Legionella’s safety, H&S checks, Playground Equipment checks, Alarm testing, Water Testing, Fire equipment checks (extinguishers) and ensure Contractors are aware of asbestos sites and that they sign the asbestos register.
11. Ensure correct signage is displayed in all appropriate areas around the school for all Health and Safety to include, fire action posters, first aid posters, Hot water & drinking water signage, child protection posters. Ensure these signs are updated and checked termly.

12. Assist Premises Officer with inventory checks of school assets.

13. Assist Premises Officer to keep the premises free from infestation from pests and vermin.
14. Keep all outside areas, including the car park and dual playground tidy and free from leaves and litter. Checking for foreign objects and taking appropriate action.
15. Assist Premises Officer with moving and distribution of furniture, equipment and stores as required.
16. Assisting the Premises Officer to carrying out routine repairs and maintenance to the School house as required.
17. Carrying out any other duties appropriate to the grading level as required by the Headteacher.
18. Co-operate and comply with PO duties in accordance with the Equality and Diversity Policy, behaving ethically and with transparency.
19. Co-operate and comply with PO duties in accordance with the Equality and Diversity Policy, behaving ethically and with transparency.


20. To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004, Keeping Children Safe in Education(2018) and Working Together To Safeguard Children as  this applies to the worker’s role within the organisation

21. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.


22. To ensure that the Headteacher is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.
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