PREMISES STAFF:  PREMISES OFFICER 
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, painting, decorating, minor buiding works (building shelves, changing locks etc), monitoring cleaning contract.
· Responsibility for the maintenance and upkeep of the premises, including buildings, fixtures, fittings and furniture.

Working Pattern:


· All year round (AYR)

· Full time hours are 36 per week.  
Conditions of Service Applicable:


· Former APT&C

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


· Scale 5 
Pay Points:
           Spinal Column Points 12 - 15
Allowances:


· Opening and closing the building – sessional payment different rates before 7pm and after 7pm

· Attending in the school – when Premises Officer is required to be on duty but not for full range of duties, eg lettings, hourly rate based on Spinal Column Point 4 applies, minimum period 1/2 hour

· Other out of hours work – when full duties are required hourly rate applies.  Includes emergency call-outs.  Minimum period 1/2 hour
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.  Leave is taken during school closure periods.

· For AYR staff annual leave entitlement is taken in school holidays and must be agreed with the Headteacher. 
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

	12 - 15
	Scale 5
	27
	29


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 Officer (Primary) 
Grade: Scale 5
Responsible to the Headteacher/SBM 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.
Responsible for the maintenance and upkeep of the premises, including buildings, fixtures, fittings and furniture.

Main duties and responsibilities

1. Reporting to the Headteacher/SBM all major and minor defects.
2. Engage in preventative maintenance to eliminate potential hazards
3. Carry out minor repairs to the site such as minor adjustments to doors and windows, replacement of locks, board up or replace windows, building shelves, general carpentry repairs, change tap washers, replace light diffusers (including outdoor lights), painting walls, etc.
4. Carry out termly Health and Safety monitoring ensuring repairs are carried out, bringing in expertise from contractors where necessary and taking immediate action on repairs that have been risk assessed as high priority.

5. Under instruction of the Headteacher/SBM carry out minor decorating jobs.
6. At the request of the Headteacher/SBM ensure written quotations for any building works are obtained in line with school policies.
7. In liaison with the SBM/Headteacher to order and supervise day to day repairs for approved contractors ensuring they are carried out to the correct standard.
8. Organises quotations against a specification for more major changes to the school building e.g. air con, flooring, installation of specialised furnishings, outdoor play equipment, etc.

9. Ensure all school certificates for contracted works required are up to date and maintenance is carried out as specified within required intervals e.g. quarterly, half termly, termly, bi-annually, annually. 
10. Checking boiler systems and ensuring that they are maintained by the designated contractor.

11. Checking fire appliances at regular intervals ensuring that they are serviced by the approved contractor, testing fire alarms weekly and keeping records of testings and evacuations.

12. As delegated by the Headteacher/SBM, monitor standards of the cleaning and grounds maintenance contractors, reporting defects to the Headteacher/SBM.
13. Ensures that the cleaning contractor carries out specialised cleaning at the relevant times.

14. Carry out emergency cleaning duties during the school day e.g. removal of body fluids, broken glass, flood damage, etc.
15. Ensure winter management procedures including paths, car park and playgrounds are treated with salt and ensure snow is cleared to provide safe pathways into the school building.

16. In liaison with Headteacher/SBM operate the lettings system, ensuring that facilities are provided at the agreed level and that the areas let are returned to their normal use on time.
17. Organise skips and taking out refuse bins routinely

18. Monitor plumbing and drainage unblocking drains, sinks and gutters.
19. Read all utility meters on a monthly basis and pass information to the administration/finance assistant

20. Perform general gardening duties e.g. weeding, cutting back hedges, maintaining shrubs, planters and hanging baskets

21. In liaison with school staff maintain stock records as required.
22. Maintain a register log of all keys issued to school staff and ensure keys are returned when staff leave the school. Ensure laptops, photo ID and Ipads are returned and check condition. Notify Headteacher/SBM of any defects.
23. Is a registered key holder and ensures the security of the premises as delegated by the Headteacher.
24. Ensure all visitors to the school, including contractors, sign in and out of visitors book and that contractors sign the asbestos register before carrying out any work in areas known to contain asbestos in accordance with the asbestos register. 
25. Keep incidents and recordings of any incidents caught on CCTV reporting incidents to Headteacher/SBM

26. Lock school building during term time. Open and lock school building during school holidays.
27. Attend and lock up after Parent Evenings and Governors Termly meetings as required.
28. Read all utility meters on a monthly basis and pass information to the administration/finance assistant
29. Setting up for school events, including moving furniture and setting up the stage as required in the main hall.
30. Moving furniture as required for the annual summer clean in all rooms e.g. moving furniture away from walls to accommodate cleaning in these areas.
31. Occasionally transporting monies to the bank as necessary.
32. Attend training for maintenance and recording COSHH, Ladder Safety, Legionella’s safety, H&S checks, Playground Equipment checks, Alarm testing, Water Testing, Fire equipment checks (extinguishers). Keep Asbestos register up to date and ensure Contractors are aware of asbestos sites and that they sign the asbestos register.
33. 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.

34. Preparing termly Working Environment H&S monitoring and Annual Management Reports for LA and sending paperwork to appropriate person.

35. Checking the dual playground daily for foreign objects. Unlocking and locking up during out of school hours for use by the public. Sending monitoring paperwork to the LA of checks carried out and reporting damage to the LA. 

36. Carry out PAT testing annually.
37. Carry out inventory checks on school assets and update the inventory register. Carry out an annual inventory during summer break of all assets.
38. Implementing risk management in accordance with risk assessments as directed by the Headteacher/SBM
39. Taking steps to keep the premises free from infestation from pests and vermin.
40. Moving and distribution of furniture, equipment and stores as required.

41. 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.
42. Be a trained first aider and carry out first aid as required.

43. Showing prospective licensees around School house as directed by Headteacher/SBM and organising keys and checking rooms when licensees vacate the School house.
44. Carrying out routine repairs and maintenance to the School house as required, organising contractors for boiler maintenance and fire equipment maintenance. 

45. To follow all school policies and procedures in accordance with the staff Code of Conduct.
46. Co-operate in so far as is necessary to enable the School to comply with its duties under relevant Health and safety legislation.
47. Co-operate and comply with PO duties in accordance with the Equality and Diversity Policy, behaving ethically and with transparency.
48. 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.

49. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.
50. 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.
51. Carrying out any other duties appropriate to the grading level as required by the Headteacher.
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