


PREMISES STAFF:  PREMISES ASSISTANT (Key holder) – (PS4)
Summary of main conditions of service and full job description evaluated according to the Council’s job evaluation scheme.

Duties Include:
Safety and security of the building/minor repairs/monitoring of cleaning contract

Working Pattern:

· Term Time Only + 3 weeks (42 weeks total)
Conditions of Service Applicable:

· NJC for Local Government Services (Green Book)

Grade:

· Scale 2
Pay Points:

· Spinal Column Points 12-13
Allowances:

Flexibility Allowance - Given for requirement to change hours of work between 6am and 10pm where possible.
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.

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 – 21
	Scales 2, 3 and 4


	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 (Key holder) – (PS4)
Grade: Scale 2
Responsible to the School Business Manager / Premises Officer for the sufficient performance of their duties in relation to the maintenance, security and safety of the site.

Main duties and responsibilities

Shift pattern which will include Saturdays.

1. Reporting to the School Business Manager / Premises Officer evidence of major and minor defects.

2. Carrying out minor repairs to the site and equipment such as minor adjustments to doors and windows, replacement of locks, board up or replace windows, general carpentry repairs, putting up shelves, sanding and linseeding blocks, etc.
3. In liaison with the School Business Manager / Premises Officer to supervise day to day repairs for approved contractors ensuring they are carried out to the correct standard.

4. Operating and checking boiler and ventilation systems and ensuring that they are maintained to the correct standard including checking automated systems, time clocks etc.

5. 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.
6. Carrying out water testing (temperature; flushing of little used outlets etc) as directed by the Premises Manager.

7. Replenish paper products, soap and roller towels in toilets.
8. Clean staff room and main hall as per shift requirements.
9. Carrying out emergency duties during the school day, e.g. removal of body fluids, broken glass, ice, debris thrown into garden and damage caused by vandals, flood, fire etc.

10. Safety checks on outside equipment. 
11. Visitors/contractors records of attendance/visits.
12. In liaison with the school's Premises Manager, takes steps to ensure that the premises are free from hazards and are safe, warm and secure for pupils, staff and visitors.

13. Be a registered key holder and ensure the security of the premises as delegated by the Premises Manager.  Be on the keyholder list for alarm call-outs.
14. Manage opening and locking of school for lettings and liaise with individuals hiring school facilities.
15. Taking steps to keep the premises free from infestation from pests and vermin.

16. Moving and distribution of furniture, equipment, stores, outside play equipment and assisting other staff in moving heavy loads.

17. Organising and keeping clean, tidy and safe the dustbin area, outside entrance area, grounds - daily checks of each area.

18. Monitoring external boundaries to ensure security of fencing etc.

19. Cleaning the external windows and paintwork regularly.
20. Assist and support the work experience program for students as agreed with the Premises Manager.
21. Carrying out any other duties appropriate to the grading level as required by the Premises Manager, Business Manager and/or Headteacher.

22. Actively support the overall ethos/work/aims of the school.

23. Be aware of and comply with policies and procedures relating to:

· Child Protection, 

· Health, Safety and Security, 

· Confidentiality, 

· Data Protection, 

Report all concerns to the appropriate person using school systems.
24. Read and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people.

25. Ensure that the designated DSLs and the Headteacher are made aware and kept fully informed of any concerns in relation to safeguarding and/or child protection.

26. Ensure that your line manager is made aware and kept informed of any other concerns relating to work.
27. The post holder will share the school’s commitment to safeguard, and promote the welfare of, the children in our care. 

28. To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

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

30. To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

Person Specification

Premises Assistant
	Knowledge and Experience

	Knowledge of health and safety regulations in relation to the post
	Desirable

	An understanding of maintaining security in a school
	Desirable

	Knowledge, experience and understanding of the day to day management of a school
	Desirable

	Knowledge of the organisation and administration structure of a school
	Desirable

	Experience of dealing with

· Secondary school children

· Members of the school community

· School visitors
	Desirable

	Skills

	Physical fitness appropriate to the tasks in the job description.
	Essential

	Ability to work as part of a team.
	Essential

	Practical/handyperson skills necessary to undertake general building maintenance, minor repairs and porterage duties. Skills in plumbing, electrical work, painting and joinery to a reasonable DIY standard.
	Essential

	Ability to follow instructions, organise and prioritise workload and communicate effectively with all members of the school community.
	Essential

	Ability to be self-directed and motivated and work on own initiative. Ability to work with minimum supervision.
	Essential

	Ability to write up all relevant paperwork, e.g. timesheets, job reports, incident reports and work to deadlines.
	Essential

	Patience and an ability to work towards deadlines, even under pressure.
	Essential

	An ability to respond calmly to emergencies – even outside the normal working hours.
	Essential

	PERSONAL QUALITIES

	Understand that all adults who come into contact with pupils in their work have a duty of care to safeguard and promote their welfare.
	Essential

	Understand that the good order of the school and grounds has a positive impact on the learning of the children. 
	Essential

	Be able to display total honesty, integrity and reliability.
	Essential

	Ability to manage the site and use initiative to deal with challenges that the job can present.
	Essential

	A willingness to be helpful and support staff and school in practical ways.
	Essential

	A sense of humour and affable nature and show courtesy and respect for others.
	Desirable

	Ability to attend call-outs and work outside normal hours, when required.
	Essential

	Willingness to undertake training.
	Essential

	Prepared to develop Deaf and visual impairment awareness.
	Essential


	
	Essential
	Desirable

	Qualifications
	· Good understanding of literacy and numeracy.
	· Level 2 Qualification in English and Mathematics (e.g. GCSE grades A* - C or Level 2 Literacy and Numeracy.


	Experience
	· Practical maintenance/craft skills e.g. carpentry, plumbing, decorating. 
· Ability to liaise appropriately with all levels of professional staff, stakeholders and external contractors. 


	· Experience working in a school environment.



	Knowledge & Understanding
	· Statutory requirements of legislation concerning Safeguarding, including Child Protection, Equal Opportunities, Health & Safety and COSHH. 

· Ability to follow instructions and use own initiative. 

· Knowledge of effective security measures.

	· Ability to undertake risk assessments relevant to the premises function.
· Basic First Aid. 



	Other
	· Good timekeeping and punctuality.
· Ability to manage own workload.
· Flexibility to adjust working times to suit the needs and special nature of the school.
	· Proficiency in ICT. 

· Experience of working with young people.
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