

LAKELANDS ACADEMY

POST TITLE:	SITE ASSISTANT (MAINTENANCE)

GRADE:	GRADE 6 Spinal Point 8-11

HOURS OF WORK:	Variable shift pattern
			
FULL TIME/PART TIME:	30 hours per week (52.14 weeks per year) 6.50 hours per day (30-minute unpaid Lunch break entitlement)
	Hours of work will vary and include evening, early morning; weekend and bank holiday work as the service demands and is a requirement of this post
	
ANNUAL LEAVE:	24 days (to increase to 29 days after 5 years’ service)

POST STATUS:	Permanent (subject to 6-month Probationary period)
--------------------------------------------------------------------------------------------------------------------------
JOB PURPOSE

To support the Head Teacher/ Operational Lead in the delivery of a quality site service and maintenance for the whole academy site in order to provide a safe, clean, attractive and secure learning and working environment for pupils, staff and visitors.  To support with the practical implementation of measures to ensure the Academy complies with legal requirements relating to buildings and to the health, safety, security and welfare of staff, pupils and visitors. To be flexible and able to work additional hours to assist in the staffing of lettings and events hosted by the Academy.

KEY RELATIONSHIPS

The post holder will be responsible to Operational Lead (Line Manager) and the Head Teacher (who has overall responsibility for the Site Team), and required to work closely with external contractors, and have contact with all staff, students, parents, visitors, hirers and others.

MAIN DUTIES
Data Management 
· To use, action and keep up to date the daily computerised log of own regular maintenance tasks.
· To maintain and keep accurate and up to date records of weekly, monthly, termly and annual regular maintenance checks, immediately bringing any concerns to the attention of the Operational Lead.
Security & Access to the Academy
To be responsible for the security and safety of the school buildings, grounds and contents to ensure the safety and well-being of students, staff, visitors and others on site at all times.
· Open and secure then Academy premises, as and when required, including emergency closing/securing school premises and grounds.  Where possible, ensure access in the event of snow, flooding or other emergency situations.
· Act as a nominated key holder and respond to alarm calls and other emergencies including fire, flood, break-in, vandalism, accident, fire or intruder alarm operation during non-working hours, including weekends. Check the physical security of the buildings, locking and unlocking doors and gates, closing windows, activating and deactivating alarms and checking that heaters and lights are turned off.
· Carry out security checks, request that visitors without permission to be on site are asked to leave, including overseeing/ supervising people who hire the facilities and challenging those who are not booked in and to call police for assistance if required.
· To manage the car park if required during school events, e.g. production, open evening, parents evening or careers events, before during and after school.
· To ensure that the main entrances and paths are clear of snow and ice and apply grit and salt as and when required.
· Assist in ensuring gardens, grounds, car parks, playing fields and approaches to the school is maintained to a high standard; that pathways and forecourts are kept weed free and that adequate provision is made for the collection and clearance of litter, internal and external to the buildings.
· To ensure that all areas are kept safe from hazards and in particular that passageways and corridors leading to emergency exits are kept clear of chairs, cupboards and other objects which would obstruct proper access/egress

Site Maintenance
· To fulfil a site wide programme of repairs, refurbishment, renewal & redecoration, maintenance and cleaning to all buildings and equipment with strict adherence to Health and Safety regulations (and if deemed competent) such as;
- Carpentry – repairs to doors, windows, broken keys in locks, door closure adjustment, repairs to drawers and furniture.
- Glazing – temporary repairs, making safe.
- Plastering & concrete – repairing patches, floor and steps
- Plumbing - pipe freezing, fitting stop taps, clean drains, gutters and gullies and make free flowing (toilets and basins)
- Electricity – simple replacements, renewing light blubs, fluorescent lamps and cleaning fittings
- Caretaking & cleaning – remove litter, grit, broken glass etc from hard surfaces, playing areas, car parks and other school premises as necessary.  Empty all external litter bins and maintain a clean refuse bin area.  Replenish toilet rolls, cleaning supplies and soap in students and staff toilets and clean up immediately after accidents.
- Maintaining equipment – caretaking and cleaning equipment known to be faulty and report the need for repair, or carry out minor repairs
- Porterage - delivery and distribution of supplies, transportation of furniture and equipment, clearing rooms for particular activities i.e. assemblies, exams, workshops and lettings.
- Contractors – obtain quotations, arrange visits and supervise.
- Fire prevention – Ensure basic fire prevention measures are maintained, i.e. weekly, monthly and termly tests/ checks of the fire alarm, fire equipment and fire door etc.
- Ground works – Laying slabs, artificial grass.
- Lettings - interrogate the lettings database and deal with instructions concerning the lettings of the premises ensuring proper arrangements for use by the academy and the community outside normal school hours.

 Immediately report any issues or unresolved matters to the Operational Lead.
· To ensure that all machinery and equipment used is in safe working condition, kept secure from unauthorised use, that it is left clean after use and is put out and returned to storage (within agreed locations) as the programme of use dictates. To be trained in PAT testing and undertake timely testing of electrical equipment and maintain up to date records.
· To take monthly meter reading of utilities (Water, Gas electric) and monitor and report any unusual readings.
· To carry Monthly safety checks of the schools minibus.
· To cover duties of other site and cleaning staff on an immediate basis in the event of sickness or absence.

Other
· Be aware of and comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person. Recognise safeguarding signs and report any disclosures or safeguarding concerns immediately to the DSL, monitor student safety at all times, including break times, lunch, & transitions between classes. 
· Contribute to the overall ethos/ work/ aims of the academy. 
· Assist with the supervision of students out of lesson times as required, including before and after the academy day and at lunchtimes.
· To establish and maintain proper relationships with staff, students and all visitors to the site and promote a good image of the Academy. To carry out procedures in the event of fire, flood, breaking and entering, accident and other major damage.
· Carry out a lunch duty as defined on the lunch duty rota (this is not in place of your usual lunch break entitlement for that day)
· Act with integrity, honesty, loyalty and fairness to safeguarding the assets, financial integrity and reputation of the school.
· Comply with any reasonable request from your line manager to undertake work of a similar level that is not specified in this job description.
· To be a key First Aider and provide first aid support if required (training will be given if needed).
· Participate in the Health and Safety Policy of the Academy and report any dangers; hazards or other defects/issues that may be encountered.
· To attend staff training and meetings as directed by the Head Teacher or any person delegated by them.
· To undertake any other reasonable duty which might from time to time be requested by the Head Teacher or any person delegated by them.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

“This post is exempt from the Rehabilitation of Offenders Act 1974 and as such all applicants who are appointed to this post will be subject to an Enhanced Disclosure from the Disclosure and Barring Service before the appointment is confirmed.  This check will include details of cautions, reprimands or warnings, as well as convictions and non-conviction information.  Once provisionally appointed, the successful applicant may also be required to apply an Enhanced Disclosure at predetermined intervals during the course of their employment whilst in this post.”

Note:  Lakelands Academy is designated a no smoking workplace. There is an expectation that staff maintain a professional dress code and that ID badges will be worn and will be on show.

	PERSON SPECIFICATION - Site Assistant (Maintenance)


	Attributes
	Essential
	Desirable
	Assessed by **

	Qualifications
	3 GCSE’s including Maths, English and a subject demonstrating practical aptitude
	
	
	A

	
	First Aid at work qualification or willingness to undertake
	
	
	A, I

	
	Healthy and Safety qualification including manual handling, working at height, COSHH and Fire Marshal training or willingness to undertake
	
	
	A, I

	
	Professional experience or relevant qualification relating to the building trade, utilities, plumbing, carpentry etc
	
	
	A, I

	
	Has a relevant, current PAT testing qualification or is prepared to undertake / refresh training to achieve and maintain this qualification
	
	
	A, I

	Work & Related Experience
	Experience working in an educational setting or other relevant environment
	
	
	A, I

	
	Has relevant experience of general building maintenance and repairs
	
	
	A, I, T

	
	Working knowledge of Building and Health and Safety Legislation
	
	
	I , T

	
	Has used computer databases and other workplace electronic systems and working to strict deadlines can demonstrate proficiency in interrogating and updating data
	
	
	A, T

	
	 Experience of caretaking/ maintenance work
	
	
	A, I, T

	
	Experience of working in a school/ educational environment
	
	
	A, I

	Skills and Abilities 

	Ability to undertake repairs/refurbishment to furniture, equipment and premises both internally and externally
	
	
	A, I

	
	Ability to carry out basic maintenance/ building repairs
	
	
	A, I

	
	Ability to carry out basic plumbing, carpentry and electrical repairs
	
	
	A, I

	
	Ability to communicate effectively with students, staff and visitors and people at all different levels
	
	
	A, I

	
	Able to lift, carry and tackle tasks at height or in enclosed areas
	
	
	I

	
	An understanding and commitment to customer care, Health and Safety matters with regard to staff and the general public.
	
	
	I, T

	
	Ability to respond flexibility as needs arise
	
	
	I

	Personal Qualities
	Good interpersonal skills along with the ability to communicate, listen and observe
	
	
	I

	
	Fast and committed worker, able to work under pressure and meet deadlines
	
	
	A, I, T

	
	Able to work alone to complete a range of small jobs both improvements and maintenance
	
	
	I

	
	Prepared to work shift patterns, additional and/or unsociable hours as required to complete tasks
	
	
	I

	
	Effective team player
	
	
	I

	
	Hardworking, committed, personable, cheerful, discreet and confident
	
	
	I

	
	Able to maintain physical fitness and have the stamina and capacity for physically demanding work
	
	
	I

	
	Can demonstrate a problem solving “can do” approach
	
	
	I

	
	Good sense of humour
	
	
	I

	
	Prepared to work at other locations from time to time as circumstances might dictate
	
	
	I

	
	Understand the importance of and ability to work with due regard to confidentiality, data protection, safeguarding and equality at all times
	
	
	I

	
	Knowledge, understanding and commitment to safeguarding and promoting the welfare of students.
	
	
	I

	
	Excellent record of attendance and punctuality
	
	
	I

	
	Take responsibility for your own professional development
	
	
	I


**Key : A – Application Form, I – Interview, T – Task/ Test
In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people;
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;
· Emotional resilience in working with challenging behaviours; and
· Attitudes to use of authority and maintaining discipline.


	3
