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Griffin Park Community Primary School Site Supervisor
The following list is illustrative of the range of duties, which may be required to be undertaken. The actual duties will be determined by the Headteacher and may include reasonable tasks not specifically identified in this list.
Security of premises
· Opening and closing of school premises, including gates, doors, windows, fire exits, etc. 
· Regularly checking the function of fire alarms, fire equipment and ensuring fire exits are not obstructed
· Liaising as necessary with the emergency services, including calling out emergency services as required
· Reporting acts of vandalism to the Headteacher and/or police as appropriate
· Arranging / carrying out temporary repairs as required
· To respond and deal with alarm calls
Internal maintenance
· Check and control heating: ensure heating is controlled so building is maintained at optimum temperature in a cost-effective manner
· Maintain a regular check and control of litter around interior of school
· Regularly inspect buildings/fixtures and fittings
· Report all defects which require specialist repair
· Inspect electrical fittings and report defects as required
· Replace lamps/lights/tubes and domestic fuses as required
· Undertake minor repairs to fixtures and fittings including desks, tables, chairs and any other deemed appropriate by the Headteacher
· Order and take delivery of materials to deal with repairs mentioned above
· Manage a fixed budget for purchase of items for such repairs and maintenance
· Subject to safety regulations, redecoration of any area, agreed as reasonable on instruction
· Be responsible for the supply and availability of all hygiene materials
· Regularly inspect for and remove graffiti from fixtures, fittings, furniture and buildings
· Removal of gum from furniture and equipment
· Carry out minor repairs to school equipment as agreed with Headteacher
· Carry out minor works to improve the site as required by Headteacher and Governors
· Make suggestions as to means of improving the buildings and site to the benefit of the school
· Hold repairs book, receive request from staff, prioritise tasks and monitor progress in completion of tasks as required
· Oversee routine maintenance
· Preparation of rooms for decoration, etc with due regard to same regulations
· Clean sickness and spillages as required
· Unblock sinks, hand wash basins, toilets (urinals and WC pans) and waste traps
· Replace tap washers, check and adjust ballcocks
· Lubricate door and window furniture
· Fit and refit coat hooks, shelves, display boards and notice boards
· Maintain and repair curtain fitting
· Wind clocks and replace batteries
· Make safe broken windows by temporarily boarding up and reporting to Property Services
· Deal with or arrange to be dealt with all bursts, leaks, floods, fires and breakages as appropriate
· Deal with, or arrange to be dealt with, all electrical, water, and gas emergencies, making safe initially by turning off supply
· Ensure access for emergency services, assist as necessary and secure premises as required

External maintenance
· Maintain cleanliness and general tidiness of all external hard areas to a high standard
· Monthly Health and Safety inspection of premises and record in file
· Ensure regular litter patrols are undertaken
· Empty litter bins on a daily basis
· Clean and clear all drains and gullies to ensure effective and healthy operation
· Inspect outside fabric of school and report/repair any defects as appropriate
· Inspect all fences, gates, walls, steps, lights, etc. Report/repair defects as appropriate
· Remove/obscure any graffiti on exterior of school/site and identify damage, vandalism and normal wear and tear
· Cleaning of outside glass around school
· Clear leaves, snow, ice, moss and detritus as appropriate including treatment of surfaces with grit, and ensure sufficient materials are available when the conditions demand
· Inspect all outside areas for dangerous materials and remove, including emergency clean-up of spillage, sharps, broken glass and dog mess
· Pruning and clearance to ensure unrestricted access and use of premises
· Carry out minor works to improve the site, as required by the Headteacher
· Make suggestions of improving the buildings and site to the benefit of the school
· Tidy dustbin areas daily and hose down weekly
· Oversee routine maintenance
Furniture moving
· Responsibility for moving such items of school furniture/equipment as required, with due regard to current Health and Safety and Lifting and Handling regulations
· Preparation of rooms, halls, etc for assemblies, meetings, parents’ evenings, etc.
· To ensure areas used for assemblies are clean and safe for use by pupils after assemblies are finished
Health and Safety
· To attend health and safety meetings within school
· To regularly inspect the site and its operation to ensure sound Health and Safety practises are being adhered to
· Check fire equipment weekly and take part in fire drill
· Report all Health and Safety concerns to Headteacher
· Act as point of contact for staff regarding Health and Safety matters
· Ensure all employees, visitors and contractors are adhering to Health and Safety procedures
· To act as keyholder in cases of alarm activation out of normal school hours
· Ensure toilet facilities are regularly checked and maintained to the highest standard
Supervision
· Supervision and organisation of the cleaning staff
· Setting up holiday arrangements with cleaners and other outside contractors
· Liaise with site contractors when they are doing work
· Maintain good working relationships with the cleaners with the object of achieving target cleaning standard
· Ensure that cleaning equipment is safely stored in line with COSHH regulations
General
· Comply with instructions with regard to arranging the necessary facilities for the school to be used as a Polling Station as required by the Returning Officer
· Cleaning duties
· Carpet shampooing
· Distribute milk and fruit on daily basis
· Ensure bin store is maintained and accessible to refuse collectors

Whole school
· To work part of a team and support the role of others at all times contributing to the overall work and ethos of the school
· To undertake personal development through training and other learning activities including performance management, as required
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· To be aware of the school’s child protection policy and undergo enhanced DBS checks



Signed:.....................................................................

Date: ..........................................
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