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Site Supervisor and Mini Bus Driver – Job Description


Salary: Elutec salary range B - £20,114- £24,878 (depending on qualifications and experience).

Responsible to: School Business Leader

Terms and Conditions of Employment (key points):  
Full time or Part time.  Hours to be agreed.

Key Responsibility

1. To ensure a safe environment for all students and staff.
2. To be responsible to the School Business Leader for the provision of an effective premises management support service to the school.
3. To ensure a clean, tidy and well maintained environment.
4. To be responsible for all caretaking duties, portering, maintenance and security of premises and grounds, and for the monitoring of all cleaning.
5. To ensure that the day-to-day running and maintenance of the premises is efficient
6. To ensure the premises complies with Health and Safety regulations and avoids wastage.
7. To be available to drive the minibuses as and when needed and carry arrange regular servicing and repairs.

Main Duties

SECURITY
8. To be responsible for the total security of the whole site, the premises and their contents. This includes:
a. Ensuring access when the premises are required to be open, as arranged by the School Business Leader.
b. Ensuring that at the end of the day or other appropriate times, all doors, windows and gates are locked, gas and electrical appliances are turned off and all security alarms are set and working correctly.
c. Checking, at least monthly, all perimeter fences, security devices, fire appliances and alarms.
d. Monitoring and administering CCTV system.
e. Monitoring, reporting and advising the School Business Leader on all security matters.
f. Preventing trespass, theft and unauthorised parking.
g. To ensure the maintenance and testing of the fire and intruder alarms, and ensure annual inspection of fire prevention equipment.
h. Being a registered keyholder to be called out to the school, when necessary, as emergencies arise.

MAINTENANCE

9. To ensure that the whole site, including the premises, furniture and fittings and the grounds are maintained in a good condition. This includes:
a. Carrying out minor repairs where possible, including repairs to furniture, fixtures and fittings.
b. Carrying out minor decorating and paint repair tasks.
c. Ensuring that light bulbs are replaced as required.
d. Recording, investigating and reporting all repairs requiring specialist work (e.g. electrical).
e. Supervising and liaising with the grounds maintenance contractors, gardeners and other workers to maintain the appearance of the grounds and the gardens.
f. Ensuring the minibuses are serviced on a regular basis, kept clean and ready for use at all times.
10. Develop and update a schedule of all planned maintenance, be it weekly, monthly, annual or at whatever interval.
11. In liaison with the School Business Leader to report on, arrange and oversee any alterations, redecoration, building and maintenance contracts and specialised repair work, and keep up to date records of all work needed or already carried out. This will include directing contractors, explaining repair needs and inspecting completed work.
12. To carry out at least termly, inspections of the whole premises and grounds, and to provide written notes to the Finance Committee of the Governing Body on maintenance requirements.

CLEANING

13. To monitor all cleaning services and contracts and to liaise with contractors to ensure satisfactory standards of hygiene are maintained in accordance with the Cleaning Schedule.
a. To supervise and monitor the completion of cleaning tasks by the cleaning team.
b. To submit reports on cleaning to the School Business Leader as required.
c. To collect and dispose of all waste, refuse and surplus materials and ensure that outside litter bins are emptied as required.
d. To ensure that toilets, sink areas and showers are ready for use and that the soap, toilet rolls and towels are replenished as necessary.
e. To keep all drains clear of debris.
f. To make appropriate arrangements to clear up when pupils have been sick in school, or in the playground.
g. To ensure that the grounds, pathways and tarmac areas are swept regularly.
h. To ensure the school is clean and tidy and conducive to learning, e.g. litter picking, collecting and disposing of refuse, clearing animal waste, disinfecting bins as required.
i. To carry out emergency cleaning, if required.

ENERGY AND SERVICES

14.  To keep up to date records, monitor and report on the use of all services (water, gas, electricity etc.), in order to reduce wastage and control costs.
15.  To monitor, operate, adjust and maintain all heating plants to ensure economic use which provides a comfortable level of heating throughout the premises.
16. To set frost controls and minimize the heating, lighting and water use during school closure periods.

HEALTH AND SAFETY

17. To report immediately to the Principal or School Business Leader any accident, dangerous occurrence or practice, or threat to health and safety and enter it in the incident book.
18. To provide safe access in the event of snow, ice or flooding.
19. To undertake the annual check of electrical equipment within the school, after appropriate training.
20.  Ensure that regular/annual checks are undertaken on services and equipment, arranging for suitably trained personnel to visit as necessary.
21. Plan, instigate and maintain records of fire practices, alarm tests and health and safety compliance certificates
22. Ensure the school’s written health & safety policy statement is clearly communicated and available to all people.
23. Ensure the health & safety policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals or as situations change. 
24. Enable regular consultation with people on health and safety issues. 
25. Ensure systems are in place to enable the identification of hazards and risk assessments.
26. Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the School business leader. 
27. Ensure the maximum level of security consistent with the ethos of the school. 
28. To undertake general assistance to staff, including portering (e.g. moving furniture and equipment, setting up for Parents Evenings, School Events etc.).
29. To log, investigate and take suitable action on any complaint about security, cleaning, heating, repairs or maintenance, reported by staff or others.
30. To undertake job related training or courses as required.
31. As far as possible, to keep the School Business Leader/reception staff informed of his/her whereabouts on site at regular intervals throughout the day.
32.  To check on a daily basis with the School Business Leader for duties to be undertaken.
33. To carry out other duties of a similar nature from time to time as may be required by the Principal/School Business Leader.
34. All duties must be carried out to comply with the Health and Safety at Work Act and relevant Nationally agreed Codes of Practice.

LETTINGS

35.  To liaise with the School Business Leader over lettings and bookings of the premises.
36. To supervise evening and weekend lettings, liaising with the hirers and providing assistance as required.
37. To ensure that furniture, materials and equipment are provided as required in the lettings agreement and replaced afterwards.
38. To ensure that during lettings the normal daytime duties in this job description are carried out with particular attention being paid to security.

This role and job description will be reviewed annually as part of your professional development.
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