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JOB DESCRIPTION

JOB TITLE:

Site Agent

RESPONSIBLE TO:
Headteacher / Business Manager

JOB PURPOSE:
To ensure that the School buildings and grounds are fit for purpose and are effectively maintained with particular emphasis on security, heating, lighting, cleaning, plumbing and general maintenance.

To support the Headteacher, Business Manager and Business Administrator and Governing Body as a key point of contact and liaison for contractors, related service agencies and the local community.

HOURS:

37 Hours per week

Main duties and responsibilities

· Security of premises

· Heating and lighting/energy conservation

· Cleaning and hygiene

· Maintenance of furniture, fittings and equipment

· Maintenance of premises incl. statutory maintenance
· Other miscellaneous duties

Security of premises


1. Ensure that the school is open for staff and pupils each school day.


2. Ensure that the school is open to persons who have hired the premises for private use.


3. Ensure that all doors and windows are secured and all lights and heaters are switched off after use.


4. Check for smell of gas and check all master gas controls are in “off” position every night. 


5. Take reasonable steps to deter trespass on school premises and unauthorised parking of vehicles.


6. Carry out any necessary duties associated with the intruder, access control and fire alarm systems.


7. Check on a regular basis that fire extinguishers are in place as appropriate and are in working order.

8. Carry out tests of the fire alarm on a weekly basis and record as necessary.


9. Undertake the responsibility of keyholder and where possible nominate a deputy to cover for periods of absence.

10. Ensure that external security lighting and CCTV is functioning as required.


Heating and Lighting/Energy Conservation

1. Ensure that the school is up to the required temperature by 9am each school day.


2. Manually shut down heating and switch off fan-heater’s air conditioning etc at any time when not required, e.g. early and late heating season.


3. Check for correct setting of room thermostats, thermostatic radiator valves and fan convector thermostats.


4. Ensure services are closed down during school holiday periods.


5. Keep boilers clean as per instructions and keep boiler-house clean and tidy and undertake regular checks.


6. Ensure that no flammable materials are stored in the boiler-house.


7. Replace light bulbs and tubes as required, applying appropriate health and safety regulations, (maintaining stock by ordering through the Finance department).


8. Take monthly readings of all fuel meters, including water, record all readings and report promptly any fault giving rise to excessive consumption. 

9. Ensure that taps and toilets are operational and efficient.

10. Ensure that checks are made on the emergency lighting as required.

11. Ensure that legionella tests are carried out in accordance with the statutory guidance and that records are maintained appropriately.

Cleaning and Hygiene

1. Monitor the standards of cleanliness and hygiene throughout the premises, and provide feedback to the Business Manager. (A contract cleaning company currently have responsibility for cleaning the school)

2. Ensure that stocks of soap, paper towels, toilet rolls etc are maintained and replenished as necessary; organising orders through the Finance department.

3. Ensure that litter and graffiti are removed from both inside and outside the buildings, and that external litter bins are emptied regularly.

4. Ensure that the playground, tennis courts, multi-use games area, paths and all hard areas are kept clean and tidy of leaves, litter etc. and all drains and gullies are kept clear and free flowing.

5. Ensure that litter is removed from the school grounds including the sports field and fence line.

6. Use appropriate equipment to clean the specialist surface of the multi-use games area on a monthly basis.

7. Ensure that the sports hall floor is cleaned once a week using specialist equipment.

8. Ensure that the environment is clear of hazardous materials/equipment.


Maintenance of furniture, fittings and equipment

1. Ensure that furniture, fittings and equipment are checked regularly, carrying out repairs and replacements as necessary, advising the Business Manager where major expenditure is required.

2. Ensure that all rooms are appropriately equipped with furniture and that equipment is in position.

3. Ensure that any furniture or equipment that may have been used, or moved, for such things as meetings, lettings, special events or activities are correctly in place for normal school working.


Maintenance of Premises

1.
In liaison with the Business Manager to devise and implement an annual maintenance programme.

2.
Make arrangements for routine repairs and maintenance work to be carried out, in liaison with the Business Manager.

3.
Ensure that a system is in place for staff to report repair and maintenance issues as they arise.

4.  Carry out the drain maintenance schedule.

5.
Carry out handyperson duties in respect of minor or temporary repairs and decorating, both inside and outside of the school building.

6.
Monitor all work carried out by contractors on the school site and report issues to the Business Manager.

7.
Liaise with contractors in respect of grounds maintenance.

8.
Ensure that access to the school in the event of bad weather is maintained, ensuring that paths, slopes and steps are clear of snow, ice, leaves, flood water etc.

Other duties

1.
Plan your work allocation appropriately, using both initiative and flexibility.

2.
Take delivery and store materials, make arrangements for storing them and undertake general porterage duties of equipment, furniture and other resources as required.

3.
Make out timesheets for any overtime or lettings as appropriate.

4.
Ensure that all lettings are serviced appropriately including setting out and putting away the equipment and that the school premises are secure and safe during these lettings.

5.
Assist at school events, such as Parents’ Evenings, Open Evenings, Concerts etc., with such things as supervising car parking and security checks.

6.
Carry out weekend and holiday security checks, if required by the Headteacher.

7.
Be aware of and adhere to all procedures on health and safety, including asbestos procedures.  Fulfil the health and safety monitoring procedures that are required by statute.

8.
Attend all essential health and safety training courses, including training in asbestos procedures, as determined by the management of the school.

9.
To assist with any premises visits/inspections as required.

10. To know and follow school policy especially in regard to Health and Safety, financial procedures and equal opportunities

11.
To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.

12.
Undertake any other duties of a similar level and responsibility as may be required from time to time.
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