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	READING BOROUGH COUNCIL


	Department/Directorate:  Education

	Post Reference No: 

	Location:  Geoffrey Field Infant & Junior Schools 

	Job Title:  Site Controller
	Grade/Salary Range:  RG4 SCP11-22 (gateway at scp 17) £28,142- £33,699per annum

	
	

	JOB PURPOSE

	To be responsible for the maintenance, security and management of facilities on school sites; 
To maintain a clean and safe school environment, internally and externally.



	DESIGNATION OF POST AND POSITION WITHIN DEPARTMENTAL STRUCTURE

	Report and liaise closely with the School Business Managers.



	MAIN DUTIES AND RESPONSIBILITIES

	Security
· As principal key holder, lock/unlock school buildings and areas, set and unset alarm system.
· To keep school keys clearly labelled so they are easily accessible.   Ensure that there are sufficient copies of keys and that all door locks are maintained.

· To undertake regular security checks and identify security risks and make recommendations for improvement.
· To be vigilant at all times in the security of the school and keep the grounds free from intruders with due regard to personal safety.

· To respond to school alarm, taking action where appropriate, both in and out of hours. 

· To liaise with police and security contractors.
· To provide emergency access to the school site.
· To undertake school lettings, meeting and greeting hirers, explaining emergency exits and facilities to new hirers and ensuring school is locked up following the letting.
· To ensure electrical appliances are switched off, valuables are secured and the building is secured at the end of the day.


	

	Maintenance
· To undertake minor improvement works and appropriate repairs e.g. redecorating and fixing, minor plumbing, changing light bulbs, clear and repair guttering, erecting shelves, noticeboards.
· To organise and carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is satisfactory and that works are completed in a timely manner.
· To organise and carry out minor decoration programme as agreed with the headteacher.
· To be responsible for the operation of a preventative planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds. 
· Undertake regular site inspections and assess for minor work or repairs required to be carried out to maintain safe and satisfactory conditions.

· To liaise with the other site controller regarding allocation and execution of maintenance tasks.
· To liaise with contractors attending the site, contribute to the planning of remedial works and maintenance projects.
· To ensure mobile phone is charged and worn throughout working hours.
· To oversee the electrical testing of portable electrical appliances and to maintain the appropriate records.
· To check on outside drains above and around the school, arranging for the clearance of debris as required.
· To clear up and make safe the site following an emergency or unexpected damage, such as flooding, fire, vandalism etc including temporary repair to minor damage to the building.

· Monitor and operate heating system, including ensuring boiler room is kept clean and tidy and free of flammable materials.
· To ensure all recommendations raised in the annual H&S outdoor equipment inspection report are actioned in a timely manner. 


	Health & Safety
· Undertake all necessary responsibilities in relation to fire safety systems and regulations, including carrying out daily, weekly and monthly inspections and recording accordingly.
· Assist in termly fire drills and record accordingly. Take relevant remedial actions if required.
· Undertake routine and regular site checks, including all heating and water systems to ensure compliance with Health & Safety requirements, legionella checks, and record accordingly.
· Monitor and record the condition of asbestos throughout the school, raising concerns as appropriate.

· Participate in termly H&S walkabouts with Governors.

· Be the first point of contact for all contractors on site ensuring that they have access to the relevant H&S, safeguarding and asbestos information.

· Ensure all chemicals on site are stored appropriately and that the COSHH register is maintained.

· Have an awareness of water, electric and gas circuits and control valves, if required during an emergency.



	Cleaning

· To collect and assemble waste for collection on a daily basis.
· To maintain to a high standard the designated area of cleaning of the main school hall ensuring all litter bins are emptied daily.
· To maintain standard of hygiene in toilet areas throughout the day, with regard to toilet rolls, ceramic surfaces and fittings; general maintenance of plumbing and drainage in these areas. Provision of towel and tissues in toilet areas.
· To be available to deal with incidents during working hours, eg spillages and breakages, spillage of body fluids to be dealt with in the prescribed manner.
· To ensure all outside areas of the school are kept clean, free of litter, weeds and are gritted in icy conditions.

· To undertake specialist cleaning tasks.

· To ensure that teaching areas are arranged as required for the start of each term.
· To keep all caretaking storage cupboards clean and tidy with all equipment clearly labelled. 

· To monitor stocks of cleaning material, cataloguing resources & undertaking audits as required.


	Resources

· Monitor and maintain stock levels and order equipment and supplies. Issue soap, toilet rolls, tissues, cleaning materials, and other such items as required by the school.

· To create and maintain a purposeful, orderly and productive working environment.
· To be responsible for maintaining records and data, producing analysis and reports as required.


	Organisation & Supervisory

· To demonstrate and assist in the safe and effective use of specialist equipment/materials.
· To provide advice and training as required.
· To coordinate deliveries to the school site.  


	School Support
· To provide portering duties e.g. moving furniture and equipment within the site and the set out of chairs as required 
· To be responsible, in conjunction with the Bursar, for the administration and control of appropriate areas of the budget

· To ensure compliance by self and others with all health and safety policies and procedures, COSHH and Legionella requirements.

· To promote and ensure the health and safety of pupils, staff & visitors (in accordance with appropriate health & safety legislation) at all times
· To be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person.
· To contribute to the overall ethos/work/aims of the school.
· To participate in training and other learning activities as required.
· To recognise own strengths and areas of expertise and use these to advise and support others.
· To ensure safe use by self and others of equipment and materials.
· To establish constructive relationships and communication with contractors and other agencies/professionals.
· To attend and participate in regular meetings

· To treat all users of the school with courtesy and consideration

· To present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all


	Gateway Criteria
· Assist with making arrangements for planned maintenance and larger development works, to gather quotes and advise on best value to ensure that the most appropriate service is procured, in conjunction with the Bursar.  To oversee the satisfactory completion of work in a timely manner, taking into account H&S considerations, and ensuring all projects remain within budget at all times.

· To be the main point of contact between school and contractors, ensuring all operate within prescribed H&S and CDM regulations.

· To assist in the supervision and development of staff, providing specialist advice and training to others.
· Day to day co-ordination and supervision of cleaning contractors; providing guidance and support to cleaning staff to enable a high standard of cleaning. To also include planning and supervising summer holiday deep cleaning.
· Work closely with the Bursar to manage the school cleaning and maintenance budgets, ensuring are kept within agreed levels, and manage stock appropriately.
· Demonstrate competency at NVQ Level 3 in a relevant subject area (or have equivalent experience)




	SPECIAL/OTHER REQUIREMENTS or RESPONSIBILITIES OF THIS POST

	Safeguarding
The Authority/School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  A satisfactory DBS check will need to be obtained prior to commencement of employment

What level of DBS check is required for this post?                                 Enhanced 
Universal Safeguarding Training must also be completed

Health and Safety                                                                  Level 3
All staff:

· must act in the interest of health and safety, both their own and that of members of the public and others.

· must co-operate with the efforts of management to ensure health and safety.

· must attend training provided, read documents provided and put into practice all instruction intended to ensure safety.

· must report all accidents, incidents and hazards immediately to their line manager.

· must respect and make proper use of all equipment provided to ensure safety in the workplace.

· must refer any health and safety issues to the next level of responsibility, if they feel they are not authorised to deal with the issue.
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	Reading Borough Council


	Department/Directorate: Education

	Job Title:  Site Controller 
	Post Reference No:



	
	

	Qualifications/Education/Training:
	
	

	· Willingness to undertake training
· Good numeracy/ literacy skills

· Computer literate



	Experience:
	
	

	· Caretaking experience



	Skills and Abilities:
	
	

	· Working knowledge of relevant Polices/ Legislation/codes of practice, to include;
· Health and Safety

· COSHH

· Fire safety requirements

· Legionella

· Asbestos awareness

· Manual Handling 

· Ability to work proactively and collaboratively

· Ability to relate well to children and adults

· Ability to work at height

· Team leading skills



	Specific Working Requirements:
	
	

	Expected to comply with any reasonable request from a member of the Senior Leadership Teams to undertake work of a similar level that is not specified within this job description or to work both antisocial hours or at weekends if necessary.
Own transport is desirable.




Classification: OFFICIAL
Classification: OFFICIAL
Classification: OFFICIAL

_954222851.doc
[image: image1.png]






_966257329.doc
[image: image1.png]






