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Glade Primary School
Site Supervisor
                       JOB DESCRIPTION 
 
JOB PURPOSE: 
To carry out a full range of duties to provide high standards of cleanliness, general security and maintenance of the school premises. To include cleaning, handyperson activities and supervision of school cleaning staff. 
 
JOB SUMMARY:  
1. Manage an effective caretaking service. 
2. Inspect and record standards of cleaning and grounds. 
3. Under the direction of, and with the support of, the Business Manager the post-holder will supervise, direct and quality assure the day-to-day work of the cleaners. 

KEY RESPONSIBILITIES AND ACCOUNTABILITIES 
	Main Tasks 
· As the main key holder, be responsible for the security of the school premises. Carry out security procedures for school buildings and grounds. 
· Be responsible for locking and unlocking school premises outside of normal school hours and setting security alarm systems as required. Responding to security alarm or other call outs in accordance with agreed procedures. Where possible, ensure access in the event of snow, flooding or other emergency situations. 
· To monitor fire drills, fire safety equipment and record keeping. 
· Undertake and record regular checks on play equipment, legionella risk, alarm systems, ladders and fire extinguishers and report any problems arising. 
· Inspect, monitor and record building cleaning standards and cleaners’ performance. Supervise, direct and train cleaners.  
· Contact directly the appropriate services in the event of the following emergencies: fire; flood; break-in; vandalism; accident. 
· Obtaining quotes from contractors for school maintenance.
· Escort contractors to site of repairs and maintenance, monitor the safety of their working practices/quality of work.
· Monitor, order and take delivery of stores, goods and equipment, including cleaning materials and arrange their safe storage and distribution as appropriate.
· Ensure safe pedestrian access at all times, including keeping paths and entrances clear of leaves and moss, as well as gritting and snow clearing during severe weather.
· Treat car park and playground areas with salt/grit as appropriate.
· Clean outside hard areas three times per week, e.g. playground, paths and entrances, collect all litter, empty and collect litter from outside bins and convey to nominated collection or disposal point.  Clean gullies and drains at surface level. 

· Maintain forest area (twice-weekly) checking for broken trees/overhanging branches that could pose a safety risk.
· Maintenance of all outdoors areas including gardening. Ensure grounds are kept tidy e.g. weeded, swept. Ensure yard and steps are free from leaves, moss and mud.
· Maintain staff and pupil toilet facilities, ensuring they are in working order and appropriate supplies of consumables are available.
· Assist with enquiries from staff and employees, workmen and contractors, and supervise report their presence to the Headteacher/Business Manager.  Direct workmen and contractors to the site of repair and maintenance work.  Inspect, monitor and record work performance. 
· Notify the Headteacher/Business Manager and contractors, where appropriate, of the necessity for any repairs or maintenance. 
· Carry out non-specialist building maintenance work, e.g. plumbing, glazing, carpentry, decorating etc., where such work is agreed as being within the reasonable capacity of normal handyperson/DIY skills with strict adherence to Health & Safety regulations.   
· Read meters and record as required, including assistance with energy conservation procedures. 
· Take out of use caretaking and cleaning equipment known to be faulty and report the need for repair. 
· Remove all refuse internally collected from within the school and convey to nominated collection point for incineration or collection by refuse contractor. 
· Accept deliveries of stores, materials and other goods and convey to appropriate storage areas. 
· Move furniture and equipment as required.   
· Carry out cleaning in specified areas as allocated by the school, including emergency cleaning as required i.e. as a result of an accident, sickness, vandalism (may be required to clean critical areas e.g. toilets). Maintain adequate supplies of caretaking requirements and cleaning materials and keep records. 
· During school closure periods undertake floor treatment work i.e. preparation, application of polishes and seals.  Inspect and maintain certain school equipment, effect minor repairs and report defects. 
· Take suitable measures as deemed necessary to ensure the protection of the school. 

            Health & Safety
· Comply with the requirements of Health & Safety at work regulations, and carry out Audits as required.
· Take reasonable care for the Health & Safety of yourself and others, including adherence to ‘lone working’ guidelines.
· Cooperate with the school to ensure that Health & Safety responsibilities are carried out.
· Perform duties in line with Health & Safety and COSHH regulations and take action where hazards are identified, reporting serious hazards immediately to the Headteacher or the SBM.
             Resources
· Use manual tools and power tools for appropriate repair and maintenance tasks. Cleaning equipment, including buffing machine and cleaning chemicals, will be used on regular basis
· Have understanding of how to operate school alarm and CCTV systems.
	





            General 
· Work within school policies and procedures. 
· Contribute to the provision of an effective environment for learning. 
· Support the promotion of positive relationships for parents and outside agencies. 
· Attend skill training and participate in personal/performance development as required. 
· Take care of own and other people’s Health & Safety. 
· Be aware of the confidential nature of issues. 
  
	  Other Responsibilities 
· Carry out any such duties as may be reasonably required by the school.
· Carry out related administrative tasks.
· Ensure communication with all stakeholders and have a working knowledge of email software.
· Have a working knowledge of software such as Microsoft Word and Excel.
· Willingness to undertake training, possibly off site and to attend meetings required to satisfactory requirements.
· Some lifting is required. Routine cleaning may include the movement and handling of cleaning equipment, machinery and school furniture.
· To report to Governors, Headteacher and SBM in relation to Buildings Committee.
· Supervise lettings ensuring users adhere to the terms of their letting.

 
	Records Management 
· All staff who create, receive, and use records in the course of their job are responsible for ensuring that records are managed appropriately. It is therefore likely that this post-holder will have responsibility for record-keeping as part of the role

The job description is not necessarily a comprehensive definition and the Site Supervisor may be required to undertake such tasks appropriate to the position as the Headteacher may require.
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PERSON SPECIFICATION 
	 	 
	 
	Assessed by: 

	 
No 
	
CATEGORIES 

	 
Essential/ 
Desirable 
	 
App 
Form 
	 
Interview/ Task 

	QUALIFICATIONS 
	
	

	1.  
	GCSE in English Language and Maths at grade C or above 
	E 
	  
	 

	KNOWLEDGE 
	
	

	2.  
	An understanding of the main Health & Safety Regulations, including COSHH and risk assessment, and how they apply in a school environment. 
	D
	 
	 

	3.  
	A knowledge of procedures associated with the recruitment, supervision and training of other employees. 
	D 
	 
	 

	EXPERIENCE 
	
	

	4.  
	Experience of carrying out specialist building maintenance work, within the reasonable capacity of a normal handyperson. 
	D 
	 
	 

	5.  
	Experience of keeping work records. 
	E 
	 
	 

	SKILLS & ABILITIES 
	
	

	6.  
	Ability to undertake a range of Site Supervisor and cleaning duties. 
	E 
	 
	 

	7.  
	Ability to identify work priorities and manage own workload, whilst ensuring that lower priority work is kept up to date. 
	E 
	 
	 

	8.  
	Ability to act on own initiative, dealing with any unexpected problems that arise. 
	E 
	 
	 

	9.  
	Demonstrate good inter-personal skills and communicate with a range of people. 
	E 
	 
	 

	10.  
	Ability to provide high quality supervision, training and support to cleaning staff. 
	E 
	 
	 

	11.  
	Ability to inspect and record the work of others. 
	E 
	 
	 

	12.  
	Ability to work effectively and supportively as a member of the school team. 
	E 
	 
	 



We want our school to be a great place to work and to ensure that our communities are represented across our workforce.  A vital part of this is ensuring we are a truly inclusive organisation that encourages diversity in all respects, including diversity of thinking. We particularly welcome applications from Black, Asian and those of Other Ethnicities, LGBT+, disabled and neurodiversity communities to make a real difference to our community so that equalities and justice remains at the heart of everything we do.
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