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Purpose of job: To be responsible for the buildings and grounds of the school, liaising regularly with the Headteacher on all aspects of looking after the site, including the cleaning. Complete daily visual inspections to ensure the site is secure and safe. Undertake routine checks, including: maintenance, security and health and safety checks. Ensure Health and Safety compliance. Manage and monitor contracts and contractors. 
1.  Maintenance and Repairs:
· Inspecting the site and grounds, identifying necessary repairs, and reporting them to the Headteacher.
· Undertaking minor repairs such as plumbing, carpentry, plastering, and painting.
· Liaising with contractors for larger maintenance or repair projects.
· Ensuring the school's heating, lighting, and plumbing systems are functioning correctly.
· Overseeing minor building works and obtaining necessary quotes. 
2. Security:
· Ensuring the school premises are secure and safe. 
· Acting as a key holder and opening/closing the premises as needed. 
· Monitoring and reporting on security matters, including perimeter fences and alarms.
· Ensuring fire safety equipment is in working order and regularly tested. 
3. Cleaning and Grounds Maintenance:
· Cleaning light fittings, toilets, and other areas as required.
· Ensuring hygiene facilities are well maintained.
· Arranging for the purchase and storage of cleaning supplies.
· Maintaining a safe and litter-free environment, including sweeping playgrounds, pathways and the outdoor classroom.
· Ensuring the school is accessible in adverse weather conditions (e.g., using grit/salt).
· Watering indoor and outdoor plants. 
4. Health and Safety:

· Ensure all duties are carried out in accordance with Health and Safety legislation and wear protective clothing in accordance with Health and Safety legislation as required.
· Ensure all Planned Preventative Maintenance (PPM) and routine statutory inspections and maintenance of the building, plant and equipment is completed to schedule, including: fire, gas, electricity, P.E equipment, playground apparatus, water quality, asbestos and PAT Testing. Follow up if any action is required. 
· Keep accurate manual and computerised records.
· Carry out regular risk assessments and maintain the Risk Register.
· Report any perceived risks to the Headteacher. 
· Ensure that the premises are kept free from pests and vermin.

5. Training:

· Undertake appropriate training.
· Provide training and guidance to other members of staff to enable them to carry out their duties in a safe and efficient manner.
4. Other Responsibilities:
· Liaise with the school’s cleaning company and ensure standards are maintained.
· Assist with the setup and clearing of furniture and equipment for events.
· Respond to emergencies, such as fire or floods.
· Work with the Headteacher on all aspects of site management.
· Ensure compliance with health and safety regulations.
· Maintaining Smartlog. 
· Manage visitor access.
6. General:

· Respond in a courteous manner to enquiries from the school community and external visitors.
· Work with initiative and rigour.
· Be confidential.
· Complete appropriate paperwork, for example, orders for materials and supplies, health and safety records and preparation for contractors visits.
· Be responsible for the setting of school clocks and make sure they are synchronised.
· Undertake any other duties as appropriate to the grade of the post as requested by the Headteacher.
