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	IQRA PRIMARY SCHOOL

	Location:  Fernside, Off Wexham Road, Slough
Berkshire SL2 5FF

	Job Title:  Assistant Site Controller/ Caretaker
	Grade/Salary Range:  Level 2 SCP 2-4
37.5 hours per week including half an hour per week contracted overtime, term-time only plus 15 days (10 days during school holidays and 5 Inset days)

	
	

	JOB PURPOSE

	Job Purpose:  The purpose of this role is to ensure that school buildings and site are maintained to a high standard and are secure.  



	DESIGNATION OF POST AND POSITION WITHIN DEPARTMENTAL STRUCTURE

	Headteacher

(
School Business Manager
(
Site Controller



	MAIN DUTIES AND RESPONSIBILITIES

	Key Functions and Responsibilities, under the direction of the Headteacher, Business Manager, Site Manager/Controller:
· Deputise for the Site Manager/Controller as and when required (see Job Description for duties).
· Undertake general maintenance and cleaning duties in order to ensure that the school buildings and the school site are maintained to a high standard and are secure, to include but not restricted to:
-   General painting and decorating requirements

-   Basic plumbing – replacing taps and washers, drain clearance, etc.

-   Carpentry requirements – putting up shelves, boxing in, fixing doors, etc.

-   Maintenance and repair of outside play equipment as directed

-   Maintenance and safe use of power tools

· Other building maintenance duties as required.

· Monitor and update daily issues raised on Property Prefect, ensuring tasks are prioritised and completed to required standard and within appropriate timescales
· Supervision of the car park at the beginning and end of each day.

· Opening/closing the school when required including deputising duties of responding to emergency call out/alarm activation in the absence of the Site Controller.
· Schedule annual maintenance and safety checks.

· Ensure all allocated equipment and materials are stored safely and securely in order to prevent unauthorised access and potential accidents/misuse.

· Ensure all records and associated paperwork is complete in line with the schools’ requirements and to meet processing deadlines.
· Perform duties in line with Health and Safety requirements.

· Take swift and immediate remedial action where hazards are identified including the immediate removal of hazardous waste (e.g. excrement, vomit, urine).

· Report serious hazards to Headteacher/Business Manager/Site Controller immediately.

· Ensure all policies are implemented including record of work

· Any other duties as required.

· Maintain confidentiality.



	  

	SCOPE OF JOB  

	· Responsible for complying with Health and Safety legislation and Building regulations as appropriate
Safeguarding - responsibility of all staff to:

· Provide a safe environment in which children can learn.

· Promote and actively support the School/LA’s responsibilities towards Safeguarding through the relevant policies and procedures.

· To identify children who may be in need of extra help, or who are suffering, or are likely to suffer, significant harm.

· To take appropriate action, working with other services as needed.

In addition to working with the Designated Safeguarding Lead, staff members should be aware that they may be asked to support social workers to take decisions about individual children.


	SPECIAL/OTHER REQUIREMENTS or RESPONSIBILITIES OF THIS POST

	Level of DBS check required for this post:                                                           Enhanced 
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	IQRA Primary School


	Job Title:  Assistant Site Controller/Caretaker

	
	

	Qualifications/Education/Training:
	
	

	Good general level of education including literacy and numeracy
NVQ L2 (desirable)
Aware of up to date Health and Safety regulations associated with the post

Knowledge of appropriate Health and Safety regulations COSHH

IOSHH qualification

Willing to attend appropriate training courses as necessary



	Competencies:
	
	

	1. Good standard of written and spoken English. 

2. Good standard of numeracy skills.

3. IT literate (desirable).
4. Able to communicate effectively with colleagues and pupils both orally and in writing.

5. Able to work on initiative within a framework of direction.

6. Able to place orders and keep record of stock control.  Re-order materials as necessary.
7. General building experience and good carpentry, plumbing skills etc.

8. Physically able to lift and move heavy equipment.

9. Plays a key role as a point of contact within the community/school neighbours, as contact is often made with the post holder first where problems exist.

10. To be able to manage time, prioritise and meet deadlines.
11. Able to operate the security, lighting and heating systems.

12. Awareness and knowledge of Health and Safety.  Also aware of manual handling and lifting techniques.

13. Competent to prepare risk assessments and refer any areas of concern to the relevant person.

14. Able to research and inform the school of any relevant changes in respect of regulations relating to systems and equipment.

15. Knowledge and ability to use correct and appropriate chemicals and record as necessary on COSHH register.

16. Fit and able to work at heights, if required.

17. Able to undertake emergency repairs to minimise disruption to the school working day.

18. Attend meetings relating to job role.
19. Any other duties as required.



	Specific Working Requirements:
	
	

	1. To accept longer working hours during periods of high workload.
2. To come in at short notice if there is an emergency at school.
3. If required, to do extra hours during the school holidays to complete projects while the children are not in school.

4. Deputise duties of the Site Manager/Controller as necessary.
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