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                JOB DESCRIPTION 

 

School:   The FitzWimarc School 

 

Post:    Site Assistant 

 

Responsible to:                         Assistant Site Manager, Site Manager 

  

Band:    Band 1W points 1-3 

 

Post Holder:    
 

 

Purpose of the job:       
To contribute to the smooth running of the School by carrying out a range of caretaking and cleaning duties 
including security and supervision of the site and related equipment. 
 
Duties and Responsibilities: 
The duties of the post as outlined will be subject to the appropriate risk assessment, safe systems of work and 
appropriate equipment being available and the relevant competencies of the postholder. 
 
Security  

 To act as keyholder, carrying out routine and non-routine security procedures for the buildings and 
grounds.  

 Responding to calls outside working hours as a result of break-ins etc. and/or the setting off of the 
burglar alarm(s).  

 Providing access, where possible, to the premises and classrooms in the event of snow or minor 
flooding or similar emergencies. 

 Liaising with contractors and advising the Site Manager of their presence. 

 Liaising with hirers during lettings. 

 Assisting visitors on the school site. 
 

Cleaning 

 Undertaking cleaning including secondary cleaning. 

 Washing internal walls e.g. classrooms, corridors, including cleaning at a high level where appropriate 
safety equipment is available and a safe system of work has been defined in accordance with Health 
and Safety requirements. 

 Window cleaning, including cleaning at a high level where appropriate safety equipment is available 
and a safe system of work has been defined in accordance with Health and Safety requirements. 

 Washing and cleaning of diffusers and replacing bulbs/tubes, including at a high level where 
appropriate safety equipment is available and a safe system of work has been defined in accordance 
with Health and Safety requirements. 

 Ensuring that all areas within the site are free from litter and that all drains and gullies are free flowing 
and clean. 

 Monitoring the standards of cleanliness of premises and furnishings reporting deficiencies to the Site 
manager. 

  
Caretaking 

 Undertake routine maintenance of the premises e.g. painting, decorating and minor DIY. 

 Drawing the attention of the appropriate authorities via the Site Manager to any repairs or 
maintenance work required at the premises. 

 Operating the heating plant so that the required temperatures are maintained in the premises and an 
adequate supply of hot water is available.  Carrying out frost precaution procedures. 

 Ensuring that all caretaking equipment is in a safe and working condition and arranging for repair as 
appropriate. 

 Carrying out routine procedures or checks on ancillary equipment, e.g. checking batteries, automatic 
pumps and areas subject to flooding. 

 Carrying out school based procedures in the event of fire, flood, breaking and entering, accident or 
major damage. 
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 To regularly replenish supplies around the site e.g. roller towels, hand towel, toilet rolls and other 
consumable items. 

 Monitor the attendance of contractor services e.g. mats; hand towels, to ensure agreement is met 

 Taking delivery of stores, materials and other goods and conveying them to their points of distribution.  

 Dispatching laundry, goods, materials etc. 

 Carrying out grounds maintenance and line marking, as required. 

 Assist with Statutory Checks and compliance monitoring, as required 

Other duties 

 Planning own work. 

 Undertake letting and related duties, in accordance with the Local agreement, including weekends on 
a rota basis. 

 Monitor Site staff email account for incoming jobs and update according to actions taken 

 Preparing the school premises and site for out of school activities. 

 Undertake statutory checks on school vehicle(s). 

 Delivery and collection of sundry items and equipment to/from suppliers 

 To cover the absence of colleagues, as required. 

 Advising the Site Manager of the hours worked by completion of time sheet. 

 Compliance with Health & Safety and Codes of Practice at all times. 

 To undertake any training commensurate to the post. 
 
General 

 At all times to carry out the duties in accordance with school-based policies and Health and Safety 
procedures.   Such other duties relating to the use of the premises and site as may be necessary from 
time to time in accordance with established local practice or with the reasonable requirements of the 
School and governing Body. 

 To participate in the performance and development review process, taking personal responsibility for 
identification of learning, development and training opportunities in discussion with line manager. 

 To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace 

 Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities 
Policy 

 The Governing Body is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share in this commitment 

 The duties above are neither exclusive nor exhaustive and the post holder may be required by the 
Headteacher to carry out appropriate duties within the context of the job, skills and grade 

 
 
 

NOTES 

The above responsibilities are subject to the general duties and responsibilities contained in the statement of 
Conditions of Employment. 
This job description allocates duties and responsibilities but does not direct the particular amount of time to be 
spent on carrying them out and no part of it may be so construed.   
This job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once 
a year and it may be subject to modification or amendment at any time after consultation with the holder of the 
post. 

The duties may be varied to meet the changing demands of the school at the reasonable discretion of the 

head teacher. 

This job description does not form part of the contract of employment.  It describes the way the post holder is 

expected and required to perform and complete the particular duties as set out in the foregoing. 

 
 
 
 

Agreed by…………………………………………….     (Postholder) 
 
   
And ……………………………………………………     (Headteacher) 
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Date …………………………………………………………… 


