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Balcombe C E (C) School

London Road, Balcombe, West Sussex, RH17 6HS


Headteacher: Wendy Millbanks

Telephone: (01444) 811403


Email: office@balcombeschool.co.uk

www.balcombeschool.co.uk
1. General Details

Title of Post:  Premises Officer . Permanent , Part Time
Hours: Monday to Friday 8.15 am to 1.15 pm / Term time only
Salary Grade: 4 Point 5-6 £9.74 - £9.94 per hour
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Balcombe is a friendly village community situated midway between Crawley and Haywards Heath in a designated area of outstanding natural beauty.  The school plays an active part in community life.

Balcombe Primary School is a five class school, currently providing an excellent education for 130 pupils. The building is old, but well cared for and provides for a  bright and cheerful environment.  The grounds incorporate a ball court, playground, field stage, pond and wild area, which is also used to enhance learning. Our pupils are highly motivated and love coming into school.

2. Purpose of the Role

We are looking for an enthusiastic person who would enjoy looking after our school and maintaining our environment to a high standard. The hours are 25 per week to be used for general maintenance, making sure that the site is safe for pupils and staff, ensuring health and safety checks and compliance with legislation and assisting with general supervision. We need someone who can use their initiative, manage their own workload and has a range of good DIY skills. Some additional hours may be required during the school holidays.
     3. General Duties 
· To ensure that the management and maintenance of the school buildings and environment are effectively undertaken 

· To undertake repairs and DIY projects (i.e. those not requiring a qualified craftsperson) as necessary/directed, that contribute to the maintenance of the school premises (e.g. remedial painting and decorating, repairs to fittings and small scale improvements, repairs to taps and cisterns, fitting shelves/notice boards, etc)
· To set and monitor the school heating and hot water systems 

· To ensure the school is kept clean and tidy and is conducive to learning e.g. litter picking, collection and disposal of refuse, disinfecting bins, etc.

· To ensure safe pedestrian and vehicular access at all times, including keeping paths and entrances clear, as well as gritting and snow clearing during severe weather

· To ensure that all tools and cleaning products are stored correctly and are not accessible by pupils and that hygiene standards and regulations are met. 

· To ensure that orders received into school are delivered to the appropriate area as necessary 

· To ensure light bulbs, fluorescent tubes and starter switches, etc are changed as necessary and fittings and shades are cleaned regularly 

· Check trees for broken/overhanging branches that could pose a safety risk

· Maintain staff and pupil toilet facilities and drains ensuring they are in working order

· To undertake window cleaning as required 

· To collect and dispose of all waste, refuse and surplus materials 

· To carry out emergency cleaning if required
· To set up and put away tables and chairs ready for lunch. Help lunch supervisors with clearing of tables.

· Clean and polish hall floor as required 
Premises Management

· To develop appropriate monitoring procedures to ensure that the school site is kept clean, safe and in a good state of repair and stocked with all necessary supplies 
· To carry out regular checks and inspections of the premises, equipment and grounds keeping accurate records where appropriate 
· To respond to work requests from the business Manager on a daily basis
· To meet with County officials and Governors for Health & Safety / Tree inspection / Grounds Walk around  
Security

· To be responsible for the security of the premises, responding to security alarm or other call outs in accordance with agreed procedures
· To check all perimeter fences, security devices, fire appliances and alarms 
· To ensure that the fire call points, intruder alarms and emergency lighting are tested weekly and results recorded 
· To act as main key holder for the school on call-outs
· To alert the Business Manager or Head Teacher to any risk to a breach of security and deal with any incident affecting security as directed
· Supervising contractors as appropriate, regarding, access to the site, H&S inductions, monitor and log the progress of the work and ensure that work is carried out to the required standard, as appropriate, and the work site has been left in a safe and secure condition.
Health and Safety

· To have knowledge of the location of all water and gas stop cocks and mains electricity power breakers, etc 

· All duties to be carried out in compliance with the Health & Safety at Work Act, Nationally and locally agreed Codes of Practice which are relevant and the School’s Health & Safety Policy and Procedures
Administration

· To order repairs and maintenance items in liaison with the Office 
· To ensure mechanical equipment is inspected prior to each use 
· To ensure power tools are inspected before use and are PAT tested as required 
· To carry out regular H&S inspections and Risk Assessments on his/her own and with the SBM and /or Governors 
· To take energy readings on a monthly basis 

4. Standards and Quality Assurance:

· support the aims and ethos of the school as set out in the vision and values;
· be proactive in matters relating to health and safety;
· comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection;
· To undertake training as appropriate.
· This is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Premises Officer will carry out. The Premises Officer may be required to do other duties appropriate to the level of the role, as directed by the business manager or Headteacher

5. Responsible to :

· Business Manager
Balcombe CE Primary School considers safeguarding to be of paramount importance.

The School is committed to safeguarding and promoting the health, safety and welfare of all children, young people, their families and staff.  This means that everything we do is designed to promote the safety and well-being of the children we work with, as well as that of children and young people in general.
Closing date for applications – Monday 9th March
Interviews – Monday 16th or Tuesday 17th March
Vacancy description correct at the time of advertising positions

	Essential
	Desirable

	· Maintenance


· D.I.Y.
· Literate/good communicator

· good timekeeper

· Reliable, trustworthy


· Able to use initiative

· Interest in caring for a community, its school pupils and staff


	· Building/maintenance certificates e.g. City and Guilds, NVQs, etc.   

· Knowledge of Health and safety regulations
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