JOB DESCRIPTION

Budget/Establishment/Unit:

Defence Children Services - DCS
Branch/Department:


St. David’s School
Location:




Ramstein
Post Title:




Site Supervisor
Grade:




CS4
Responsible to:



Headteacher via the Assistant Headteacher
Vetting Requirement:


Cat 3 + D&BS clearance
For regular employment with 
National Support Element (NSE) Ramstein
1.
GENERAL
The post incumbent is responsible for the  maintenance and upkeep of the school and grounds. Priority must be given to tasks involving Health and Safety at all times.
2.
MAIN DUTIES

a. Act as a contact point (as appropriate) for matters relating to contractors, DIO, etc.
b. Regularly check all fire equipment.
c. Arrange fire drills at least once every term.
d. Ensure that the fire equipment is periodically checked by the necessary services.
e. Regularly audit the school building and grounds to monitor the environment, reporting any discrepancies / issues to the Health and Safety Coordinator, and ensure the school is consistently in a safe, tidy and organised state. 
f. Carry out simple repairs to school property (which are not in contravention of H & S guidelines), e. g. changing lightbulbs.
g. Assist with the unloading and moving of deliveries and check off, as and when required.
h. Help with any manual activities such as the setting out of stage blocks and chairs for school concerts / parent meetings and other such events.  
i. Undertake any necessary errands outside school as required. 
j. Carry out frost precautions during cold weather. Following snow falls, or when there is ice on the ground, maintain the clearance of snow / ice from all the pathways and main entrances to the school, gritting whenever appropriate. Ensure materials are ordered in good time in advance. 
k. Ensure that the school surrounds and playground areas are always maintained in a tidy condition. The playground and main paths should be swept and tidied weekly and daily litter and weeds removed throughout. 
l. Tend and water the plants (inside and out) and weed paths, borders and tubs outside the school building as necessary. 
m. Tend and work in the school garden with pupils when weather permits, under direction of teachers.
n. Make sure all store areas are kept in a tidy and ordered state, so that all stores are easily accessible and complete the annual audit of stock as required in liaison with School Business Support Support.
o. Undertake Health, Safety, Environment and Fire duties throughout the school, ensuring that all paperwork is in place and up to date and that the school meets the SHEF regulations. Admin support from the school office will be available as necessary.
p. Monitor the quality and effectiveness of the cleaning contract on behalf of the Headteacher.
q. Actively seek ways to improve the school environment.
r. Liaise with contractors on site (German and English), ensuring that the work does not pose a threat to pupils or staff, including the production and sharing of risk assessments.
s. Act as H&S Coordinator on all H&S matters. Also, undertake necessary training for the role, i.e. IOSH, H&S awareness, Fire Warden training, etc.
t. Carry out additional duties and general tasks in and around school as required by the Head Teacher, Assistant Head Teacher or School Business Manager.
u. Keep all school information completely confidential. 
Health and Safety

He/she takes steps to ensure that he/she adheres to the School’s Safety, Health, Environment and Fire Policy, including E-safety and data protection, and in so doing has high regard for the Health & Safety of himself/herself and others, particularly children. Complete and comply with Risk Assessments as necessary. 
Equal Opportunities
He/she is personally responsible for equal opportunities awareness and ensuring that he/she is aware of, and carries out, the provisions contained in the DCS Equal Opportunities policy.
Code of Conduct
As a member of the St. David’s team, the postholder is expected to demonstrate consistently high standards of personal and professional conduct in and outside of school. This includes:
· Maintaining the highest standards of confidentiality, including only sharing information about pupils with staff who need to know

· Treating pupils with dignity

· At all times observing proper boundaries appropriate to postholder’s position
· Have regard for the need to safeguard pupils’ wellbeing

· Showing tolerance of and respect for the rights of others

· Not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs

· Ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability

· Maintain high standards in your own attendance and punctuality

· At no time bringing the name or reputation of the school into disrepute.
3.
OTHER RESPONSIBILITIES
a. To be aware of confidential issues linked to home / pupil-Teacher / school work and to keep confidences appropriately.

b. Be sensitive to the needs of children.

c. Be aware/comply with relevant school policies and procedures.

d. Maintain good relations with all members of staff.

e. Punctuality.

f. Observe the school dress code (taking role into consideration).

4.
OTHER DUTIES

a. On request of the employer the postholder must attend courses which are suitable to improve their professional skills, i.e. Portable Appliance Testing.
b. Deputise for other personnel during their absence, as directed by the employer.
c. Carry out any other reasonable duties within the scope of the employer’s right of directive.
d. Attend regular Health and Safety Meetings.
5.
DRIVING OF DUTY VEHICLES

The post incumbent must drive duty vehicles provided they hold a class B driving licence and FMT 600.
6.
OVERTIME / WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS

a. Must work overtime on request of the employer.
b. Must perform work on any day of the week and Public Holidays on request of the employer.  
7.
SHIFT WORK / ROTATING SHIFT WORK

Shift work or rotating shift work is not a feature of the employment.
8.
ON-CALL DUTIES

On-call duties are not a feature of the employment.
8.
MEDICAL

A medical examination is not a prerequisite for this employment. However, employees must undergo medical examinations in accordance with Health and Safety at Work provisions or other relevant provisions as necessary.
9.
REQUIRED PROFESSIONAL QUALIFICATIONS/EXPERIENCE

a. Essential
· Good basic education to GCSE level in literacy and numeracy, or equivalent.

· Good organisational skills in relation to managing own workload and that of team members and / or contractors. 

· Ability to priorities workloads.

· Ability to communicate effectively both verbally and in writing.

· Ability to undertake basic administrative / clerical tasks including, record-keeping, reporting and ordering procedures.
· Ability to undertake minor repairs and maintenance within building / grounds.

b. Other competencies
· Willingness to undertake a variety of tasks and duties. 

· Willingness to undertake job-related training. 
· An understanding of the importance of Health and Safety at Work. 

c. Desirable
· Related training and qualifications.
· Understanding of Health and Safety legislation.
· Safe working practices within Health and Safety legislation.
· Knowledge of manual handling techniques.
· Awareness and understanding of working within a school environment.
· Flexibility in relation to working hours; willingness to work outside normal working hours if the need arises.
· Recent child protection training.
· Understanding of data protection.
· Commitment to ensure all children are safeguarded.
· Class B driving licence.

10.
HEALTH AND SAFETY AT WORK

Postholders are obliged to take care of their own safety and health at their place of work within their ability and in accordance with the instructions and orders of the employer. Furthermore, they are also obliged to take care of the safety and health of persons, who are affected by their actions or omissions at work. Within the frame of these rules, they are especially required to use machinery, equipment, tools, working substances, working materials, transport aids and any other working aids as well as protective equipment and the issued personal protective equipment in accordance with the requirements. They must report any direct and considerable danger to health and safety as well as failures of the safety systems to the employer or the relevant supervisor without any undue delay.

11.
TRAVEL EXPENSES 

Post incumbents are not entitled to payments for kilometres driven to and from their place of work to residence. If they are required to perform their duties outside the employment agency, they will be entitled to travel claims in accordance with the current regulations.

12.
ORGANISATION CHART

The post incumbent’s position in the organisation is shown below; this may change due to reorganisation or a redeployment and addition to staff.
Headteacher
|
Assistant Headteacher
|

Office staff / Site Supervisor
A change of the organisational chart upon a reorganisation, a redeployment or addition to staff will not require a notice to change of employment contract. The post holder will be given a new organisation chart upon the change.

Date





 Signature Employee
PAGE  
7

