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RYE ACADEMY TRUST 

Job Title Premises Officer 

Grade  SS 6 

Reporting To Site Manager/Director of Finance and Business 

Disclosure Level  

Job Ref  

 

Job Purpose 

To ensure that staff, students and visitors enjoy access to a safe and clean school 

environment. 

Key Responsibilities: 

Open and close the school premises and grounds to the agreed schedule, ensuring security 

is maintained at all times.  Where possible, ensure access in the event of snow, flooding or 

other emergency situations. 

Direct workmen and contractors to the site of repair and maintenance work.  Inspect, monitor 

and record work performance. Direct the appropriate services in the event of the following 

emergencies: fire; flood; break-in; vandalism; accident. 

Carry out non-specialist building maintenance work, eg: plumbing, glazing, carpentry, 

decorating etc, where such work is agreed as being within the reasonable capacity of normal 

handyperson/DIY Skills  

Clean areas as directed, which may include internal and external areas such as surface level 

drainage. Ensure washroom supplies are replenished. 

Gather and remove waste, including specialist waste, as directed including to central points 

for collection by the external refuse contractor. 

Operate Heating and hot water supply plant. Monitor fuel levels, ordering fresh supplies as 

necessary and keep records. Read meters and record as required, including assistance with 

energy conservation procedures. 

Monitor equipment in the school, identifying unsafe items and arranging for repair, removal 

or destruction as necessary. 

Accept deliveries of stores, materials and other goods and convey to appropriate storage 

areas.  

During school closure periods undertake or arrange floor treatment work i.e preparation, 

application of polishes and seals and carpet shampooing, based on consultations between 

caretakers/nominated officers and Area Supervisor.  Inspect and maintain certain school 

equipment, effect minor repairs and report defects. 



JD Premises Officer v1.0.docx 

Key Relationships 

 

Internally All staff   

Externally Contractors 

  Emergency Services 

 

Skills and Knowledge 

High level DIY skills or time-served tradesperson 

Health and safety knowledge with specific reference to work locations and maintenance 

activities 

Physically capable of lifting and handling significant size and weight goods or equipment, 

including using aids to assist this. 

Physically able to spend significant periods of time on foot 

 

Budgetary Responsibility 

None.  However the postholder will be able to authorise expenditure within certain levels.  

They will refer spending decisions above agreed limits to the budget holder. 

 

Other Relevant Information 

The post-holder will work weekly alternating shifts which are ‘earlies’ and ‘lates’ with times to 

be determined. 

There will be a requirement to work overtime to cover lettings, parent events, emergencies 

etc.  Although the Trust will endeavour to give reasonable notice, there may be occasions 

where this is not possible. 

This job description sets out the duties of the post at the time when it was drawn up.  Such 

duties may vary from time to time without changing the general character of the duties or the 

level of responsibility entailed.  Such variations are a common occurrence and cannot of 

themselves justify a reconsideration of the grading of the post. 
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Equality, Diversity and Inclusion Statement 

All staff are required to understand and abide by, the Rye Academy Trust Equalities Policy 

 

Safeguarding Statement 

Rye Academy Trust is committed to safeguarding and promoting the welfare of students and 

expects all colleagues and volunteers to share this commitment. We have a number of 

policies and procedures in place that contribute to our safeguarding commitment, including 

our ‘Safeguarding and Child Protection Policy’ which can be viewed in the ‘Policies’ section 

of our website. We are equally committed to promoting the fundamental British values of 

democracy, the rule of law, individual liberty and mutual respect and tolerance of those with 

different faiths and beliefs. In doing so, we provide students with the knowledge, skills and 

understanding to play a full and active part in society. 

 

 

Date Produced    September 2017 

Signed 

(Line Manager) 

(Date) 

(Employee) 

(Date) 

 


