
 

 

 

Site Agent 
37 hours per week Full Time 

NJC Level 3b points 6 - 8 
£21,968 – £22,777 per annum 

Required ASAP 
 

 
 
 

December 2022 
 

 



                                                                                                        

Welcome from our Executive Principal 
 

Sandy Secondary School continues to go from strength to strength; it has a fantastic staffing team and was rated as 
“GOOD” by Ofsted in December 2017 with outstanding features.  It is a place all staff and students are pleased to 
attend and proud to be a member of the school community.  The School continues to achieve some of the best GCSE 
results in the whole of Bedfordshire (and many of our surrounding counties), as well as at A level.  The school has some 
stunning results from Years 9 and 10 as well, as we do have a policy of early entry where appropriate. We are one of 
the TOP 100 performing schools in the country and have been award a prize by the SSAT for the excellent progress our 
students make. 
 

Our transformational journey continues this year, with even higher expectations, refinement of our systems and an 
even greater focus on achievement and success. I look forward to receiving your application and welcoming you to 
our school in person should you be shortlisted for interview. 
 

May I take this opportunity to thank all applicants for their interest in this post and in Sandy Secondary School. 
 

With best wishes 
 
 
 

Miss Karen Hayward 
Executive Principal 

Site Agent 
We are seeking to recruit a self-motivated, hardworking, flexible individual to join our site team as a Site 
Agent. 
 

Applicants must have experience/be willing to manage staff and also possess a basic level of building and 
maintenance skills for this key role at this busy school. 
 

The attached job description & person specification outlines the attributes and skills we are looking for. 
 

How to apply for the role: 

Application is by completed application form.  Applications are invited by email 
to:   vacancies@sandysecondaryschool.com    
 

Closing Date – Thursday 8th December 2022 at 9.00am 
Safeguarding 
 
Posts working with either children and/or vulnerable adults will be subject to the disclosure of criminal records, the 
successful applicant will be required to undertake an enhanced DBS check. 
 

Sandy Secondary School have decided to carry out online searches for shortlisted candidates as part of due diligence 
in our recruitment process, (as per KCSIE, paragraph 220).   
 
The searches are conducted by a member of our staff and recorded in line with our recruitment and appointment 
protocols and procedures.  
  
The process will be consistent, transparent, and fair and reflected within the Safer recruitment policy.  

mailto:vacancies@sandysecondaryschool.com


                                                                                                        

 
Job Description 
 
Job Title:  Site Agent  
 
Job Purpose: To contribute to the effective operation of the school site  
 
WORKING ARRANGEMENTS:  
37 hours per week, full time (52 weeks per year) staff will be required to keep part of their holiday entitlement for 
the school site closure at Christmas. 
 
Standard hours of work on a 2 week rotating shift pattern of: 
 
Week 1 – Monday – Thursday 6.30am – 2.30pm, Friday 6.30am – 2.00pm 
Week 2 – Monday – Thursday 10.30am – 6.30pm, Friday 10.30am – 6.00pm 
 
 
Main Duties: 
The duties of the Site Agent fall into the following four categories: 
 

1. Security of premises 
2. Heating, Lighting, Energy management and conservation 
3. Cleaning 
4. Other duties 

 
SECURITY OF PREMISES 

a. Ensure that the school is open as required 
b. Ensure that the school is open to persons who have hired any part of the premises. 
c. Ensure that all doors and windows are secured and all lights and heaters are switched off after use. 
d. Check classes for smell of gas and check all master gas controls are ‘off’ position every night. 
e. Take reasonable steps to deter trespass on school premises and unauthorised parking of vehicles. 
f. Carry out any necessary duties incurred with burglar alarm systems where they are fitted in the school. 
g. Check daily that fire extinguishers are in position. 
h. Check that all hose reels work at the beginning of each term. 
i. Act as key holder as necessary. 
j. Test fire alarms weekly. 

 
HEATING, LIGHTING, ENERGY MANAGEMENT & CONSERVATION 

a. Ensure that the school is up to the required temperature each morning by 9am. 
b. Manually shut down heating at any time when not required. 
c. Check for correct setting of room thermostats, thermostatic radiator valves and fan convector thermostats. 
d. Economise on all fuel use during the school day, cleaning hours and outside lettings and suggesting 

improvements to reduce fuel consumption. 
e. Ensure services are closed down as appropriate during holiday periods. 
f. Keep boilers clean as per instructions and keep boiler house clean and tidy.  Undertake routine daily checks of 

time and temperature controls. 
g. Ensure that no flammable materials are stored in the boiler house. 
h. Replace light bulbs and tubes as required, applying the appropriate Health & Safety regulations. 
i. Monthly reading of all fuel meters, including water, and report promptly any fault giving rise to excessive 

consumption. 
j. Keep records of all out of hours use and fuel consumption. 



                                                                                                        
 
CLEANING OF PREMISES 

a. Ensure that the whole school is cleaned using appropriate and approved materials. 
b. Supervise site and cleaning staff on a daily basis to ensure cleaning of premises is to required standard. 
c. Undertake cleaning duties in designated areas (where applicable) 
d. Keep a check on cleaning materials and order fresh supplies. 
e. Undertake the inspection of toilets, urinals, showers etc. and replenish soap and toilet paper as and when 

required. 
f. Ensure that all school site and cleaning equipment is clean and is in good working order, arranging for repair 

or replacement as necessary in liaison with the Senior Site Agent. 
g. Ensure that the school and its grounds are kept clean and tidy and all drains and gullies are kept clear and free 

flowing. 
h. Ensure that staff are trained in appropriate use of machines and cleaning techniques. 
i. Ensure that all cleaning materials are stored and utilised in line with COSHH and county regulations, including 

COSHH data sheets are updated/reviewed when required. 
j. Ensure that litter and graffiti are removed from both inside and outside the school buildings. 

 
 
OTHER DUTIES 

a. Supervise cleaning staff on a daily basis and organise the cleaning work in the whole school, or monitor the 
cleaning contract. 

b. Contact the Senior Site Agent for advise if the work of any of the site/cleaning staff or contractor is not up to 
standard or if any personnel-related issue gives cause for concern. 

c. To assist the Senior Site Agent with all building projects, this may include weekend work. 
d. To maintain stock levels and order any materials as required following the Schools finance procedures, this 

will include cleaning and maintenance materials. 
e. Take delivery and store materials and undertake general porterage duties. 
f. Ensure that all school site and cleaning equipment is clean and is in good working order and ensure that the 

site agent / cleaner storage areas are kept clean and tidy. 
g. To deputise for the Senior Site Agent in his absence. 
h. Provide access to the school in event of snow or minor flooding. 
i. To be responsible for ensuring the upkeep of the minibus 
j. To drive the School mini bus and transport students as required, this may sometimes require supervising 

students during off site activities. 
k. Run staff and student showers and unused taps daily, remove shower heads, clean and chlorinate termly. 
l. Decoration as required. 
m. Meet weekly with the Senior Site Agent, or more frequently if appropriate. 
n. Carry out reasonable instructions of the Senior Site Agent, Director of HR, Site & Operations and the Principal. 
o. In liaison with the Senior Site Agent deal with the recruitment of site and cleaning staff. 
p. Under the direction of the Senior Site Agent deal with applications for annual leave and leave of absence, in 

accordance with the schools agreed policy. 
q. Draw attention of the Senior Site Agent to any repairs or maintenance work required. 
r. Carry out handyperson duties in respect of minor or temporary repairs and decorating. 
s. Order and check delegated maintenance construction work, as agreed with the Senior Site Agent. 
t. Work along side the Senior Site Agent on Health and Safety matters, ensure all service contracts are kept up 

to date and servicing is carried out. 
u. Carry out weekend boiler/security checks during the heating season. 
v. Carry out weekend security checks during the non-heating season. 
w. Be aware of and adhere to all Council policies and procedures on health and safety (including asbestos 

procedures). 
x. Attend all essential health and safety training courses (including training on asbestos) as determined by the 

school management and/or the Council. 



                                                                                                        
y. Fulfil the health and safety monitoring procedures that form part of the school’s health and safety policy. 
z. Carry out risk assessments as required. 
aa. Ensure that furniture, fittings and equipment are checked regularly, keeping an inventory.  Including electrical 

testing, effecting repairs and replacements as necessary, advising the  Senior Site Agent where major 
expenditure is required. 

bb. Ensure that all rooms are appropriately equipped with furniture and that equipment is in position. 
cc. In liaison with the Senior Site Agent to devise and implement an annual maintenance programme. 
dd. Make arrangements for routine repairs, maintenance and services work to be carried out, as directed by the 

Senior Site Agent. 
ee. Ensure that a system is in place for staff to report repair and maintenance issues as they arise. 
ff. Supervise contractors who are on the school site. 
gg. To be flexible at all times including covering holidays for other members of the Site Team. 
hh. Practise and promote fair and equal treatment of staff and customers throughout the course of performing 

all duties contained within this job description. 
ii. Undertake any other duties of a similar level and responsibility as may be required from time to time. 

 
NOTE: 

1. Every effort has been made to include all the main duties of this job.  However, it cannot be an exhaustive list 
of all duties and there may be others which have to be carried out. 

2. Duties prefixed by the words ‘where applicable’ do not necessarily apply to every employee. 
3. This job description may only be changed with the agreement of the employee. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                        
 

Site Agent: Person Specification 

Essential Desirable 

Education - Qualifications 
Good IT skills 
 

GCSE English  & Maths at grades A*- C or equivalent  
 
Relevant trade qualification (e.g. carpentry, 
electrical, plumbing) 
 

Experience 

1-2 years relevant experience Previous experience in a similar post in a school 
 
Previous experience of supervising staff 

Skills/Knowledge/Aptitude 
Ability to undertake a range of routine maintenance tasks 
 
Ability to communicate in writing and on the telephone 
 
Ability to work under pressure 
 
Ability to work on own initiative and make decisions 
 
Ability to develop good working relationships with staff, 
pupils, visitors, contractors, etc 
 
Ability to work as a team member 
 
A commitment to equality principles and practice and a 
commitment to the school / Local Authority equal 
opportunities policy 
 
Ability to supervise staff 

Knowledge of health & safety regulations 

Motivation 
Ability to work hard and take a pride in the job with 
commitment to achieving high standards of cleanliness and 
hygiene 
 
Willingness to work overtime when needed, including 
evenings and weekends and to ensure that lettings are 
serviced 
 
Ability to work without supervision 
 
Willingness to undertake further training 
 
Trustworthiness 

 



                                                                                                        

 
 
 
 
 
 
 
 
 

Flexibility and willingness to adapt to the school’s changing 
needs (e.g. to work flexibly to meet specific or emergency 
situations) 

Physical 

Ability to undertake manual work and to perform tasks set 
out in the job description 
 
Ability to move and use domestic and industrial type 
cleaning equipment (polishers, vacuum cleaners, etc) 

 

Other 

Availability for call-out duties (e.g. to respond to alarm calls) 
 
Willingness to wear protective equipment as supplied  
 
Willingness occasionally to adjust working arrangements to 
meet emergencies/changed circumstances 
 
Willingness to undertake First Aid training 
 
Clean Driving Licence 

Licence to drive the School Mini Bus 
 
Current First Aid Certificate 


