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Suttons Primary School

‘A small school with great expectations’

Working at Suttons Primary School  

Role: 


Assistant School Keeper 

Grade:

Grade 2 (Point 1-5) 16 hours x 52 weeks per year 

Commencing:
19th April 2021
Candidate Information 

Closing date      Monday 8th March
Interview date:   Monday 15th March
Thank you for your interest.

Dear Candidate, 

Thank you for taking the time to find out more about the opportunity of working at Suttons Primary School in Havering offering quality education to pupils of 2-11 ages.

Suttons Primary School, is rated as ‘Good’ in its last Ofsted inspection (November 2014 & 2019). Ofsted stated that “pupils make outstanding progress in their studies. They greatly enjoy coming to school and attendance is high. Pupils behave well and they respond enthusiastically to the growing team of dedicated staff.” 

This is a unique opportunity to join a community of staff striving to maintain and continue to create an outstanding learning environment for our pupils. Our new teaching assistant will be responsible for assisting in planning and delivering exciting lessons and achieving excellent results for their students. 

Our new Assistant School Keeper will have the opportunity to be part of a thriving school that has the highest expectations of pupils and is striving for absolute excellence in its staff, the environment and teaching lessons. By joining our school, the successful candidate will have access to a range of tailored professional development opportunities. 

For Suttons this is an exciting time and we would like you to be a part of this.  In January 2017 we moved into a brand new school; bringing us into the 21st century.  This expansion to a two form entry (2FE) school will provide further opportunities for staff career development.

For further information please visit www.suttonsprimaryschool.co.uk.  To apply, please complete the online application form found at: www.haveringschools.jobs
If you would like to discuss the role, please contact Mr David Unwin-Bailey or Karen Blake on telephone: 01708 443393 or email head@suttons.havering.sch.uk. If you have any technical issues with the application form, please contact Havering Education HR on 01708 434255 or email educationhr@havering.gov.uk
I hope you will take the opportunity to visit the school and see for yourself what a special place Suttons Primary School is.

Yours sincerely, 
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David Unwin-Bailey

Headteacher

Our School

Suttons Primary School is a vibrant one/two-form entry primary in the heart of Hornchurch.  We have strengths in Music, Drama, French and the Arts. This is an exciting time for the school as we have just moved into a new building fit for 21st century teaching

We are looking for a committed and passionate teaching assistant who strives to give children the best start in life. The successful candidate will:

· Have a proven record of being an excellent classroom practitioner and can demonstrate a passion for children’s learning through consistently high quality interactions; Experience of working with ASD children and using Makaton would be an advantage.

· Be enthusiastic and self-motivated and be able to work as part of a team;

· Share a drive and commitment to work in partnership with children, staff, parents and other professionals;

· Have excellent teaching, managerial and inter-personal skills with high expectations of pupils' achievement; 

· Establish supportive relationships with the pupil concerned so he/she will learn as effectively as possible both in group situations and on his/her own;

· Promote the acceptance and inclusion of the pupil with SEN, encouraging pupils to interact with each other in an appropriate and acceptable manner;

· Support the pupil in developing social skills both in and out of the classroom.
We can offer:

· excellent continuing professional development.

· supportive staff who are receptive to new ideas and initiatives;

· enthusiastic, well behaved learners;

· a welcoming French speaking school where children are happy, safe and well-behaved;

· friendly and dedicated staff, parents and governors;

· strong ICT provision to support and extend learning and assessment; 

· a supportive leadership team; and

· a very well-resourced school; 

For more information please refer to the school website for further details: www.suttonsprimary.co.uk
Terms and Conditions 
Learning Support Assistant (LSA)

London Borough of Havering

Social Care & Learning Directorate

Job Title:

Assistant School Keeper – Grade 2

Grade:

Grade 2

Responsible to:  
Site Manager 

Liaises with:  
Site Team / School Business Manager / Senior Leadership Team
Job Purpose and Content
An Assistant Schoolkeeper will report to a Site Manager/Premises Manager to make sure a school site is safe, secure and ready for use by pupils, staff and other school users.

The main responsibilities of an Assistant Schoolkeeper will usually include:

· Cleaning, including cleaning at height 
· Emergency repairs
· Site safety and security
· Portering, which may include heavy lifting
· And monitoring the use of the school site by other people.
The amount of time spent on any of the duties above can vary from site to site and depend on the time of year and whether or not the school is in use. (Schools are often in use when pupils are not on the premises).

Principal Responsibilities

1. 
To remove loose dust and debris from floors, surfaces, plant and equipment by hand and/or using machines provided


2. To clean floors, potentially of a wide variety of different surface materials, by hand and/or machine and using a variety of cleaning products and chemicals


3. To clean furniture, fittings, soft furnishings and equipment


4. To clean toilets/bathrooms/showers/washrooms and the fixtures and fittings in these areas


5. To clean and remove body fluids using safe handling procedures

6. To refill and replace relevant consumables, for example, toilet tissue, hand towels, and so forth.


7. To clean vertical surfaces, including walls, doors, and partitions, which may include cleaning glass and working off steps and/or stepladders.


8. To remove rubbish and waste. This may include:

	· Removal of waste that requires safe handling procedures

	· Waste separation to comply with re-use and re-cycling processes

	· Removing waste classified as unsanitary, hazardous and/or dangerous.


9. To use the relevant procedures of the school to record work carried out



Support for the school:
a) attend in-service training as required and meetings, including staff meetings, subject to working hours

b) adhere to the school’s policies and procedures

c) comply with Health & Safety regulations

d) maintain confidentiality

e) take part in the wider life of the school 

Arrangements for appraisal of performance:
a) participate in the annual performance review process 

b) participate in a competence review  to determine suitability for progression and/or further development needs*

ADDITIONAL REQUIREMENTS

1. The London Borough of Havering has a strong commitment to achieving equality of opportunity in its services to the community and the employment of people and expects all employees to understand, comply with and promote its policies in their work and to undertake any appropriate training


2. The postholder is expected to undertake any appropriate training, including recognised professional qualifications, considered necessary to fulfil the role


3. The postholder is expected to demonstrate a flexible approach in the delivery of work.  Consequently the postholder may be required to perform work not specifically identified in the job description, but which is in line with the general level of responsibility of the post.

Suttons Primary School, Safe Recruitment Procedure

Suttons Primary School is committed to safeguarding and promoting the welfare of children and young people. In order to meet this responsibility, we follow a rigorous selection process to discourage and screen out unsuitable applicants. This process is outlined below, but can be provided in more detail if requested. 

Disclosure 
This post is classified as having substantial access to children, and appointment is subject to an enhanced police check of previous criminal convictions (DBS Check). Applicants are required, before appointment, to disclose any conviction, caution or binding over including ‘spent convictions’ under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 which meet the conditions for disclosure. These conditions can be found via www.GOV.uk. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar individuals from employment – this will depend upon the nature of the offence(s) and when they occurred. 

Shortlisting 
Only those candidates meeting the right criteria will be taken forward from application. 

Interview 
1. Those shortlisted will take part in an in-depth interview process which may involve a number of selection methods.

2. Candidates will be asked to address any discrepancies, anomalies or gaps in their application form. 

Reference Checking 
References from any previous employers and current employer will be taken up for shortlisted candidates, and where necessary employers may be contacted to gather further information. References will be requested prior to interview. If you wish to request a delay in the seeking of references, please contact the school directly.

Probation 
All new staff will be subject to a probation period of six months (which may, in certain circumstances, be extended by up to 10 weeks). The probation period is a trial period, to enable the assessment of an employee’s suitability for the job for which they have been employed. It provides the school with the opportunity to monitor and review the performance of new staff in relation to various areas, but also in terms of their commitment to safe guarding and relationships with pupils.

Code of Conduct

We prioritise the welfare and safety of our pupils and as such, all new staff will be required to read and sign to state they understand and agree to abide by the guidelines laid out within the Code of Conduct. Failure to do so may result in disciplinary action and potentially dismissal.

Application Procedure

To apply for this post, please visit www.haveringschools.jobs and apply online. 

You will be required to complete a supporting statement to demonstrate how you meet the skill expectations for the appropriate band. Please address all areas and give examples of how you have demonstrated the skills required in your current or previous roles.

If you have any technical issues with the application form, please contact Havering Education HR  on 01708 434255 or email educationhr@havering.gov.uk
To be reviewed annually as part of the Performance Management Programme.

Signed
…………………………..   

Date ……………….

Signed     
……………………………

Date ……………….


Headteacher

PAGE  
3

