
 

 

  

 Head’s Welcome 

Dear applicant,  

I am delighted to welcome you to Idsall School and 
Sixth Form. Idsall is a thriving and highly successful 
school where we genuinely believe every student can 
reach their potential. We put students at the centre 
of our thinking, decision making and everything we 
do. Supporting the seven-year journey of our students 
from year 7 to year 13, we are a large and inspiring 
group of teachers and support staff.  

Everything we do is driven by the desire to ensure all students develop the necessary skills 
needed to be successful in the rapidly changing world which they are destined to 
encounter. 

We create opportunities for all students to experience and try new things, and develop 
good friendships and pastimes, which gives them such fulfilment and great memories 
throughout their lives. Our motto is powerful and effective: “E Glandibus Quercus” “Great 
oaks from little acorns grow”. This is certainly true, with the many highly successful 
students we have seen go on to great things, some very famous, but everyone having the 
opportunity to go on to university, apprenticeships and on the right path towards getting 
great jobs.  

Externally recognised as a high performing school, Idsall is an exciting and vibrant place to 
learn, work and grow. We are working hard to ensure we continue to build on our many 
strengths to secure outstanding results; and support our students to become outstanding 
citizens and highly successful in life. 

Please take a browse of our website. I am sure you will feel encouraged to apply to this 
post and become a member of our highly regarded team. 

 

Michelle King 

Headteacher 

Idsall School                                         01952 468400 
Coppice Green Lane                           info@idsall.shropshire.sch.uk 
Shifnal                                                  www.idsallschool.org 
Shropshire 
TF11 8PD 

 

https://idsall-my.sharepoint.com/personal/lradigan_idsall_shropshire_sch_uk/Documents/Attachments/www.idsallschool.org


 

 

 

 

 

 

 

 

            Job Title:  Site Assistant 

            Grade:               NJC 3-4 
            Hours / week:  35 hours per week, Monday to Friday (2.30pm to 10pm) 

            Weeks / year:   Full year   

Post overview  

The site team are responsible for a wide range of duties and responsibilities connected with the 
fabric and grounds of the school. The primary responsibilities are detailed below. This list is not 
exhaustive, and it is expected that the role will constantly be developed to meet the needs of the 
students, staff and the school.   

Specific Responsibilities  

Security and associated duties 

1. Carry out security procedures for school buildings and grounds.  

2. Open and close school premises every morning for school use, lettings, maintenance and 
emergency services.  

3. Ensure emergency fire exits are not obstructed.  

4. Liaise as necessary with the emergency services.  

5. Report acts of vandalism to the Headteacher and police as necessary.  

6. Act as a nominated First Aider (training will be provided if necessary). 

7. Attend staff meetings as and when required. 

8. Have an awareness of safeguarding. It is a requirement of the post holder to be conversant 
with the school’s Child Protection and Safeguarding Policies. 

Lettings 

1. To provide support to the Site Manager in all aspects to ensure the smooth running of the 
school. 

2. Comply with instructions from the Headteacher concerning letting procedures.  

3. Check areas between lets for safety i.e. clear spillages, check equipment. 

Job Description and Personal Specification 



4. Ensure that lettings comply with the lettings agreement.  

5. Where requested by the Site Manager, be available on-site during lettings to: 

• Give any assistance to the hirer of the facilities  

• Ensure that functions are conducted in an orderly manner and the behaviour of the hirer 
is not detrimental to the site or facilities  

• Ensure that the requirements of the licensing justices are met during any letting  

• Carry out necessary cleaning of areas within the letting agreement 

Sickness absence cover 

Occasional weekend cover in the case of absence within the site team. 

Finance and ordering 

Dealing with companies contracted for ongoing maintenance. 

Heating 

1. Check and control system functions.  

2. Regularly check heating system, with due regard to appropriate safety requirements.  

3. Report all defects to Site Manager and Headteacher. 

Deliveries  

Deliver orders to the correct member of staff when notified by the finance officer. 

Furniture moving 

1. Move such items of school furniture as required, with due regard to current health and 
safety regulations.  

2. Set up rooms in preparation for school functions, visitors’ meetings, exams and staff 
training. 

Energy conservation 

1. In conjunction with the Headteacher, implement all agreed policies.  

2. Read, record and report all meter readings as required by the Headteacher.  

3. Inform the Headteacher of any concerns.  

Emergencies 

1. Clean spillages as required.  

2. Manage all bursts, leaks, floods, fires and breakages as appropriate.  

3. Manage all electrical and gas emergencies.  



4. Ensure access for emergency services, assisting as necessary and secure premises as 
required. 

5. In the event of a break-in that is confirmed by Clearview, respond to make secure the site, 
liaising with senior staff and police as required in the absence of the Site Manager. 

Internal maintenance 

1. Report all defects which require specialist repair, inspect electrical fittings.  

2. Replace lamps and domestic fuses as required. 

3. Regularly inspect plumbing and report defects as appropriate.  

4. Undertake minor repairs to fixtures and fittings including desks, tables and chairs.  

5. Be responsible for the supply and availability of all hygiene materials.  

6. Remove graffiti as required by the Headteacher.  

7. Carry out minor repairs to school equipment as agreed with the Headteacher.  

8. Purchase materials for minor repairs as directed by the Site Manager. 

9. Carry out minor works in order to improve the site; this will include some redecoration work, 
as required by the Headteacher.  

10. Attend appropriate training courses as required by the Headteacher. 

External maintenance 

1. Maintain cleanliness and general tidiness of all external areas.  

2. Empty litter bins on a daily basis.  

3. Clean and clear all drains and gullies to ensure effective and healthy operation.  

4. Inspect outside fabric of school and report or repair defects.  

5. Inspect all fences, gates, walls, steps and lights.  

6. Remove or obscure all graffiti on external surfaces.  

7. Undertake designated gardening duties.  

8. Clear leaves, snow, ice, moss and detritus as appropriate.  

9. Inspect all outside areas for dangerous materials and remove. 

10. Carry out external window cleaning.  

11. Carry out minor works in order to improve the site; this will include some redecoration work.   

 

  



Support for the School 

• Be aware of, and comply with, policies and procedures relating to child protection, health, 
safety and security, confidentiality and data protection, reporting all concerns to an 
appropriate person. 

• Be aware of, and support, difference and ensure that students have equal access to 
opportunities to learn and develop. 

• Contribute to the overall ethos / work / aims of the school. 

• Appreciate and support the role of other professionals. 

• Attend and participate in relevant meetings as required. 

• Participate in training and other learning activities and performance development as 
required. 

 
This job description forms part of the contract of employment of the person appointed to this post. 
It reflects the position at the present time only and may be reviewed in negotiation with the 
employee in the future. 
 
The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will 
be other duties and requirements associated with your job and in addition, as a term of your 
employment, you may be required to undertake various other reasonable duties, and whatever is 
deemed a reasonable request and/or necessary to the effective running of the school requested by 
the Headteacher. 

 

Signed: _____________________   Dated: _____________ 

 

Signed by Line Manager: ____________________ Dated: _____________    

 

Next review date: ___________________ 

 

 

 

Person Specification 

 

• Able to work as part of a team with good interpersonal skills. 
• Competent in the use of ICT. 
• High personal work standards. 
• Strong interpersonal skills. 
• Ability to build good working relationships. 
• Strong organisational skills. 
• Good level of English and Maths to GCSE C / 4/5 preferred. 
• Handyman skills an advantage. 



 
 
 

 

 

 

 
  

To apply for the role, please write a letter of application to support a fully completed 
application form and names of two referees to:  

The Head  
Idsall School 
Coppice Green Lane 
Shifnal 
Shropshire 
TF11 8PD  

Please mark the envelope ‘FAO: Mrs Seona Davies in the top left-hand corner. Applications 
are also accepted via email to jobs@idsall.shropshire.sch.uk  

Closing date for applications is 12 Noon on 8th December 2022. Interviews will be held 
week commencing 12th December 2022. 

Our Recruitment and Selection Policy and further documentation are available to view on 
our website www.idsallschool.org. This also includes the school’s policy on equality and 
diversity, safeguarding and our recruitment privacy notice. 

 The Process 

http://www.idsallschool.org/


 
 

 

  

 Staff Benefits 
Work Life Balance 
Enhanced annual leave entitlement, plus paid bank holidays. Flexible working opportunities. 
Special leave provision. Maternity/Paternity/Shared Parental Leave and Adoption Schemes. 
 
Pension Scheme 
Auto enrolment. Available for all employees. You will receive full details of the scheme when you 
commence. All schemes include death in service benefits. 
 
Training and Career Development 
Access to on-going training and development. Annual staff appraisal system. 
 
Annual free flu vaccines (all staff) 
 
Free Employee Counselling Service 
This counselling service is completely confidential and available to all staff employed by Idsall. This can be 
used for guidance on a wide range of lifestyle issues and problems such as debt, stress, marital, 
bereavement and financial worries. 
 
Childcare Voucher Scheme 
Working parents are entitled to help with the cost of their childcare through a salary sacrifice scheme. This 
enables you to take part of your salary as childcare vouchers on a tax and NI contribution free basis. 
 
Cycle to Work Scheme and Secure lock up 
This can give you big savings on the cost of a new bike. It is a tax incentive scheme aimed at encouraging 
people to cycle to work thereby reducing pollution and improving health. A secure lock up area is also 
provided. 
 
Corporate Eye care System 
If you are a regular VDU user, you will be entitled to routine eye examinations and provided with a 
contribution towards VDU glasses if these are prescribed. 
  
Excellent Sports Facilities 
Staff may use the school facilities for booking sports activities. 
 
Subsidised Canteen 
Open for breakfast, food and drink available throughout the day, plus a choice of cooked meals with 
dessert, baked potatoes, pasta or curry and sandwiches – cashless system. 
 
Library 
We have a well-stocked school library that offers a variety of books and DVD’s. 
 
Staff Car Parking on Site (also spaces for motorcycles and secure areas for bicycles). 



 

 

  

 

We have a well-deserved reputation for our high standards in teaching and academic 
achievement. At Idsall School, we aim to provide a great variety of opportunities; 
academic, social and cultural, in order to challenge students to develop and achieve 
their personal best.  

We ensure that every student gets the best possible opportunities and education 
allowing them to succeed and flourish. Learning is at the heart of all we do. Through 
high quality teaching, we ensure every students’ talents and abilities are catered for, 
allowing them to not only excel academically but also to become independent in their 
learning and prepare them for the next stages of their life. 

We value and strive to develop both the academic learning skills and personal skills of 
our students so that they can be a positive member of the local and global 
community.  Our teachers and support staff are highly skilled in understanding the 
needs of every child; and are committed to providing each of them with the very best 
learning experience in an environment where they feel secure and happy. 

Our academic results speak for themselves. In 2019, at GCSE 82% of students gained 
at least 9-4 (A*-C) in English, and 81% of all students gained at least 9-4 (A*-C) in 
Maths. Overall, nearly 21% of all grades were 9-7 (A*-A); while at A Level 50% of 
grades were A*/B. In 2020, we are very pleased with our Centre Assessed Grades 
awarded to both GCSE and A Level students. They reflected the hard work shown by 
our students in a difficult period. 

More importantly we are a very happy school. The relationship between staff and 
students is exceptional; although very busy and, at times, pressurised, it is a pleasure 
to work and study in such a friendly environment. Expectations of teachers and pupils 
are high, but this serves both to stimulate achievement and provide reward. 

Learning 

In Years 7 to 9, Idsall School offers a curriculum that is structured with clear objectives 
of what we want students to know and do by the end of each course. This curriculum 
is aimed at developing our students’ personal learning and thinking skills as well as 
encouraging their resourcefulness, resilience and teamwork. English, mathematics 
and science are complemented by physical education, the arts and humanities, 
modern foreign languages, design and technology and ICT. 

Teaching at Idsall School is constantly developing to ensure that all students are 
supported to achieve their personal best. We have consistently high expectations of 
both ourselves as teachers and our students. We maintain high levels of student 
engagement through the use of stimulating and imaginative learning strategies that 
develop resilience, confidence, collaboration and curiosity. 

 

 

 

 An Exciting Place to Learn 



 

 

 

Regular checks are made to track each student’s progress against their own 
personal learning targets.  Students receive regular feedback on their work and 
progress. This feedback is designed to support the student to recognise what they 
have done well and what they could improve on to achieve the next steps in their 
learning. Progress is discussed with students by tutors and the results are reported 
termly to parents in a clear format showing strengths; and identifying areas for 
improvement.  Additionally, when work is marked, teachers will identify how well a 
student has done and importantly, how that work can be improved.  We thus 
constantly strive to ensure that a student reaches his or her full potential.  

Students are placed in groups or bands for most subjects based on prior attainment 
levels and grades achieved in progress tests completed during the year. 

In Key Stage 4 (Years 10 and 11), the range of subjects and courses available to 
students opens up to allow each student to make choices which they find 
interesting and relevant to their future careers.  An options booklet provided during 
year 9 sets out details of all the courses on offer, and students make a guided choice 
to construct their personal programme of study in full consultation with parents and 
staff. 

The opportunity to progress to A Level studies in our own successful Sixth Form is a 
tremendous advantage for Idsall students; and is a stimulus for them to aim for the 
highest grades at GCSE.  Sixth Form students make a valuable contribution to the life 
of the school, helping to run clubs and organise charity events, and supporting the 
younger children in our school community.  
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