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Site Manager
	Job Title: Site Manager
	Grade: Band 8 (scp 17-22) 

	Reports To: School Business Manager
	Leads & Manages: Site Team


Main Purpose
To be responsible for all matters relating to the satisfactory operation of the school’s building, grounds and contents including;  
· The operation of fire and burglar alarms and key holder responsibilities

· Ensure the site building and grounds are maintained to a high standard

· Lighting and heating the premises 

· Maintenance and operation of plant

· Porterage and handyperson duties

· Minor repairs as and when required

· Termly audit of risk assessment of buildings, COSHH, premises and grounds

· Reporting any relevant issues to the business manager/management committee 
· General maintenance of school grounds, including termly risk assessments; competitive tendering for any grounds/ premises related costs

· To be responsible for the Building Development Plan and relevant sections of the Schools Improvement Plan; 

· Any other duties arising from the use of the premises, or any other reasonable requests from the Headteacher/ Business Manager.
· Advise on site development projects and make recommendations on site use

DUTIES AND RESPONSIBILITIES

LEADERSHIP AND MANAGEMENT

· Responsible for managing the site team including the Site Managers Assistant and a team of cleaners
SECURITY OF PREMISES
· Carrying out security procedures for school building and grounds
· Daily site walk of buildings and grounds, considering health and safety and security of site.
· Switching lights on/off as required

· Checking and securing windows and internal doors

· Operating alarm systems

· Locking/ unlocking school gates and external entrance doors

· Preventing trespass on school premises and grounds

· Ensuring unauthorised parking of vehicles does not occur

· Carrying out recognised procedures in the event of fire, flood, breaking and entering, accident or major damage

· Providing access to the school in the event of emergency situations

· Dealing with enquiries from teaching staff, students and pupils, parents, officers and employees of the Authority, workmen and contractors and members of the public.

LIGHTING AND HEATING OF PREMISES

· Cleaning and replacing electric light bulbs or tubes which are in a position where safe access is available 
· Operating the heating plant so that the required temperatures are maintained in the school premises and that an adequate supply of hot water is available

· Carrying out frost prevention procedures as instructed

· Carrying out routine inspection and maintenance procedures in accordance with the instruction of Heating Engineers on ancillary equipment such as checking automatic pumps in areas subject to flooding if applicable
· Ensuring that all maintenance carried out on the premises is subject to best value and that all quotes and tendering procedures are followed in accordance wit the school’s Financial Procedures (available from the Business Manager).

CLEANING OF PREMISES

· Ensure the premises is clear of litter
· Sweeping excess dirt from public access points, patios and hard surfaces 

· To rock salt public access points, steps and hard surfaces, etc, in frosty weather to ensure that all drains, gullies and grids are kept free flowing and clean, including cleaning blockages

· Ensuring that dustbin points are clear
· To be responsible for recording any issues concerning the cleaning of the school to the Business Manager.
· Supervise daily cleaning and ad-hoc duties, such as litter picking and arranging the disposal of waste

· Supervise emergency cleaning duties, such as gritting and cleaning up spillages

· Arrange an annual deep clean of classrooms, staffrooms, kitchen, dining areas, food tech areas and other frequently used spaces on school premises

· Take responsibility for the maintenance of cleaning tools and products, including arranging replacements and ensuring good stock levels

PORTERAGE

· Taking delivery of stores, materials and other goods received by the school and storing them as instructed

· Laying out and stacking furniture as required

· Any other porterage duties as required by the Headteacher/ Business Manager.

SAFETY AT WORK

· Some lifting of heavy loads is, subject to appropriate manual handling requirements, required

· Ensuring that all staff are aware of the existence and contents of the Education Health and Safety at Work codes of Practice

· Ensuring that all caretaking activities are carried out in the safe manner 

· Complying with all Health and Safety procedures 
· Ensure all appropriate risk assessments are in place.

· Ensure all members of the team follow health and safety procedures
· Perform duties in line with Health & Safety and COSHH regulations
· Monitor the work of contractors, ensuring safe working practice and quality of work

MAJOR AND MINOR REPAIRS

· The Site Manager must draw attention to the appropriate authorities through the Business Manager of the school, to any repairs or maintenance work required at the school

· The Site Manager is responsible for reporting to the Business Manager any repairs required/ taken place on the premises and costs involved

· The Site Manager is responsible for liaising with the Business Manager to co-ordinate any repairs.  
· The Site Manager will conduct any minor repairs within their ability, training and Health and Safety constraints.

STAFF TRAINING AND SUPERVISION

· Responsible for completing forms for requisition of stores and for booking minor repairs.
· Provide relevant Health and Safety training to whole staff

· Provide relevant equipment/procedure training to staff

GROUNDS MAINTENANCE

· The Site Manager is responsible for managing the grounds maintenance budget in coordination with the Business Manager

· The Site Manager is responsible for reporting to the Business Manager any issues relating to grounds maintenance.
REPORTING

· The Site Manager will be responsible for all aspects of reporting in relation to ground maintenance, repairs and maintenance.
· They are to write and update the relevant sections of the School Improvement Plan, in coordination with the Headteacher.

GENERAL

· The ability to liaise with a range of multi-agency professionals when visiting school premises,  these may include health service, local community groups, social services, community benefit and welfare groups and local commercial enterprises.

· Comply with and assist with the development of policies and procedures relating to child protection and safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Contribute to the overall ethos / work aims of the School

· Participate in training and other learning activities and performance development as required
· To support, uphold and contribute to the development of the school’s equal rights policies and practices in respect of both employment issues and the delivery of services to the community.

· May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined in this job description.
POST TITLE:  Site Manager
Personnel Specification
	
	ESSENTIAL (E) DESIRABLE (D)

	Experience
	Will possess handyperson, caretaking, site-keeping or site management experience in a school or similar environment.  E
Experience of heating systems, building security and building maintenance E
Able to carry out basic repairs and DIY tasks as required E
Key holding in an employed situation. D

Experienced in managing staff D


	Qualifications/Training
	Legionella Awareness E
Health and Safety Qualification E
Prepared to undertake any training required E
Safeguarding Training D
IOSH Managing Safely D


	Knowledge/Skills
	Willingness to participate in development and training opportunities E
Ability to self-evaluate learning needs and actively seek learning opportunities E
Able to empathise with the needs of pupils E
Will possess detailed knowledge of all policies, procedures and regulations relevant to the role D

Experience of plumbing, joinery, electrical and/or decorating procedures D


	Disposition and Attitude
	Personal and professional commitment to equal opportunities, diversity and promoting good race relations E
A commitment to safeguarding children and young people E
Act in accordance with the Data Protection Act and maintain confidentiality at all times E
Able to deal with a range of situations in a sensitive and helpful manner E

	Other Conditions
	Able and willing to work a split shift (morning and late afternoon) and any additional hours by negotiation including evenings and/or weekends as required E
Will not require leave of absence during term time (except for sickness or agreed compassionate leave) E
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate in accordance with the Equality Act. E
Must be legally entitled to work in the UK E
No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable clients/finance (an enhanced DBS check is required).E
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