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	Job title:
	Site Manager

	Grade:
	2B SCP 9 to 13

	Directly responsible to:
	Headteacher/ Strategic Director of Business & Operations

	Directly responsible for:
	Cleaning staff and site staff, as applicable

	Hours of duty:
	36 hours per week, all year round 
(term-time split shifts; consolidated hours during school holidays).


Main Purpose of the Job
To provide an effective and comprehensive site management service to ensure that the school premises and grounds are safe, secure, clean, well maintained and suitable for pupils, staff and visitors.

To undertake day-to-day premises duties including security, cleaning, routine health and safety checks, minor maintenance and repairs, grounds maintenance, porterage and liaison with contractors.

To work closely with the Headteacher and Strategic Director of Business & Operations and contribute to the effective management of the school premises, including jointly completing the annual Local Authority Health & Safety Audit with the Strategic Director of Business & Operations.

To carry out all duties in accordance with school and Local Authority policies and procedures, relevant health and safety requirements and safe working practices.

Main Duties and Responsibilities/Accountabilities
Buildings and Maintenance
1. To undertake regular inspections of the school buildings and premises to identify the need for repairs, maintenance and improvements.
2. To undertake general maintenance and minor repair duties that fall within the postholder's competence and do not require a specialist or appropriately qualified contractor.
3. To undertake minor day-to-day repairs and maintenance, which may include minor repairs to doors, window fittings, skirting boards, fixtures and fittings, painting and decorating and other general maintenance tasks.
4. To undertake minor improvements such as fitting shelves, coat hooks, noticeboards, blinds and curtain rails, where appropriate and safe to do so, only after checking that the proposed work will not disturb asbestos-containing materials, concealed services or other identified hazards.
5. To ensure that all work is undertaken in accordance with health and safety requirements, school procedures and safe working practices.
6. To ensure that no work is undertaken outside the postholder's level of competence, training or authorisation. Electrical, gas, asbestos-related and other specialist works must be undertaken by appropriately qualified and authorised persons.
7. To identify and report maintenance issues promptly and, where appropriate and safe to do so, implement temporary measures to make an area safe pending permanent repair.
8. To monitor the general condition of the school buildings and report deterioration, damage or defects to the Headteacher and Strategic Director of Business & Operations.
9. To monitor the operation of the school's heating systems and report faults or concerns, helping to ensure appropriate temperatures are maintained for pupils and staff.
10. To undertake minor plumbing and joinery tasks where these fall within the postholder's competence.
11. To maintain appropriate records of premises inspections, maintenance issues and completed works.
12. To monitor the condition and cleanliness of windows and report or arrange requirements for specialist window cleaning where necessary.
13. To be responsible for refuse arrangements and recycling and ensure designated waste areas are maintained appropriately.
Contractor Management
1. To liaise with contractors attending the school and ensure they comply with the school's signing-in, safeguarding, security and health and safety arrangements.
2. To ensure contractors are provided with or directed to relevant site safety information before commencing work, including asbestos information where their work could affect the fabric of the building.
3. To support the Strategic Director of Business & Operations with contractor control arrangements, including ensuring required documentation is in place and completing permits to work where applicable.
4. To ensure contractors are made aware of relevant site-specific risks and school operational arrangements.
5. To monitor contractors whilst on the school premises and ensure work areas are appropriately segregated from pupils, staff and visitors.
6. To report unsafe working practices, unauthorised work or deviations from agreed working arrangements immediately to the Headteacher / Strategic Director of Business & Operations and to stop work where there is an immediate risk to health or safety.
7. To accompany contractors around the school premises where required.
8. To liaise with the Headteacher and Strategic Director of Business & Operations regarding contractor visits, progress of works, outstanding issues and completion of works.
Health and Safety
1. To work closely with the Strategic Director of Business & Operations in maintaining effective premises-related health and safety arrangements across the school.
2. To jointly complete the annual Local Authority Health & Safety Audit with the Strategic Director of Business & Operations, including preparing and maintaining relevant documentation, records and evidence and progressing premises-related actions arising from the audit.
3. To undertake scheduled premises health and safety inspections and checks in accordance with school and Local Authority procedures.
4. To undertake routine checks and testing where trained and authorised to do so, including fire alarm tests, emergency lighting checks and other premises-related checks allocated to the role.
5. To assist with fire safety arrangements, including routinely checking fire exits, escape routes and fire doors and reporting defects promptly.
6. To undertake water hygiene monitoring and checks allocated to the role in accordance with the school's water hygiene/Legionella arrangements and following appropriate training.
7. To work in accordance with the school's Asbestos Management Plan and asbestos register, including checking relevant asbestos information before undertaking or arranging any work that may disturb the fabric of the building, and immediately reporting any damage or suspected disturbance of asbestos-containing materials.
8. To maintain accurate and up-to-date records of all inspections, tests and checks undertaken and report outcomes, defects and required actions to the Headteacher and Strategic Director of Business & Operations.
9. To identify potential health and safety hazards and report these promptly to the Headteacher and/or Strategic Director of Business & Operations.
10. Where an immediate hazard is identified, to take reasonable action to make the area safe, including preventing access where appropriate, pending further assessment or repair.
11. To cooperate with Local Authority officers, health and safety advisers, contractors and other competent persons undertaking inspections, testing or compliance work.
12. To undertake relevant health and safety training appropriate to the role.
Supervision of Cleaning Staff and Cleaning
1. To oversee, coordinate and monitor the work of cleaning and site staff, where applicable, as part of the effective management of the school premises.
2. To check the attendance of cleaning staff and report absences or staffing concerns promptly to the Strategic Director of Business & Operations and the relevant contractor/Area Supervisor where appropriate.
3. To liaise with the cleaning contractor's Area Supervisor regarding staffing, cleaning standards and other operational issues.
4. To issue or make available appropriate cleaning materials and equipment.
5. To immediately take faulty cleaning equipment out of use and report or arrange appropriate repair.
6. To monitor cleaning standards throughout the school and report or address concerns as appropriate.
7. To undertake designated cleaning duties as required, including an agreed programme of deep cleaning during school holidays.
8. To empty bins and ensure waste is disposed of appropriately.
9. To ensure adequate supplies of soap, toilet rolls and other washroom consumables are maintained throughout the school.
10. To monitor stock levels of cleaning materials and consumables and ensure supplies are replenished as required, completing order requests for approval by the Headteacher in accordance with the school's purchasing procedures.
11. To ensure cleaning chemicals and other hazardous substances are stored, handled and used safely and in accordance with COSHH requirements, manufacturers' instructions and school procedures.
12. To undertake appropriate cleaning of bodily fluids and other potentially hazardous contamination in accordance with school procedures, infection-control measures and relevant training.
13. To be responsible for the regular cleaning and maintenance of the school hall floor, using appropriate cleaning machinery and equipment, and to clean and maintain other designated areas as required.
Grounds
1. To keep the school grounds clean, tidy and reasonably free from waste, rubbish and leaves.
2. To undertake daily visual safety checks of playgrounds and external areas before pupil use and remove or report hazards as appropriate.
3. To check for and safely deal with litter and hazardous items such as broken glass in accordance with school procedures.
4. To maintain safe access routes during adverse weather, including removing leaves and applying grit and/or clearing snow in accordance with the school's procedures.
5. To monitor the condition of perimeter fencing, gates, pathways, playground surfaces and external areas and report defects.
6. To undertake minor grounds repairs and maintenance where competent and authorised to do so.
7. To ensure accessible external drainage channels and gullies are kept reasonably free from leaves and debris where safe to do so.
Security
1. To act as a main keyholder for the school and respond to emergency call-outs as required.
2. To be responsible for opening the premises at the beginning of each day, including deactivating the intruder alarm, unlocking designated gates and doors and undertaking appropriate initial premises checks.
3. To check that essential services such as lighting, heating and water appear operational and report or arrange for faults to be addressed as appropriate.
4. To be responsible for securing the premises at the end of the day, ensuring that occupants have left, designated windows and doors are secured and appropriate lighting and electrical equipment is switched off.
5. To operate the school's intruder alarm and other security systems as required.
6. To undertake routine checks of security, alarm and surveillance equipment and report faults promptly.
7. To ensure the safe keeping of keys, access codes and other security information.
8. To respond appropriately to emergency situations affecting the school premises and contact the Headteacher, Strategic Director of Business & Operations, emergency services or appropriate contractors as required.
Moving & Handling and School Operations
1. To take account of events and activities taking place within school and provide appropriate site support to assist their smooth running.
2. To assist with setting up and clearing rooms for meetings, events and school activities.
3. To undertake porterage duties, including receiving and moving deliveries and equipment to appropriate areas of the school, subject to safe manual-handling practices.
4. To assist with moving furniture and equipment where safe and appropriate to do so.
5. To assist with the provision and collection of outdoor play equipment where required.
6. To be flexible in attending school events or responding to premises requirements outside usual working hours where reasonably required.
Reporting and Record Keeping
1. To maintain accurate premises records, inspection logs and compliance documentation allocated to the role.
2. To manage a system of work to ensure premises issues reported by staff and management are progressed promptly and relevant staff are kept informed of progress.
3. To provide a termly premises and safety update to the Headteacher for reporting to the appropriate Governing Body committee.
4. To report significant premises, security, contractor or health and safety concerns immediately rather than waiting for scheduled reporting arrangements.
Safeguarding
1. To share the school's commitment to safeguarding and promoting the welfare of children and young people.
2. To comply with the school's safeguarding and child protection policies and procedures at all times.
3. To undertake safeguarding training as required.
4. To report any safeguarding concerns immediately through the school's agreed procedures.
5. To maintain appropriate professional boundaries and confidentiality.
6. To ensure contractors and visitors under the postholder's supervision comply with the school's visitor, safeguarding and access arrangements.
Overall Conduct
1. To work positively, professionally and inclusively with colleagues and contribute to the ethos and values of the school.
2. To treat pupils, parents, staff, visitors and contractors with care, consideration and courtesy.
3. To promote equality and comply with the school's equality policies and responsibilities.
4. To maintain confidentiality at all times and comply with school policies, procedures and data protection requirements.
5. To maintain appropriate standards of personal presentation and professional conduct.
6. To work flexibly and cooperatively as part of the wider school team.
7. To undertake training and professional development appropriate to the role.
8. To carry out other duties commensurate with the grade and general nature of the post as reasonably required by the Headteacher or Strategic Director of Business & Operations.
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