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	Job Title
	Casual Site Manager
	School
	The Ridge Primary School

	
	
	
	

	Post Number
	SCH114
	
	

	
	
	
	

	Grade
	4
	Salary
	£25,583.00 - £25,989.00
	
	

	
	
	
	



	Reports To
	Business Manager

	
	Jay Jones



	Purpose of the Job

	

	Under the direction/instruction of appropriate staff; assist in the provision of basic maintenance and security services on school premises and sites thereby ensuring a safe working environment.  

To assist with the practical implementation of measures to ensure the Primary School complies with legal requirements relating to buildings and to the health, safety, security and welfare of staff, students, and visitors. 

To undertake basic grounds maintenance related activities to ensure that school sites are maintained to an excellent standard and to provide a professional impression to all visitors, parents, students, and staff. 

In addition, as a member of the Facilities Support Staff, undertake a range of duties concerned with the school premises and ancillary duties to support the operation of the school. 

To assist in the staffing of events hosted by the Primary School.  To provide out of hours cover in regard to the above functions.  

                           



	Specific Responsibilities

	

	Hours
The hours in term time are 37 hours per week, to be worked normally between the core time of 

715am and 615pm but some flexibility is required depending upon the needs of the service.
During the school holidays hours will be:

Monday – Thursday - 730am – 11.00am and then 2.30pm – 6.15pm

Fridays 7.30am – 10.30am and 2.30pm – 6.00pm


	Management & Supervision
Management of cleaner’s daily workload and ensuring the best use of premises personnel, being responsible for their allocation of work, holidays and appraisals.


	Security and Associated Duties

· Management of security processes for the school. 

· Carrying out security procedures for school buildings and grounds

· Opening and closing of school premises, including gates, doors, windows, fire exits etc 

for the purpose of school use, lettings, out of school hours functions, maintenance and 

emergency services.

· Regularly checking the proper operation and function of alarms and fire equipment and ensuring emergency exits are not obstructed
· Fire drills to be arranged and implemented through discussions with School Business Manager/Head Teacher. Any concerns noted in the log book to be actioned.
· Work alongside the SENCo to update student PEEPs to ensure their safe exit in an emergency. Undertake any necessary courses to support children.
· Liaising as necessary with the emergency services, including calling out of emergency 

services as required

· Reporting acts of vandalism to the Head Teacher/School Business Manager and /or Police as necessary

· Courier duties as required by the School Business Manager/ Headteacher.
· Acting as ‘first in command’ key holder to the school buildings.
· Performing security duties at the School gate before / after school

· Management of on-site contractors.


	Lettings

· Complying with instructions received from the Headteacher / Business Manager / Board of Governors concerning agreed letting procedures and carrying out lettings as per lettings agreement.

· Where requested by the School Business Manager / Headteacher, be on site during the course of the letting to:-

a. Give any assistance to the hirer relative to the facilities hired.

b. To ensure that the functions are properly conducted in accordance with the 

appropriate lettings agreement, and that the behaviour of the hirer is not detrimental to 

the site or facilities.

c. To ensure that, where appropriate, the requirements of the Licensing Justices are 

met during any letting.

d. To carry out as required by the Headteacher / Business Manager any necessary cleaning of areas within the letting agreement


	Health & Safety

· Ensure health and safety processes, policies and procedures are followed.
· Undertake risk assessments and know how to use them to establish hazards within the school and the associated risks involved.

· Reviewing risk assessments.
· When necessary conduct accident investigations and report findings (RIDDOR).

· Facilitate Health & Safety walks with HT/H&S Governor.

· Management of fire plan, asbestos plan, asset management plan, statutory safety checks (e.g. play equipment, legionella testing, roller shutters, periodic testing) health and safety risk assessments, and policies, keeping records accurately up to date-including log book entries for fire drills etc.

· Liaising with local authority and estates team.
· Ensure all Health and Safety signage is up to date and on display in line with statutory guidance.

· Adhere to COSHH regulations as required.

· Completion of PAT testing of all electrical equipment and completion of a report.

· Complete IOSH training.



	Maintenance

· Oversee the planning of maintenance schedules and repairs of the building, site and grounds are carried out and progress is monitored.

· Make sure all paperwork/records are kept up to date.
· Report defects which require specialist repair, inspect electrical fittings and report defects as required.

· Replace lamps and domestic fuses as required.

· Regularly inspect plumbing and report /repair defects as appropriate, synchronise clocks, time switches etc. as required.

· Undertake minor repairs to fixtures and fittings including desks, tables and chairs as appropriate which may require the use of power tools.

· Order and take delivery of materials to deal with repairs mentioned above.

· Subject to safety regulations, redecoration of any area, agreed as reasonable on instruction from the School Business Manager/ Head Teacher.
· Be responsible for the supply and availability of all hygiene materials.

· Carry out minor repairs to school equipment as agreed with the School Business

· Manager /Head Teacher.

· Purchase materials for minor repairs.

· Carry out minor works in order to improve the site as required by the School Business Manager, Head Teacher and Governing Body.

· Attend appropriate training courses as required by the School Business Manager / Head Teacher.
· Manage the sourcing and procurement of materials and resources to achieve best value.

· Oversee the planning of maintenance schedules and repairs of the building, site and grounds are carried out and progress is monitored.

· Maintain cleanliness and general tidiness of all external areas.

· Empty litter bins on a daily basis.
· Clean and clear all drains and gullies to ensure effective and healthy operation.

· Inspect outside fabric of the school, report / repair defects as appropriate. Inspect all fences, gates, walls, steps and lights etc.

· Report / repair defects as appropriate.

· Undertake gardening duties of school grounds. 

· Cleaning outside glass.

· Clear leaves, snow, ice, moss and detritus as appropriate including treatment of surfaces with salt etc.

· Inspect all outside areas for dangerous materials and remove, including external emergency clean of spillage.

· Pruning and clearance to ensure unrestricted access and use of the premises including perimeter fencing.
· Some gardening duties

· Carry out external /internal window cleaning where required.

· Carry out minor works in order to improve the site, as required by the School Business Manager / Head Teacher and Governing Body.

· Regularly check both internally and externally for any potential danger to pupils, staff or visitors and report immediately to the School Business Manager / Head Teacher.



	Heating

· Check and control system functions, regularly check heating system, with due regard to the appropriate safety requirements, report all defects to a qualified engineer and School Business Manager / Head Teacher.

· Management of systems to ensure efficiency, including liaison with the Local Authority on maintenance.



	Deliveries

· Take delivery of stores, materials and other goods

· Unpacking and storing items.

· Manage systems and deliveries outside of normal school term



	Furniture Moving

Move items of school furniture as required, with due regard to current Health and Safety and Lifting and Handling regulations



	Cleaning
· Supervise and manage school cleaning staff, ensuring all areas are cleaned to required specification. Assisting with the management of annual leave.

· Source and purchase cleaning materials etc. from an external supplier. Ensure that cleaning machinery and equipment is maintained, report defects as they arise.
· Updating the COSHH and safety data sheets annually.



	Elections

Arranging the necessary facilities for the school to be used as a Polling Station as required by the Returning Officer (if / when applicable)


	Energy

· In conjunction with the Operations Administration Officer and Headteacher, implement all agreed policies.

· Read, record and report all meter readings as required by the Business Manager/Headteacher.



	Emergencies
Some examples are:

· Clean sickness and spillages as required.

· Deal with or arrange to be dealt with all burst pipes, leaks, floods, fires and breakages as appropriate.

· Deal with, or arrange to be dealt with, all electrical and gas emergencies, making safe initially by turning off the supply.

· Ensure access for emergency services, assist as necessary and secure premises as required.

· Arrange repairs etc. with contractors with prior approval of the line manager.



	Finance
· As part of the purchasing process, contact and liaise with contractors to facilitate three quotations in order to make recommendations for best value.



	Other Duties
· Assist with the management of any projects undertaken at school.

· Oversee and be part of school events put on by the RFA (Ridge Friends Association), ensuring all decisions are made adhering to Health & Safety.

· Any other duties deemed necessary by the line manager and in line with the expectations of the role.


	
	

	Special Conditions
	Enhanced DBS Check

	
	

	Car Allowance
	

	
	

	Prepared By

(Head teacher)
	Jay Jones 9th December 2025

	
	

	Review Date 
	31/03/2026
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	Job Title
	Casual Site Manager
	School
	The Ridge Primary School

	
	
	
	

	Post Number
	SCH114
	
	

	
	
	
	

	Grade
	4
	Salary
	£25,583.00 - £25,989.00
	
	

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	√

	Experience/Knowledge
	
	
	
	

	· Experience of caretaking, maintenance work or event organisation

· Experience in carrying out minor repair and maintenance tasks is desirable.

· Knowledge of Health and Safety Policies and Procedures 

· C.O.S.H.H. regulations

· Hygiene procedures

· Moving & Handling procedures

· Operational cleaning practices

· Basic DIY skills including plumbing, carpentry, painting etc.


	
	
	
	

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	· A recognised and relevant professional qualification (desirable)

· Suitable First Aid or Health & Safety qualifications or willingness to undertake any appropriate training to main the requirements of the Primary School (desirable) 

· Experience of using ICT equipment, e.g. Excel, Word etc.
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Practical Skills
	
	
	
	

	· The ability to work in an organised manner

· Have good communication skills

· The ability to implement any changes that may be introduced from time to time

· The ability to work independently but also be a good team player when the need arises

· Ability to maintain records regarding Health & Safety checks/inspections etc.

· Ability to work effectively as part of a team
	
	
	
	

	
	
	
	
	

	Personal Qualities and Attributes
	
	
	
	

	· Able to relate well to children & adults and develop good working relationships

· An aptitude for grounds maintenance and a pride of work

· Highly motivated and able to work alone unsupervised


	
	
	
	

	
	
	
	
	

	Other 
· Ability to identify your own training needs and willingness to participate in training and development opportunities.

· To comply with the Schools commitment, policies and procedures in relation to the protection and safeguarding of children.

√
√
√
√
√
√

	
	
	
	

	

	Prepared By
	Jay Jones

	Date
	9th December 2025
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