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	Job Title
	Site Manager
	School
	Red Hall Primary School

	
	
	
	

	Post Number
	
	
	

	
	
	
	

	Grade
	6
	Salary
	£26421 - £28770 (Full time salary)
	
	

	
	
	
	


	Reports To
	School Business Manager

	Responsible for 
	Cleaning Team 



	Purpose of the Job

	

	The school site manager is responsible, through the Governing Board, Headteacher and School Business Manager for maintaining a clean, safe and secure school premises, which includes buildings and grounds. Carrying out cleaning, handypersons activities, routine maintenance and refurbishment, porterage and minor repairs. Promoting Health and Safety around the school. All other aspects of site management, such as supervising external contractors and site use.




	Main Activities
SECURITY AND ASSOCIATED DUTIES

· Maintain the security of the school premises as the main key holder. 

· 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 hours function, maintenance and emergency services.

· Liaising as necessary with the emergency services, including calling out of emergency services as required.

· Set security alarm systems, report any potential security breaches, and respond to any alarms or other call-outs following agreed procedures.
· Lock and unlock the premises as required, including out of school hours when necessary.
· Carry out regular checks of alarm systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are actioned.
· Advise the Head teacher / School Business Manager on all matters relating to school security and safety.
· Reporting acts of vandalism.
· Check at the end of the day that all windows, doors and gates are locked, lights switched off, and gas and electrical appliances are turned off.
· Set security alarm systems, report any potential security breaches, and respond to any alarms or other call-outs following agreed procedures.


	LETTINGS

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

· To be on site during the course of lettings to give any assistance to the hirer of the facilities hired.

· To ensure that functions are conducted in an orderly manner and the behaviour of the hirer is not detrimental to the site or facilities.

To ensure that, where appropriate, the requirements of the Licensing Justices are met during any letting. Carry out as required by the Headteacher any necessary cleaning of areas within the letting agreement. 

	HEATING

· Check and control system functions, regularly check heating system, with due regard to appropriate safety requirements, report all defects to a qualified heating engineer.

	SICKNESS I ANNUAL LEAVE COVER

· Holidays to be taken during school holidays, subject to the approval of the Headteacher.

	DELIVERIES I POST










· Take delivery of stores materials and other goods.

	FURNITURE MOVING.

· Move such items of School furniture as required, with due regard to current Health & Safety and Lifting & Handling regulations.

	CLEANING 

· To take delegated responsibilities for cleaning.

· Carry out daily cleaning and ad-hoc duties, such as litter picking and arranging the disposal of waste.
· Carry out 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 of the maintenance of cleaning tools and products, including arranging replacements and ensuring good stock levels.

	INTERNAL MAINTENANCE

· Report all 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. 

· 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 Headteacher. 

· Be responsible for the availability of all hygiene materials. 

· Remove graffiti etc. as required by the Headteacher. 

· Carry out minor repairs to School equipment.

	EXTERNAL MAINTENANCE









· Maintain cleanliness and general tidiness of all external hard 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 School, report/repair defects as appropriate. Inspect all fences, gates, walls, steps, lights etc. 

· Report/repair defects as appropriate. 

· As required by the Headteacher or School Business Manager, remove/obscure all graffiti. 

· Undertake designated gardening duties. 

· Cleaning of outside glass in entrance hall. 

· 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 premises including perimeter fencing.

· Some gardening duties, mowing area at the front of the school, & weeding to keep area tidy. 

· Carry out internal/external window cleaning where required. 

· Carry out minor works in order to improve the site, as required by the Headteacher / Board of Governors / School Business Manager.
· Regularly check both internally and externally for any potential danger to pupils, staff or visitors and report immediately to the Headteacher/ School Business Manager.

	Health and safety

· Ensure a safe working and learning environment in accordance with relevant legislation. 

· Carry out and record regular health and safety checks, including on legionella risk, play equipment, safety equipment, and any hazards on school premises; report any problems to School Business Manager.
· Management of risk assessments.
· Provide safe access to the school in cold weather conditions.
· Make sure all members of the team follow health and safety procedures.
· Monitor the work of contractors, ensuring safe working practice and quality of work.
· Attend regular training on health and safety to ensure compliance.

	Resources

· To advise the Headteacher/ School Business Manager on matters relating to energy control and conservation.
· Contribute to planning, development and organisation of systems/procedures/policies.
· Be responsible for maintaining records, information and data, producing analysis and reports as required.
· Create and maintain a purposeful, orderly and productive working environment. 

· Ensure timely accurate design, preparation and use of specialist equipment/resources/materials. 

· To assist in safety audits of the premises and contribute to relevant risk assessment activity.
· Promote and ensure the health and safety of pupils, staff & visitors (in a accordance with appropriate health & safety legislation) at all times.

	Line management

· Manage the cleaning team on a daily basis.
· Ensure school terms and holidays are sufficiently covered with staffing.
· Delegate tasks appropriately to staff and ensure the smooth running of the team. 

· Carry out performance management duties and make sure all staff in team have relevant, required training.

	Organisation and Supervisory

· Take delivery of post, stores materials and other goods. Unpack and store stock in conjunction with the School Business Manager.

· Replenish stocks in classrooms, toilets, etc, eg paper towels, toilet rolls, hand soap.
· Portering duties e.g. delivering mail, moving furniture and equipment.
· Assisting in management, administration and operation of lettings system. 

· Monitor & manage stock within an agreed budget, cataloguing resources & undertaking audits as required.
· Day to day management of School cleaning staff, ensuring all areas are cleaned to required specification.
· Ensure that cleaning machinery and equipment is maintained report defects as they arise.

· Comply with instructions with regard to arranging the necessary facilities for the school to be used as a polling station as required by the Returning Officer (when applicable).
· Deal with all emergencies providing access for emergency services, assisting and securing premises as required. 

· Advise on site development projects and make recommendations on site use.
· Delegate tasks appropriately to staff and ensure the smooth running of the team. 



	Responsibilities

· Be committed to the safeguarding and promotion of the welfare of children and young people.
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and GDPR, and equal opportunities, and report all concerns to an appropriate perso.n

· Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment.
· Contribute to the overall ethos/work/aims of the school.
· Establish constructive relationships and communication with all staff and other agencies/professionals.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· Participate in training and other learning activities and performance development as required.
· Ensure that cleaning staff carry out their duties professionally and effectively.
· Supervise a cleaning team that delivers and meets the needs of the school.
· Ensure contractors and external visitors comply with security and health and safety while on school premises.
· Attend and participate in meetings as required.
· Any other duties commensurate with the duties/responsibilities/grade of the post.
· All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working.

· Undertaking networking and communication to a variety of agencies to develop best practice and best value principles on behalf of the school.



	
	

	Special Conditions
	This post is subject to the DBS checking process. 
The exact focus of the role will be decided at school level and will take account of the needs of the school and the development needs of the member of staff. 

The salary offered reflects the fact that the post holder will be required to work on a casual basis.

	
	

	Car Allowance
	 Mileage / N/A

	
	

	Prepared By

(Section/Mgr)
	Michelle Hackett

	
	

	Review Date 
	September 2024
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	Job Title
	Site Manager
	School
	Red Hall Primary School

	
	
	
	

	Post Number
	
	
	

	
	
	
	

	Grade
	6
	Salary
	£22,571.00 – £24,920.00
	
	

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	Experience
	
	√
	√
	

	· Caretaking

· Building maintenance

· Security including alarm systems

· Cleaning work

· Supervising a small team

· Working with contractors

· Willing and able to start work early when required. Be on call for emergencies and deal with evening and weekend lettings. Must be flexible with regard to working hours
	
	
	
	

	· Competent at basic building repairs, maintenance and grounds maintenance.

· Use of small industrial / electrical, mechanical equipment.

· Ability to handle / carry heavy items (within Health and Safety manual lifting and handling regulations)
	
√

√

√

√


	
	
	

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	· Willing to undergo appropriate training

· COSH

· IOSH

· Health and Safety

· Manual Handling

· Ladder training 
· PAT testing

· Legionella training

· Fire evacuation procedures
	
	√
	√
	

	
	
	
	
	

	Practical Skills
	
	
	
	

	· Ability to understand and comply with work instructions (written and verbal)

· Able to effectively organise and supervise the work of others (such as cleaners and contractors)

· Reading, writing and numeracy skills to check delivery notes, instructions, lettings forms, emails etc

· Able to operate electrical and mechanical systems
	
	√
	√
	

	
	
	
	
	

	
	
	
	
	

	Personal Qualities and Attributes
	
	
	
	

	· Flexible

· Honest; able to work effectively with little supervision

· Polite and courteous to the school and outer community

· Calm and patient under pressure

· Able to show initiative

· Proactive to ensure smooth running of site
	
	√
	√
	

	· Methodical

· Practical

· Capable of moderate physical activity

· Able to apply Health & Safety Procedures

· Capable and willing to work on own initiative
	
	
	
	

	· Able to deal with emergencies effectively in the event of a call out following alarm activation

	
	
	
	

	· To comply with the Schools commitment to the protection and safeguarding of children.


	
	√
	√
	

	

	Prepared By
	Johanna Griffin

	Date
	July 2022
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