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Job Description
Site Manager


Responsible to: Headteacher and School Business Manager

To be responsible for the efficient day-to-day management of the school premises, ensuring that the site is safe, secure, well maintained, compliant with statutory requirements and fit for purpose. The postholder is required to work with flexibility to meet the operational needs of the school, including emergency callouts, occasional out-of-hours working and support during school closure periods, as reasonably required.

Grade: Pay Scale 4 Spine Point 10 (£33,384)

Premises  
· Be responsible for the opening and closing of the school site in accordance with school requirements and arrange appropriate cover, where required.
· Undertake regular inspections of the buildings and grounds and report any defects, damage, or security concerns promptly to the Headteacher and School Business Manager.
· Carry out minor repairs and maintenance within the competence of the post, including basic carpentry, plumbing and general adjustments to fixtures and fittings.
· Undertake emergency cleaning duties during the school day, where necessary, for example in relation to spillages, broken glass, flooding or bodily fluids.
· Monitor standards of cleaning across the site and report any concerns to the appropriate manager or contractor; the post does not include line management of cleaners.
· Move furniture, equipment and supplies, and prepare rooms and spaces for teaching, meetings, events, and other school activities.
· Ensure that external areas, access routes, storage areas, and service areas are maintained in a safe, tidy and secure condition.

Maintenance Management
· Operate and check heating, boiler, ventilation, and other plant systems, and ensure that controls, timers, and associated equipment are functioning correctly.
· Maintain accurate premises and compliance records, including inspection logs, servicing records, meter readings, water hygiene records and maintenance schedules.
· Carry out and record routine statutory and operational checks, including weekly fire alarm tests and other checks appropriate to the post, and ensure servicing is undertaken by approved contractors at the required intervals.
· Support the implementation of fire risk assessment, health and safety and other site compliance actions, escalating issues promptly and monitoring remedial works.
· Ensure that tools, equipment, chemicals, and materials are used and stored safely in accordance with health and safety requirements and COSHH guidance.
· Take appropriate action to ensure that the premises remain safe, warm, secure, and free from hazards, pests and vermin.
· Support with swimming pool plant and poolside checks, including testing, cleaning and record keeping, after appropriate training and in accordance with school procedures.

Procurement and Contract Management
· Obtain quotations for premises-related works, services and supplies in accordance with school procedures, and value for money principles.
· Liaise with contractors and service providers, arrange access as required and check that relevant documentation, including risk assessments, method statements and servicing records, are in place.
· Monitor the completion of premises-related works and service visits and report concerns regarding standards, delays or unresolved issues to the Headteacher and School Business Manager.
· Support the operation of lettings and other out-of-hours use of the premises, ensuring that areas are prepared and returned to normal use promptly.
· Report concerns relating to site-related expenditure or contractor performance in a timely manner.

Deliveries and Porterage
· Receive deliveries when necessary and ensure that goods are moved and stored safely and securely.
· Maintain orderly and secure storage areas and assist with stock control for premises-related supplies, where required.
· Assist with the movement and setting out of furniture, equipment and materials for school activities and operational requirements.
· Prepare rooms, halls and other spaces for meetings, events, examinations, and other school activities, and restore them afterwards.

Other Duties and Responsibilities
· Work flexibly in response to the changing needs of the school, including emergency callouts, occasional out-of-hours working and support during school closure periods, as reasonably required.
· Attend relevant training and development appropriate to the duties of the post.
· Provide first aid support if trained and required by the school, and record incidents in accordance with school procedures.
· Be fully aware of and comply with safeguarding and child protection responsibilities, and report any concerns in accordance with school procedures, including recording concerns on CPOMS where required.
· Comply with the school’s data protection, confidentiality, and record-keeping requirements in line with the Data Protection Act 2018 and UK GDPR.
· Undertake such other duties commensurate with the grading of the post as may be required by the Headteacher or School Business Manager.
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