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STAKESBY PRIMARY ACADEMY
Job Description and Person Specification

SITE MANAGER

Core Hours:
25 hours per week, 52 weeks per year.  (Hours during school closure period to be negotiated with the Principal and Business Manager dependent on school needs.)
Responsible to:
Business Manager and Principal

Line Manager:
Business Manager

Responsible for:
Cleaning Team
MAIN PURPOSE OF THE JOB
To be responsible for all aspects of site management including a wide range of duties and responsibilities connected with the fabric and grounds of the school.  This includes security, cleanliness, porterage, monitoring visiting contractors, routine maintenance and refurbishment, minor repairs and decoration, advising the Business Manager/Principal on suggested improvements to the general school environment, to improve the productivity of site management, to carry out pre-planned maintenance programmes and organise cleaning programmes.
General Responsibilities
· To ensure that the management and maintenance of the school buildings and environment are effectively undertaken
· To be responsible for the health and safety of the site

· To undertake repairs, DIY projects, minor decorating projects, minor weeding and pruning and to organise and assist with deep cleans
· To create and maintain an effective cleaning team, ensuring that the changing needs of the school are met through training and development of the cleaning team

· To delegate tasks as appropriate to contractors, ensuring health and safety regulations are strictly adhered to

· To ensure all contractors entering the building are inducted, accounted for and safe to work

· Monitor contractors whilst any works are being carried out around the site, ensuring that work does not compromise the safety of all associated with the Academy

· To monitor the performance of the cleaning team to ensure a clean, tidy and well-maintained school environment
Specific Responsibilities
PREMISES MANAGEMENT
· To monitor the day-to-day maintenance, repair and cleaning of the school

· In conjunction with the Business Manager/Principal monitor the day-to-day maintenance and repair budget and the cleaning materials budget

· To advise on a rolling programme of redecoration/refurbishment

· To order, in line with the Trust’s procedure, and supervise repairs and act as project manager for small maintenance contracts and improvement schemes, ensuring best value for money is received

· To assist the Business Manager/Principal to prepare documentation for tenders or specifications of small to medium projects

· To develop appropriate monitoring procedures to ensure that the school site is kept clean, safe and in a good state of repair and stocked with necessary cleaning and repair supplies

· To be responsible for compliance with relevant health & safety legislation (inc. asbestos, fire equipment, ladders, water systems, electrical etc) and to attend relevant/mandatory training where required.  Keep accurate manual and electronic records (the Trust use TRM software, for which full training will be given).  
· To instruct and supervise the gardening contractor ensuring the school grounds are maintained to a high standard

· To undertake the appraisal reviews of the cleaning staff, ensuring continuing professional development in liaison with the Business Manager 

· To ensure that the cleaning cupboards (main school and EYFS building) are kept tidy, clean and in an orderly, safe manner, disposing of all old equipment and tools on a quarterly basis.  

· Displaying up-to-date legislative posters in the school and cleaning cupboards (main school and EYFS building) regarding Health & Safety

· To ensure that the garage and external storage cupboards are kept tidy, clean and in an orderly, safe manner disposing of all old equipment and tools on a quarterly basis.

· Manage/monitor cleaning standards in the school, adapting procedures to meet the school’s high standards and statutory requirements

· Organise and produce deep cleaning schedules which need to be undertaken during the school holidays.  Deep cleans take place on a rota basis which is managed and assisted by the Site Manager.
SECURITY
· To be responsible for the security of the premises, liaising with the security alarm contractor

· To be responsible for opening and locking up the school during term time and for the unlocking and locking of the school during school closure periods for lettings, contractors and staff

· To ensure that at the end of the day all doors, windows and gates are locked, gas and electrical appliances are turned off and all security alarms are set and working correctly

· To check, at least monthly, all perimeter fences, security devices, fire appliances, alarms, equipment etc
· To ensure that the fire call points, intruder alarms and emergency lighting are tested and recorded in accordance with the Trust’s guidelines

· To be aware of all out of hours activities which are recorded on the school calendar, for the opening, closing, heating and availability of equipment as necessary for the smooth operation of both school functions and lettings

· To act as main keyholder for the school on callouts
GENERAL SITE DUTIES
· To set and monitor the school heating and hot water systems
· To take energy readings on a monthly basis
· To ensure the school is kept clean and tidy and is conducive to learning e.g., litter picking, collection and disposal of refuse, disinfecting bins, ensuring toilets checked daily for fresh supply of disposables etc
· To ensure that the main school hall floors and the KS2 cloakroom floors are kept clean and polished (use of scrubbing/buffer machine)
· To manage the provision of porterage and furniture moving service as required in order that school activities can proceed and that the entrance of the school is always clear and welcoming; ensuring that the outside pots are free from weeds, porch and reception area are free from clutter etc.
· To ensure that the orders received into school are delivered to the appropriate area/person as necessary
· To ensure that routine maintenance service checks on all serviceable equipment are carried out i.e., boilers, air conditioning units, fire fighting equipment, lightning conductors etc and results recorded
· To ensure light bulbs, fluorescent tubes, and starter switches etc are changed as necessary and fittings and shades are cleaned regularly
· To ensure all indoor and outdoor plants are adequately watered during school closure periods
· To undertake minor window cleaning as required
· To undertake minor weeding and pruning as required 
· To collect and dispose of all waste, refuse and surplus materials
· To clear up bodily fluids after accidents adhering to health and safety procedures
· To perform the summer cleaning of the chairs, tables and other furniture in the school 

· To carry out emergency cleaning as required and cover for absence (payment for additional hours applicable)
HEALTH & SAFETY 
· To ensure that all working practices comply with current legislation (full training will be given)
· Liaise with the Trust’s Estate Team, Business Manager and Principal
· To provide safe access to the school in the event of snow, ice or flooding
· To have knowledge of the location of all water and gas stops and mains electricity power breakers etc. All duties to be carried out in compliance with the Health & Safety at Work Act, Nationally and locally agreed Codes of Practice which are relevant and the School’s and Trust’s Health & Safety Policy and Procedures
· Keep up to date with the Trust’s training requirements (via Flick Training)
ADMINISTRATION

· To maintain the school’s equipment and plant inventory
· To place orders in a timely manner, via the school office, for items of housekeeping ensuring stock levels are maintained
· To order repairs and maintenance items in liaison with the Business Manager
· To maintain inspection logs (electronically and manually)
· To establish and maintain a list of repairs / improvements
· To establish and maintain an audit of all tools and equipment, their state of repair and where they are kept
· To ensure mechanical equipment and power tools are inspected prior to each use 
· To assist the Business Manager with obtaining tenders and quotes
· To carry out regular Health & Safety inspections and risk assessments on his/her own and with the Business Manager
· Undertake initiatives to improve cost effectiveness of the Academy
CUSTOMER CARE

· To treat pupils, parents, staff, visitors and contractors with care, consideration, and courtesy in accordance with the Academy’s ethos and values

· To manage a system of work to ensure issues reported by staff and management are remedied in a prompt manner, keeping all parties informed of progress

· To present high standards of personal appearance in accordance with the Academy’s ethos and values

· To promote a favourable image of the Trust and the Academy to all building users in all aspects of the Site Manager role 

OTHER

· To always maintain confidentiality in respect of the Trust and Academy related matters

· To be flexible as to hours/shifts worked to meet the requirements of the Academy during both term time & holidays

· Any other reasonable duties as directed by the Business Manager and Principal
· Co-operate with and undertakes duties as reasonable requested by the Trust’s Estate Office

· Operate the Academy within the confines of the Management of Premises & Facilities Toolkit

Key Role/Functions
The fundamental part of the role will be premises management of the academy buildings and grounds. This entails the maintenance and security of the building and grounds, ensuring the cleanliness of the site as a welcoming, safe and secure environment for pupils, staff and visitors, and taking responsibility for ensuring full compliance with current health and safety legislation.

You must also be willing to undertake routine maintenance, including painting and decorating, DIY and general repairs. There will be some later working for Governors' Meetings, special events and parents' evenings in which flexibility is essential. The Site Manager is expected to attend to emergencies outside of academy hours, therefore a full driving licence is essential.

You will be responsible for all record keeping in respect of maintenance and health & safety and therefore possess strong ICT, literacy and numeracy skills.
Specific Duties and Responsibilities

Grounds and buildings management

· To be responsible for opening and closing the building (if necessary) and setting the academy intruder alarm system (all year round including non-term time) 

· To act as primary key holder and to attend the building outside normal working hours in the event of emergency call-out
· To ensure all contractors entering the building are inducted, accounted for and safe to work
· Monitor contractors whilst any works are being carried out around the site ensuring that work doesn’t compromise all associated with the academy’s safety

· Management / supervision of internal / external cleaning staff & regular liaison with cleaning contractors – ensuring the contract is effective and well monitored 

· To be responsible for the contents of the building, including maintaining inventory records
· To ensure the effective provision of heating and lighting to the academy, including monitoring of consumption and cost. Advise staff and pupils on energy conservation methods

· Monitor the work of the academy’s maintenance contracts and ensure cost effective 

· Consult and co-operate with the Trust and Academy Senior Leadership Team on large projects. Lead small projects and ensure they are on time and within budget
· Undertake initiatives to improve cost effectiveness of the academy

Health & Safety / Compliance

· Assist with external audits, inspections and premises reviews and ensure all actions and requirements from inspections and audits are completed in a prompt manner
· Maintain the schedule of servicing and inspection program and ensure statutory servicing and planned preventative maintenance arrangements are in place 

· Proactive and reactive monitoring of academy buildings and equipment
· To be responsible for compliance with relevant health & safety legislation, (inc. asbestos, fire, ladders, equipment, water systems, electrical, etc.) and to attend relevant / mandatory training where required
· To ensure policies and procedures as outlined by Trust and academy management are adhered to 

· Undertake routine safety inspections, checks and tours and maintain full comprehensive record-keeping of these
· To report to governing body via regular premises and health & safety reports and lead annual governor health & safety reviews

· Consult and co-operate with the Trust and Academy Senior Leadership Team with any Health & Safety / Premises related matters

General Maintenance

· To carry out repairs to maintain or improve the aesthetics of the site in consultation with the Senior Leadership Team or Business Manager
· To remove snow and ice from entrances, pathways and playgrounds and ensure they are safe for pupils, parents, staff and visitors to access academy
· Stock management of caretaking consumables to ensure stocks are held securely for use in academy, in line with COSHH regulations. Ordering of goods in line with agreed procurement policy

· Porterage of goods, equipment and furniture as required and ensuring general housekeeping within the buildings is at the required standards

· Ensure health and safety throughout the academy grounds with daily maintenance walks

· Ensure the tree line is regularly monitored and issues acted upon promptly

Customer care
· To treat pupils, parents, staff, visitors and contractors with care, consideration and courtesy in accordance with the academy’s ethos and values

· To manage a system of work to ensure issues reported by staff and management are remedied in a prompt manner, keeping all parties informed of progress

· To present high standards of personal appearance in accordance with the academy’s ethos and values
· To promote a favourable image of the Trust and the academy to all building users in all aspects of the Site Manager role 

Other

· To maintain confidentiality at all times in respect of the Trust and the academy related matters

· To be flexible as to hours/ shifts worked to meet the requirements of the academy during both term time & academy holidays

· Any other reasonable duties as directed by the Business Manager, Head of Academy and Senior Leadership team

· Co-operate with and undertakes duties as reasonable requested by the Trusts Estate Office
· Operate the academy within the confines of the Management of Premises & Facilities Toolkit
Signed (Site Manager): ______________________________

Date: _______________________

Signed (Business Manager): ______________________________

Date: _______________________
