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A Culture of Excellence





Job Description:  

Site Manager 
Location:  


Alderman White School
Salary Range:


Scale 4, Pts 8 to 14

Value:



£25,992 - £28,624
Contracted hours:

37 hours per week, FT - working on a 2 week rolling rota




(Week 1: 6am – 2pm & Week 2:10am – 6pm)

GENERAL INFORMATION

The following information is provided to assist staff joining the White Hills Park Trust to understand and appreciate the work, content of the post and the role they are to play in the organisation.  Whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings have been used which assume all the usual associated routines.

PURPOSE OF THE POST

The Site Manager will support the School by providing a quality service to all staff that require general caretaking support, through cleaning, movement of materials, compliance in H&S and general repairs suitable to the individual’s skill level. The Site Manager should show a commitment to the aims, policies, and ethos of the Trust and strive to maintain these through personal conduct and effective relationships with colleagues and pupils.

KEY AREAS:

· To support the maintenance of the fabric of the School buildings by undertaking regular inspections of the school site, buildings & plant (including furniture) to identify defects and through the School Operations Manager initiate appropriate corrective actions.

· Attending alarm activations as appropriate and making arrangements to secure the building following acts of vandalism or break-ins, liaising with the police accordingly.

· To act In cases of an emergency outside the working week, e.g. intruders, fire, floods, snow etc to support the reintegration of the school.

· To ensure that all contractors on site work in accordance with the rules and regulations of the Trust to include all Health & Safety, Safeguarding and child protection matters, reporting to the School Operations Manager when appropriate.

· To monitor the work of all contractors on site to ensure there is limited impact on the teaching and learning referring to the School Operations Manager as appropriate.

· To ensure the security of the building is maintained at all times by checking that all windows and doors are secure, that all at risk items are secure and that alarms are set when the property is vacated.

· To have key holding responsibility for the premises ensuring the site is safe & Secure at all times

· Day to day supervision of lettings in liaison with the School Operations Manager.
· To provide adequate supervision and advice to the cleaners & Site Assistance to ensure the school is cleaned and maintained to a satisfactory standard. 
· To support the cleaning of areas within the school at the direction of the School Operations Manager or any other staff as appropriate including removal of graffiti, chewing gum or any other general spillages or stains.

· To carry out porterage duties as requested by the school ensuring that all deliveries are dealt with promptly within 24 hours.

· To prepare rooms/Halls as required, e.g. exams and assembly.

· To ensure all appropriate cleaning supplies are maintained and stocks that need to be re-ordered are, to ensure the school doesn’t go without.

· Liaise with the School Operations Manager regarding the maintenance of all school cleaning equipment.

· To ensure that the external site is maintained and kept clean and tidy and litter free. This will include ensuring all litterbins are emptied, a regular litter pick undertaken, cleaning of drains and gulleys, salting/de-icing of hard surfaced areas and the removal of snow to allow access to the site during winter months.

· In liaison with the School Operations Manager, maintain the heating of the premises ensuring that temperatures are maintained, repairs are undertaken promptly, and cabinets are cleaned.
· To Adhere to the safe handling of products and that the school meets it H&S requirements without exception.
· To take an active role in the promotion of H&S around school ensuring the school is compliant in all areas.

· To ensure that the management of the following :- 
· Water system;

· Fire Alarms and Equipment: 

· Asbestos Management  (LAMP) is complied with;

· Electricity testing (visual)
· Waste Removal and relevant collection notes;

are undertaken thoroughly to ensure the school meets all its legal requirements for  management of these  particular areas. Refer any issues immediately to the School Operations Manger
· To assist with the transporting of students between sites by undertaking mini-bus training and by utilising the Trust Mini-bus resource. 

· To travel and work in all schools within the Trust as and when directed.
Health and Safety:

· Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions.

· Co-operate with the employer on all issues to do with Health, Safety, and Welfare.

Safeguarding

· To be fully aware of and comply with the relevant regulations and requirements in relation to Safeguarding and to participate in training as required.

Continuing Professional Development

· Reflection on own practice and private study and undertake any professional development necessary as identified in SIP.

· Maintain a professional portfolio of evidence to support performance management process. 

· Participation in the Trust’s staff appraisal programme

· Participation in appropriate in-service education programme
Relationships

To be responsible to:

· The School Operations Manager
To co-operate with:

· The Governing Body, making such reports as required

· All colleagues, both teaching and support staff

· LA, advisers and the school SIP Inspection teams

· The trust team upon visits and audits

· Unions and other organisations representing teachers and other persons on the staff

· Feeder and receiving schools to ensure continuity and progression in the education of each pupil

· Persons and bodies outside the school to ensure that the school works in harmony with the community

To line manage the following staff:

· Cleaning team
· Site team
This is a Multi-Academy Trust and the post holder may be required to hold a comparable post on another site within the Trust, if the situation arises.

The job description may be subject to amendment or modification, should circumstances change, but any changes will be discussed with you in the first instance.  Should a disagreement arise, you will be afforded the opportunity of a meeting to resolve the matter with your Line Manager who may involve officers of the CYPS Personnel Department as appropriate.  You may wish to be accompanied at this meeting by a representative of your Trade Union if you so wish.

In addition to the duties specified you may be asked to undertake any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific cases. To provide flexibility and to meet the priorities of the Trust during times of peak work flow you will be asked to support other members of the Trust team undertaking duties that may be below your current grading.

The job description does not form part of the contract of employment.
Date Job Description Revised: January 2025
By Whom:  School Operations Manager
