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Central England Academy Trust
Oak Wood Primary & Secondary Schools


	Job Description

	Post Title
	Site Manager  

	Salary
	£32,046 to £34,811

	Hours
	37 hours per week, 52 weeks per year (All year round)

	Responsible to :
	Headteacher / Office Manager

	Responsible for:
	Site and Cleaning staff



Broad Description:

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 working closely with the Office Manager to advise and report on all aspects of site maintenance, security, accessibility and compliance through suggested improvements to the general school environment, safety, security and cleanliness.  Responsible for premises and site management contracts and directing the personnel involved.  Development of the school buildings through routine maintenance and refurbishment, minor repairs and carrying out and overseeing pre-planned maintenance works. To ensure high quality site management support function for the schools, staff and operations on a day-to-day-basis.

Responsibility for others (other than employees managed/supervised): The post has considerable responsibility for health and safety and some impact on the well-being of individuals or groups.

Responsibility for staff: The post has direct responsibility for a team of staff, including input to recruitment decisions, supervision, work allocation, checking work, performance management plus overseeing contractors working on site.

Responsibility for budget: The post has some direct responsibility for financial resources, including placing orders, verifying invoices and monitoring expenditure against a specific budget.

Responsibility for physical resources: The post has considerable responsibility for cleaning, maintenance and repair of a range of equipment or buildings and / or responsibility for security of buildings. 


Typical Tasks, Duties and Responsibilities

Premises Management

To be responsible for the effective implementation of the daily housekeeping and health & safety routines of the site:
· To ensure a clean, tidy and well maintained school environment ensuring that the site is maintained to a high standard
· To oversee and undertake minor reactive and pro-active and pre-planned repairs, maintenance and DIY projects to the buildings’ fabric, services, furniture and fixtures & fittings. Check for and report damage as appropriate
· Responsible for basic tools and equipment and reporting items, repairs, maintenance work that is required and is beyond the competence of the school site staff
· Operate heating plant to maintain certain temperatures and ensure adequate supply of hot water available
· Carry out frost precaution procedures
· Carry out procedures in event of fire, flood, breaking and entering, accident or major damage
· Provide emergency access in the event of snow or minor flooding or similar emergency situations
· Ensure playing areas and paths are free from litter
· Ensure drains and gullies are inspected to ensure free flowing and clean, dealing with blockages as necessary
· Ensure that caretaking and cleaning equipment is in a safe and working condition 
· Ensure Sensory and Soft play rooms are maintained in good order.
· Regular daily water checks and maintenance of Hydrotherapy pool
· Provision of porterage service for supplies around the site (delegating as appropriate)
· Responsible for liaising with external contractors for other maintenance and repairs ensuring best value at all times.

To create and maintain an effective Premises Team, ensuring that the changing needs of the school are met through training and development of the premises staff:

· To monitor the performance of the premises staff and liaise with appropriate managers / supervisors to ensure a clean, tidy and well maintained school environment.
· To delegate tasks as appropriate to support staff and outside contractors (as instructed by the Office Manager) Assist in obtaining quotes for larger site maintenance and development projects 
· To advise on a rolling programme of redecoration / refurbishment.
· To order and supervise repairs and act as Clerk of Works for small maintenance contracts and improvement schemes, inspect work of contractors where satisfaction note required ensuring health & safety regulations are strictly adhered to and appropriate involvement in obtaining quotes and arranging / monitoring work undertaken whilst ensuring best value for money is achieved 
· To liaise with / instruct / supervise the grounds maintenance contractor ensuring the school grounds are maintained to a high standard.
· In conjunction with the Office Manager (SBM) / Head Teacher to monitor the day-to-day maintenance and repair budget and the cleaning materials budget
· To attend regular meetings with Office Manager as required.
· To establish and maintain a prioritised list of repairs / improvements.
· To establish and maintain an auditable register of all tools and equipment, their state of repair and storage location/s.

Security and access: 

To be responsible for opening and closing and security of premises and grounds.

· Carry out security procedures for the school buildings and grounds
· Operation of alarm and surveillance systems to ensure maximum security when premises unattended.
· Take action to prevent trespass on the premises
· Ensure unauthorised parking of vehicles does not occur
· Registered key holder, responsible for the security keys to the premises
· Liaison with appropriate alarm company, police call-outs and other emergencies outside normal working hours.
· To ensure the overall physical day-to-day security of the school premises including the responsibility for regular opening of the buildings in the morning and/or locking of buildings in the evening (during term-time and during school closure periods) and similar ad-hoc duties as and when required.
· To maintain the general physical security of the estate by way of regular and ad-hoc security patrols including the regular checking of all perimeter fences.
· Attendance, acting in the capacity of a primary keyholder, to emergency call-outs outside normal working hours and to liaise with the Local Authority, Police and other emergency services in this respect as necessary and in line with the Trusts Critical Incident & Business Continuity Plan 
· To monitor, report, advise on and action appropriately, all security matters and any shortcomings in security provision.
· To be aware of all out-of-hours activities at the school and arrange for site access, opening, closing and heating buildings and the availability of equipment as necessary for the smooth operation of school functions, outside lettings and contractor activities.
· Act as a designated duty-holder in the context of both the Trusts Critical Incident & Business Continuity Plan and Lockdown Procedures.

Health & Safety:
To carry out passive health & safety monitoring within the school, actioning deficiencies where possible / appropriate and reporting any remaining deficiencies to the appropriate school staff, including overseeing daily site checks:

· Responsible for all premises related risk assessments and COSHH requirements.  To maintain all COSHH records and ensure appropriate COSHH Assessments are in place.
· Maintaining Fire Log Book and organising regular fire drill in consultation with SLT
· Advise Office Manager of any Health and Safety issues relating to the premises
· To carry out regular, formal health & safety inspections and risk assessments on his / her own and in conjunction with the School Leadership Team / Governance sub-committee members
· Ensure that all duties / working practices (and those of the Premises Team) are to be carried out in accordance with all current health & safety legislation, policy and procedures including Safeguarding.
· To implement an electronic system to record daily checks and compliance checks, incorporating contractors for compliance/service checks.
· To ensure that routine / regular maintenance service checks and statutory compliance checks on all serviceable equipment, building fabric and installations are carried out e.g. boilers, air conditioning units, fire-fighting equipment / appliances, fire alarms, fire call points, emergency lighting, water hygiene, as lifting and handling equipment etc. and results recorded in accordance with the standards and frequencies set by the Trust and by legislation.
· Support safe use of onsite carpark every morning.
· To provide and maintain safe access to the school in the event of snow, ice or flooding.
· To have knowledge of the location of all water and gas stop cocks and mains electricity distribution boards, BMS system etc.
· To facilitate PAT testing and keep an accurate register of portable electrical appliances. To maintain all tools and equipment in good repair and arrange for the training of members of the Premises Team on their safe use
· To ensure mechanical equipment, access equipment and ladders are properly inspected prior to each use.
· To ensure that fire call points, fire alarms and emergency lighting are tested and results recorded in accordance with the standards and frequencies set by the School / Trust.
· Regularly inspect playground equipment and report on its safety / suitability.

Cleaning and waste disposal:
To ensure the school is kept clean and tidy to a high standard and is conducive to learning:  
· The carrying out of ad-hoc / emergency and planned cleaning duties as required, including ensuring the continued tidiness of the buildings, the grounds and immediate environs, and ensuring that all trade waste, refuse and surplus materials is collected and properly distributed to collection point
· Organise and supervise the cleaning of the premises, ensuring high standards
· Ensure the premises and furnishings are cleaned in accordance with the school’s standards, including supervising, organising and appraisal of work of cleaning staff
· Carry out regular cleaning inspections and maintain a log sheet
· Order cleaning materials and equipment
· Ensure removal of sealed clinical waste from school into specific bin for collection and complete necessary paperwork
· To clear up bodily fluids after accidents adhering to health & safety procedures
· To monitor that the main school hall floors are kept clean and polished, cleaning and maintaining when necessary. litter picking, collection and disposal of refuse and recycling, disinfecting bins, ensuring toilets are checked daily for fresh supply of disposables
· To ensure the carpets are kept clean
· To undertake minor window and gutter cleaning as required
· To ensure that all tools cleaning equipment and cleaning products are stored correctly and are not accessible by pupils and that hygiene standards and health & safety regulations are met
· To ensure all hard surface areas and paths are clear of litter, leaves, mud and snow and ensure all gullies and drains are free flowing
· To provide a general porterage and furniture / equipment / materials moving service as required, in connection with the activities of the school, in order that those activities can proceed effectively and that the entrance of the schools are always clear and welcoming
· To ensure that orders, good and deliveries received into school are signed for and efficiently distributed / delivered to the appropriate area / person as necessary
· To set and monitor the school heating, lighting and hot water systems at adequate and appropriate levels
· To ensure light bulbs, fluorescent tubes and starter switches etc. are changed as necessary and fittings, diffusers, covers and shades are cleaned regularly
· To record energy and utilities readings and monitor consumption on a monthly basis
· To make quality resources from pallets/other resources acquired by school

Stock:
· Receive delivery of stock, materials etc. and ensure appropriate storage/distribution
· Ensure adequate supply of fuel, light bulbs and site materials are available, placing orders as necessary
· Replenishing consumable premises supplies around school e.g. toilet tissue, towels etc


Lettings: 
· Prepare for after-school activities and ensure accommodation is prepared for normal school use 
· Develop the use of the school site and grounds to fully utilise areas for lettings, including marketing of resources available and promotion of school and site
· Undertake school lettings in accordance with the lettings procedures

Budget Management:
· Manage budget for premises and cleaning supplies
· Manage budget for school building maintenance
· Report to Line Manager on progress against budget plan as required
· Monitor energy and water usage and make savings where possible

Other:
· Marking sports pitches (where appropriate)
· Undertake training as appropriate
· Attendance as specific school meetings
· Any other duties at the discretion of the Head/Office Manager

Please note that this document provides a broad description of the types of duties/activities involved in this role. They are not intended to provide an exhaustive list of duties and the successful candidate will be expected to undertake other duties considered commensurate with the role.


	Site Manager 
Person Specification - (key requirements of the role)


	
	 
	Essential
	Desirable

	Qualifications:
	· Good literacy and numerical skills (GCSE or equivalent).
· Recognised qualification associated with premises management
· Pool Plant Operator Training or willingness to work towards
	





	






	Experience:
	· Previous experience of working in a caretaking/site maintenance role. 
· Experience of site management in a school environment.
· Experience of stock control, budget monitoring and maintenance
· Significant experience or skills in a trade
· Staff supervisory and / or management experience.
· Experience of working with children and ability to talk at age appropriate level
· Recent CPD and / or up to date training in health & safety related to a premises management role.
·  Risk Assessment experience
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	Knowledge, Skills and Personal Attributes:



























	· The ability to understand and apply regulations such as health & safety, manual handling, COSHH, Legionella, etc. 
· Competent at basic / general building repairs and maintenance
· The ability to operate and understand mechanical / electrical systems.  Ability to use small industrial, electrical and mechanical equipment
· Ability to perform the physical tasks required by the post including lifting, carrying and operating various items of equipment to undertake the duties of the post.
· Ability to carry out procedures, routines and follow instructions
· Ability to communicate well with young people and other team members.  Good communication, numeracy literacy and ICT skills
· Sound planning, and negotiating skills.
· Ability to gather information, analyse data and problem-solve.
· Ability to manage own time effectively and demonstrate initiative including establishing priorities and having a proactive approach
· Ability to prioritise and manage workflow whilst maintaining a flexible approach to respond to urgent requests
· Display a conscientious, logical approach to the variety of tasks required for the smooth running of the school
· Ability to manage people directly and indirectly.
· Ability to adapt flexibly to changing and conflicting demands
· Ability to work as part of a team or individually as required
· Ability to contribute to the life of the school
· Ability to adhere to the school’s policies and procedures, most importantly the equal opportunities policy, child protection policy and all health & safety related policies
· Ability to comply with health & safety regulations to ensure that all duties are carried out safely.
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