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Introduction
Peterhouse School is committed to the education and personal development of children and young people with autistic spectrum conditions and working in close partnership with families, commissioners and others.
 
All employees of Autism Initiatives, including Peterhouse School, work in the context of Autism Initiatives’ Vision, Mission and Philosophy and use the ‘Five Point Star’ approach. 

All staff are expected to support and promote the Peterhouse Values, and adhere to Autism Initiatives and Peterhouse School Codes of Conduct as well as the relevant professional Codes of Practice, showing a high degree of professionalism, resilience, and a willingness to remain committed during particularly demanding times.

All staff support the school’s approach to promoting Quality of Life, and use this to enable pupils to become successful adults with autism.

	Job Description:  Site Manager


	Location: Peterhouse School
Part of: Autism Initiatives Educational Services

	Contract type: Full time (52 weeks), permanent 
Reporting to: School Business Leader 
Responsible for: Handyperson 

	Overview of Role:
The Site Manager will be responsible organising and managing the School site, taking the lead on the following areas within Peterhouse School;
· Supervision of Handyperson
· Planned preventative maintenance and reactive maintenance
· Health and Safety 
· Security of premises
· Repairs and Maintenance
· School vehicles fleet


	Main Duties and Responsibilities

Maintenance
Be aware of the Department for Education’s (DfE’s) School Estate Management Standards, and build on existing practice to further develop compliance with these. 
To develop and maintain the schools Preventative Maintenance Programme (PMP) which takes account of the short, medium, and long term needs of the school, ensuring that all necessary site, plant, equipment checks, and updates are carried out on a timely basis. Schedules to fully take account of the academic calendar and the day to day needs of the school. In liaison with the SBL.
Routinely monitor the building for repair and maintenance needs, ensuring any minor repairs are carried out, including refurbishments and smally DIY projects as outlined in the maintenance plan whilst liaising with the School Business Leader (SBL) / Housing Services about significant issues.
Take responsibility for the maintenance and safe storage of tools. Take responsibility for the purchase of tools and materials, in line with Autism Initiatives and Peterhouse procurement procedures.
Initiate all investigations into building-related defects, instigate repair works, source and procure materials, undertake measured and condition surveys and provide technical and cost advice, as required. In Liaison with SBL and Housing Services.
Ensure the School is adequately heated
Take and report meter readings  
Ensure the boilers and electrical cupboards are kept safe, clean and tidy
Monitor cleanliness and safety. Undertake additional / emergency cleaning duties that may be required e.g. in response to health hazards. Ensure that toilets and wash facilities are stocked with paper towels, liquid soap etc and report unacceptable standards to the SBL
Keep all external areas accessible, clean and tidy including drainage, free from litter, weeds, choking hazards etc.
Ensure that grounds maintenance tasks are completed e.g. mowing grass, weeding

Health and Safety
Have a working knowledge of Health and Safety (incl Fire safety), and keep up to date with relevant guidance and legislation. Ensuring a safe working and learning environment in accordance with relevant legislation 
Ensure that all regular Health & Safety checks (e.g. monthly checklists, vehicle checks etc) are undertaken, in line with Peterhouse School and Autism Initiatives procedures. Ensure that any issues identified during checks are addressed, in liaison with the SBL and relevant teams at Head Office. 
Promote awareness of Health & Safety to school staff, supporting the development of a strong Health & Safety culture.
Maintain the COSHH working file to ensure it is always kept up to date. 

Security of premises and its contents including
Be responsible for the operation of the security alarm and testing of fire alarms.
As a key holder, open up the site in the morning and ensure that it is left secure at the end of the day, liaising with the Handyperson / cleaning staff as appropriate.  
Act as an emergency out-of-hours contact for the school’s site monitoring service. Attend callouts and board up premises if required.
Liaise with the SBL / Head Teacher during extreme weather conditions to ensure access and site safety is maintained as far as reasonably practicable
Take reasonable precautions to prevent risks of fire / flood on site.
Check fire safety equipment and report faults to the SBL / Housing Services
Safeguard premises and grounds, in line with school safeguarding policies and procedure

Vehicles
Carry out daily / weekly vehicle checks, ensuring that fuel levels are maintained in all vehicles weekly.
Any concerns to be reported via the organisation’s app and Housing Services department.
Liaise with Business Support staff regarding maintenance / MOTs / services required.
Acting as a driver for School staff and pupils as required.

Contractors
Act as main contact for external contractors, arranging quotes in liaison with Housing Services and SBL.Arrange access for contractors, being mindful of school operations and the needs of pupils
Ensuring that contractors are briefed with school Health & Safety and Safeguarding procedures, and any relevant documentation completed e.g. asbestos register, hot work permits 
Provide feedback to Housing Services on the quality of contractors and work completed

Sustainability
Proactively support the meeting of objectives of the school’s Climate Action Plan.
Liaise with the SBL regarding further actions to support the school’s sustainability journey
Ensure that eco friendly products, approaches and suppliers are used wherever possible

Line Management
Act as line manager to the Handyperson, undertaking day-to-day supervision and management as well as annual appraisals. Oversee the work of the Handyperson, delegating tasks as appropriate and monitor satisfactory completion of tasks.
Ensure that required training is undertaken, and identify any further training needs.
Ensure that all site staff are aware of and follow Health & Safety procedures. 

Other duties including
Carry out porterage duties, such as moving furniture and equipment around the school – move to site management
Maintain confidentiality in line with professional practice 
Attend staff meetings and appropriate training sessions as required by the SBL / Head Teacher 
Support work experience activities for students as appropriate 

Safeguarding 
Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
Under the guidance of the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary

	The Site Manager will also undertake any other task or work which arises within the scope of the role in order to meet the needs of the School. The job description may be reviewed and amended when deemed necessary by the Headteacher or SBL, in consultation with the post holder.
Duties will at all times be undertaken in compliance with Autism Initiative’s and Peterhouse School Policies and Procedures.
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	Person Specification

	Site Manager

	Skills and knowledge
	Essential:

· IOSH trained (or willingness to complete training)
· Knowledge of Health and Safety guidance and legislation incl fire safety regulations.
· Ability to carry out maintenance / DIY / repair tasks
· Able to work on own initiative and plan own workload
· Good Communication and interpersonal skills 
· Understanding of the needs of the school and its pupils
· Willingness to learn and undertake training
	  Desirable:

· NVQ Level 3 qualification in Caretaking (or equivalent)
· •NVQ Level 4 qualification in Caretaking/Site Management  (or equivalent)
· Experience of working with contractors
· Understanding of sustainability / climate literacy
· Previous experience of working in a School environment
· Experience of line management

	Personal qualities
	· Commitment to the school’s values of Kindness, Integrity and Team First
· Maintain professionalism, resourcefulness and flexibility
	


	Other requirements
	· Right to work in the UK
· Be reasonably fit to carry out the duties of the job
· Prepared to attend work outside of regular working hours e.g. evening / weekends, should this be required 
· Full UK driving license for at least two years with D1 recognised, for insurance purposes.  
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