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 School Site Manager job pack
An introduction to Springfield House School
Springfield House is a Birmingham LA day special school.   

Our provision is targeted to meet the special educational needs of young people, aged 5 -11, who experience social, emotional and mental health difficulties. 

In previous settings our pupils have exhibited behaviours that’s challenge, which are frequently associated with a wide range of complex conditions, including ASC, ADHD and Attachment Disorder.  They have also experienced significant disruption to their education due to multiple school moves, fixed term and permanent exclusions and long periods of part-time or no placement in a school. 

We provide a nurturing environment, where we support children to develop strategies to manage their responses appropriately.  We seek to celebrate successes and achievements to build self-confidence and esteem, whilst allowing space and time to reflect on the issues that prevent their full social inclusion.
We use our PROUD roots at Springfield House School to be the best version of ourselves that we can be. These roots are:

Positive (I know my steps and where I am going)
Resilient (When things don’t go to plan I will repair and put it right)

Open Minded (I am ready to learn from others and share my ideas)

Understanding (Good choices leads to more choices)

Diverse (All different, all equal, all welcome)
Closing date: 10th December 2025
Please return your completed application form to:

C Liney, Springfield School House, Kenilworth Road, Knowle, Solihull B93 0AJ

or via email to c.liney@spfldhs.bham.sch.uk
Shortlisted candidates will be contacted by 11th December 2025 with interviews taking place on 15th December 2025.  Unfortunately, if you have not heard from the school by this date then please presume that your application has been unsuccessful
Offer of employment is conditional on the following statutory checks:
· Sight of your passport and verification of Right to work in the UK

· Sight of 2 original forms of ID e.g. Driving license, Birth certificate, recent utility bill/bank statement showing home address (dated within 3 month), Council Tax statement (dated within 12 months).
· Sight of your original marriage certificate (if applicable)

· Sight of your original relevant qualifications

· Clear Barred list check

· A satisfactory DBS criminal record check

· Childcare disqualification declaration (if applicable)

· Confirmation of medical fitness including completion of a medical questionnaire

· Check of employment history (including satisfactory explanations for any gaps)

· 2 satisfactory references

· Overseas checks (where applicable)

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
An enhanced DBS check is required for all successful applicants.  Successful applicants will need to provide evidence of their identity and Right to Work in the UK
Under the Rehabilitation of Offenders Act 1974 (exceptions) Order 1975 you must disclose all cautions and convictions even if they are spent, unless they are protected cautions and convictions.

These posts are covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent spoken English is an essential requirement for the roles.

JOB DESCRIPTION – School Site Manager
	School
	Springfield House Community School

	Grade
	Grade C Point 24 - 33

	Salary Full Time Equivalent
	£35,412 - £44,075

	Hours of work 
	To be agreed – all year round

	Start Date
	ASAP

	Line Manager
	Head teacher

	Liaising with
	Teaching and Support staff, Parents and Pupils and any other stakeholders where relevant

	

	Job Purpose

	· To be responsible for the strategic overview and management of the school premises, site and associated facilities
· To manage other site staff including the allocation and monitoring of work and performance appraisal
· To monitor the work of external contractors on site

	

	Key Responsibilities:
Security


	· To ensure and improve the security systems for of the premises and its contents both when the buildings are in use and when closed (including the operation of shutters and the fire and burglar alarm systems and main key holder responsibilities)
· To be the principal keyholder and to be responsible for all keyholder duties including the routine and non-routine opening of the premises and grounds and arranging for cover during holidays
· To attend the building outside of normal working hours in the event of an emergency break in or intruder situation and to take appropriate action including, where possible, making premises secure
· To be familiar with procedures as laid down by the Local Authority and the Governing Body of the establishment as they relate to fire, flood, breaking and entering, major damage or incident and to react accordingly by providing safe access and exit to the premises
· To be responsible for the security and the cleanliness of the boiler houses and store rooms
· To report any unusual occurrence to the appropriate emergency or other services and inform officers/members of staff as appropriate
· Responsible for the security of the site and checks of the building outside school hours, including the operation of security alarms and to respond as the first point of contact for out of hours calls



	Maintenance
	· To operate a healthy and safe working environment in accordance with the Health and Safety at Work Act 1974 and to ensure that declared policies are adhered to 
· To be responsible for all operational duties relating to the lighting and heating of the premises and grounds lighting
· To monitor the conditions of the school fabric and to be responsible on a day-to-day basis for approved and agreed repair and maintenance work and to ensure that repair and maintenance needs are recorded, discussed with Headteacher and if appropriate actioned. 
· To be the point of contact for all building and site contractors and agencies and monitor their standard of work
· To ensure the risk management systems are in operation and effective
· To be responsible for the servicing for the building’s plant and fire monitoring systems and CCTV
· To ensure that all hard playing areas and paths are free from litter and all drains, gullies and gutters are free-flowing and clean
· To check that the premises are up to the correct temperature by the designated time and that adequate hot water is available and appropriate action to be taken, including monitoring where necessary
· To empty on-site litter, clinical and general waste and recycling bins and replace liners as appropriate and to inspect and replenish soap, toilet paper, and paper towels as required
· To carry out repairs of a minor nature which do not require specialist knowledge both inside and outside the building
· To ensure that there is safe and secure access to all areas of the school building 
· To assist the Headteacher in the compliance with the Control of Substances Hazardous to Health Regulations 1988 (COSHH)
· To be responsible for all operational duties relating to the cleaning of the premises and grounds [optional]
· To safely maintain all cleaning materials and stock



	Resources:
	· Make suggestions to the Headteacher on matters relating to energy control and conservation
· Maintain records, information, data as appropriate and meter readings.
· Undertake safety audits of the premises including risk assessments
· Ensure timely and accurate preparation and use of specialist equipment/resources/materials
· Ensure lights and other equipment are switched off as appropriate



	Organisation and Supervision:
	· Ensure satisfactory receipt and distribution, collection and despatch of premises related goods to and from the school
· Organise and participate in the movement of furniture within the building
· Be responsible for the day-to-day management and supervision of the Building Services Supervisor, if appropriate
· Direct/supervise other site staff
· Organise the use and maintenance of school vehicles and to arrange servicing as required by Headteacher

	Standard Duties: 
	· To actively promote the equalities and diversity agenda in the workplace and in service delivery
· To be aware of and comply with policies and procedures relating to child protection, health and safety, security and confidentiality, Every Child Matters and reporting all concerns to an appropriate person
· Promote and ensure the health and safety of pupils, staff and visitors at all times
· To participate in self-improvement in performance through workplace development
· To attend relevant meetings as required (e.g. Buildings Committee, Health and Safety Committee).
· Treat all users of the school with courtesy and consideration and present a positive personal image which will contribute to a welcoming school environment
· Undertake any additional duties commensurate with the grade of the post
· Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.
· To ensure all tasks are carried out with due regard to Health and Safety
· To undertake appropriate professional development including adhering to the principle of performance management. 
· To adhere to the ethos of the school
· To promote the agreed vision and aims of the school
· To set an example of personal integrity and professionalism
· Attendance at appropriate staff meetings and parents evenings
· Any other duties as commensurate within the grade in order to ensure the smooth running of the school




2.0 CONDITIONS OF EMPLOYMENT 

The above responsibilities are in accordance with local agreements, LEA circulars and guidelines giving interpretations of conditions of service.
6.0 HOURS OF WORK

The normal working week is Monday - Friday. 36.5 Hours to be worked during term time only. 

7.0
HOLIDAYS


No annual leave will be granted during term time.
The details contained in this Job Description reflect the content of the job at the date it was prepared.  However, it is inevitable that, over time, the nature of the job may change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.

In line with Single Status, this Job Description will be subject to an annual review.  It may be amended at the request of the Executive Headteacher or the post-holder, but only after full consultation between them.
If, following review and amendment, agreement is not reached, the appropriate procedures should be used for the settling of any disputes.
Observance of the City Council’s Equal Opportunities Policy will be required.
May 2020
Person Specification

The successful candidate will need to provide evidence of experience and knowledge in the following areas which will be assessed through application form and interview.

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Education/

Qualifications

NB:  Full regard must be paid to overseas qualifications.
	
	AF/C/T



	Experience

Relevant work and other experience
	Significant relevant experience

Previous experience of supervising staff

Previous experience in a school

Previous experience managing a budget
	AF/I

AF/I

AF/I

AF/I



	Skills & Ability

e.g. written communication skills, dealing with the public etc.
	*Delete if not applicable  

*An ability to fulfil all spoken aspects of the role with confidence using the English Language  as required by Part 7 of the Immigration Act 2016
Ability to undertake administrative tasks including budget monitoring

Knowledge of COSHH

Ability to undertake a range of maintenance tasks

Good interpersonal skills

Good organisational skills

Ability to present straightforward reports

Ability to prioritise own workload and that of cleaning and caretaking staff, as appropriate

Ability to lead and motivate a team effectively

Ability to work on own initiative and make decisions

Ability to work under pressure

Ability to develop good working relationships with staff pupils visitors and all users of the school site

Ability to work without supervision


	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I



	Training
	Willingness to undertake further training as appropriate


	AF/I

	Other
	Ability to undertake manual work and to perform tasks included in the job description

Availability for call-out duties (e.g. to respond to alarms)

Willingness to wear protective clothing as supplied


	AF/I

AF/I

AF/I


NB references will be used to support the selection panel’s assessment.

In addition to the candidates’ ability to perform the duties of the post, the interview process will also explore issues relating to safeguarding and promoting the welfare of children including;

· Commitment to safeguarding pupils

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people

· Emotional resilience in working with challenging behaviours

· Attitudes to use of authority and maintaining discipline

ALL STAFF ARE EXPECTED TO BE COMMITTED TO THE CITY COUNCIL’S EQUAL OPPORTUNITIES POLICY


