
Job Description 

Designation: 

Name: 

Responsible to: 

Grade: 

Main purpose of job 

Site Manager 

Business Manager/ Headteacher/ 

C2 (37 hours per week/ All year round) 

To be responsible for the security of the school buildings and grounds and, subject to the needs 
to the schools, undertake the repair and cleaning of the premises, fixtures and fittings. To 
oversee the school cleaning contract. 

Responsibilities and Accountabilities 
The Site Manager is responsible, for a wide range of duties and responsibilities connected with 
the fabric and grounds of the school. The principal responsibilities are detailed below. 
Site Manager duties include: 

• Be the main key holder for the premises/buildings and in the event of an emergency;
ensuring arrangements are in place to respond to a call out.

• Act as the lead fire warden during fire evacuations, undertaking drills at appropriate
times.

• Carrying out security procedures for school buildings and grounds.
• Opening and closing of school premises, including gates, doors, windows, fire exits, etc,

for the purpose of school use, lettings, out of school hours functions, maintenance and
emergency services.

• Regularly checking the proper operation and function of alarms and fire equipment and
ensuring emergency exits are not obstructed.

• Liaising with the emergency services including calling out as required. Reporting acts of
theft or vandalism to the Head Teacher / Business Manager and/or police as necessary.

• Keeping a diary of events and contractor visits and scheduling routine maintenance

Personnel Management 
• Supervise the Caretaker/Handyman
• Delegate janitorial, porterage, maintenance and safety tasks appropriately to ensure that

the schools are kept clean and safe.
• Liaise with the Business Manager on training and best practice, as necessary to ensure

high quality.
• To assist in induction training to new site staff and contract cleaners outlining clear

expectations with regards to duties and performance.

Heating 
a) Check and control system functions.
b) Regularly check and maintain all parts of the heating system as required with due regard to
appropriate safety requirements.
c) Report all defects to the Business Manager and contact engineers as instructed.

School Cleaning 
Where agreed, carry out defined cleaning duties for number of hours determined by the 
Business Manager. Oversee and monitor the cleaning of the school and external contractor. 
Ensure manufacturers and COSHH regulations are complied with in the mixing, use and 
storage of cleaning materials. Ensuring materials and equipment are returned to appropriate 
storage area at end of cleaning session and that equipment is cleaned by the user and dust 
bags emptied, where appropriate, prior to storage. Ensuring removal of waste to appropriate 
disposal points. Taking on cleaning duties in the event of staff sickness or temporary vacancy. 
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