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Education Site team

JOB TITLE:


Site Manager
REPORTS TO:


Head of School
SUPERVISES:


Not Applicable

BAND:



Essex Scale 5
JOB PURPOSE:

To contribute to the smooth running of the School by overseeing the external cleaning team and undertaking effective supervision, caretaking maintenance, and security of the site. To support the Head of School and Trust with Health and Safety compliance, ensuring the school site is safe and secure.
KEY CORPORATE ACCOUNTABILITIES

To actively promote the School’s Equal Opportunities Policy and Diversity Strategy and observe the standard of conduct which prevents discrimination taking place

To maintain awareness of and commitment to the School’s Equal Opportunity Policies in relation to both employment and service delivery

To fully comply with the Health and Safety at Work Act 1974 etc, the School’s Health and Safety Policy and all locally agreed safe methods of work

At the discretion of the Head Teacher, such other activities as may from time to time be agreed consistent with the nature of the job described above

To work with colleagues to achieve service plan objectives and targets

To participate in Employee Development schemes, Performance Management and contribute to the identification of own team development needs

PRINCIPAL ACCOUNTABILITIES

Key holding and Security

· To monitor the effectiveness of the external cleaning team.
· Act as key holder and carrying out security procedures for the buildings and grounds. The routine and non-routine opening of premises and grounds. Responding to calls outside normal working hours as a result of break-ins etc. and/or the setting off of the burglar alarms.
· Providing access, where possible, to the premises and classrooms in the event of snow or minor flooding or similar emergency situations.
· Monitoring and ensuring the cleanliness of the School premises and furnishings.

Caretaking and Maintenance 

· Operating the heating plant so that the required temperatures are maintained in the premises and an adequate supply of hot water is available. Carrying out frost precaution procedures.
· Carrying out school based procedures in the event of fire, flood, breaking and entering, accident or major damage.
· To identify and prioritise maintenance requirements and contribute to preparation of work programmes.
· To carry out first line repairs and maintenance such as;

· plumbing work – e.g. repairing a leaking pipe, simple installation work, such as plumbing in a new tap, or replacing washer etc.;

· redecoration as appropriate;

· plastering work such as repairing cracked or broken plaster, making good damaged walls, for example, following the removal of say, shelving or similar fittings;

· fencing and boundary repairs, e.g. mending broken fencing panels or stakes, repairing holes in chain link fences etc.;

· Glazing work, such as replacing smaller windows, re-beading or re-puttying glass panes, internal and external.  N.B. Specialist contractors would be used for repairs to large windowpanes or double-glazed units or windows at a high level.
· Direct contractors to sites of repairs and maintenance work, confirm that work has been completed and report deficiencies.

· Ensuring that all areas within the confines of the site are free from litter and that all drains and gullies are free flowing and clean.
· Take delivery of, if appropriate store all goods deliveries. Carry out porterage duties within the School.

· Ensuring that adequate supplies of cleaning materials and other supplies are available.
· Ensuring that all caretaking equipment is in a safe and working condition and arranging for their repair as appropriate.
· Preparing the school premises and site for out of school activities and clearing up after these activities.

· Testing portable electrical equipment if trained and accredited to do so.
· Maintenance of an Inventory of equipment. Carrying out an annual check of equipment against the Inventory.

Health & Safety
· Ensuring the implementation and compliance with appropriate Codes of Practice throughout the School (in relation to premises and caretaking/cleaning issues) in liaison with the Trust Health and Safety team.
· Monitoring the appropriate premises and caretaking related Health and Safety procedures in use in the School and reporting any issues. 
· Support the Head of School and Trust with Health and Safety compliance, ensuring the school site is safe and secure and carry out necessary risk assessments.

· Any other duties commensurate with the role.
