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Job Description for Site Manager 
  
	Name: 
	Starting Date:  

	Salary Grade: Grade H (point 14 – 21):  
 
	Status of Post: Permanent – Full-time 

	Responsible to: Operations Manager 
 
	Review Date: 

	Responsible for: Managing the premises 
 
	Hours: 37 hours per week, 52 Weeks per year 
 

	Responsibilities: Site Management 
	 


 
 This job description may be amended at any time, following consultation between the Head Teacher and member of staff and will be reviewed annually.  Priorities for the year will be negotiated and highlighted. 
 
Core purpose 
 
· To manage the security, maintenance and development of the premises and grounds, ensuring they are high quality resources that effectively support the complex educational and emotional welfare needs of the students."
· To lead the Site Team to ensure staff and students have the appropriate environment in which to learn, study and teach. 
· To manage the security, safety and hygiene of the premises and its contents. Ensuring visitors and staff have a secure, safe and pleasant working environment conducive to learning.
· To lead on premises related health and safety issues. 
· Coordinate, manage and lead the negotiation, procurement and monitoring the effectiveness of contracts related to the premises
· To ensure all necessary statutory regulations and ‘good practice’ policies are in place, effectively monitored and reviewed accordingly. 
 

Core Responsibilities 
 
Management of the Site Team 
 
· Prepare work rotas covering daytime, evenings and weekends to ensure that the site is adequately covered for maintenance, security and lettings 
· Allocate the daily, weekly and monthly tasks for each member of the premises team
· Monitoring performances of site staff against agreed targets 
· Receive regular reports from the site team regarding the reactive maintenance undertaken, including date, time taken, materials utilised and lead member of staff 
· Monitor the condition of site buildings and grounds to ensure that appropriate standards are achieved 
· Manage Performance Management for the Site Team and in partnership with the Operations Manager, identify individual and team training needs and support team development 
· Ensure effective risk management, for example, in health and safety, and in the management of any third-party service contracts 
· Know about risk assessment tools and how to use them to establish hazards within the school and the associated risk involved 
 
Strategic Maintenance 
 
· Contribute to the strategic planning and ongoing development of the school site, in conjunction with the  Leadership Team, take a proactive approach in identifying the most appropriate and effective solution to the developing facility needs of the School 
· Contribute to the management of all site-related projects: from initial concept, through design and specification, to implementation and hand-over to the school 
· Manage the costs of site-based projects to both budget and specification 
 
Planned Maintenance 
 
· Ensure that the planned maintenance programme for the school is understood and any need to use third-party contractors is agreed 
· Agree the scope of work with the School Operations Manager and obtain quotes in line with school policy to ensure best value before instructing third-party contractors.
· Maintain a file of all work undertaken by third party contractors to include: 
· Specification; 
· Quotes – both successful and unsuccessful; 
· Method statements and risk assessments forwarded by the contractor to cover the specified work, some of these may be generic; 
· Copies of the signing-in log and Asbestos Register review;  
· Copies of all permits to work 
· Ensure that all work is signed off on completion, identifying any areas of concern, and managing the contractor until the work is completed satisfactorily 
· Ensure that arrangements are in place to ensure that there will be an appropriate and timely response to emergency callouts as necessary 
· Ensure that a member of the Site team attends to co-ordinate any emergency repairs 
· Ensure that the school is properly prepared for use during inclement weather 
 
Health and Safety 
 
· Maintain a register of Risk Assessments for operations undertaken by the Site team, and ensure that a rolling programme of auditing Risk Assessments is implemented to ensure that they are still relevant 
· Ensure that the Site Team use equipment in a safe manner and are appropriately trained 
· Ensure that a register of all hazardous chemicals in use on the site is developed and maintained, and ensure that all staff who use the chemicals are aware of how they should be safely used and stored 
· Ensure that copies of the hazard data sheets are available in a central register and at the point of storage 
· Ensure that any contractors visiting the site are shown a copy of the Asbestos Register 
· Ensure that any contractors visiting the site are made aware of the school policy in relation to smoking, of the fire evacuation procedure and park in a designated area 
· Obtain risk assessments and method statements from third party contractors prior to them starting work on site 
· Operate a permit to work scheme for all contractors and ensure that all contractors are in possession of a permit prior to starting work 
· Continuously monitor compliance with health & safety regulations 
· Ensure the site is checked weekly for any possible health & safety hazards 
· Ensure that the water temperature checks are completed each week and records kept 
 
Security 
 
· To act as the designated keyholder and principal contact for the police and emergency services out of normal school hours. 
· To manage the maintenance and operation of the intruder alarm system, fire alarm system and software, firefighting equipment, CCTV and emergency lighting. 
· Ensure that the site is secure and that entrances and exits are monitored through the School day and out-of-hours, including ensuring that there is an adequate number of Site staff on site at all times when the School is open  
· Ensure that the locking systems of the buildings are not compromised, and that the alarm system is regularly serviced and maintained 
· To manage the energy management and plant operation to ensure heating and utilities are operating properly throughout the year, including reading of respective meters when required. 
 
 Additional Responsibilities 
 
· To ensure that any issues identified as falling under the remit of the Site Manager role are satisfactorily resolved whether they are strictly a premises-related matter or not 
· To keep abreast of developments in the Facilities Management field and identify possible areas where there is scope to improve systems and procedures 
· To develop self within the post, undertaking training as appropriate to ensure that relevant knowledge and skills are updated in order to support the development of the school 
· To undertake specific tasks as identified by the Leadership team as and when required 


Person Specification for Site Manager 
 
	CRITERIA 
 
	QUALITIES 

	Experience 
	· Managing a team 
· Experience of supervising premises staff and contractors
· Experience in general building maintenance
· Caretaking 
· Building maintenance 
· Security, including alarm systems 

	Qualifications 
 
	· Driving Licence  

	Skills and Knowledge 
	· Good knowledge of health and safety regulations 
· Knowledge of safeguarding procedures in a school environment
· Good understanding of COSHH, fire safety and risk assessments
· Good organisational skills
· Strong leadership skills with the ability to inspire and develop team members 
· Ability to plan, organise and prioritise  

	Personal Qualities 
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all students 
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school 
· Ability to work under pressure and prioritise effectively 
· Commitment to maintaining confidentiality at all times 
· Commitment to safeguarding and equality 
· Embraces change well 
· Deals with difficult situations effectively 
· Able to work flexibly and out of school hours as required

	Physical Requirements 
	· Be reasonably fit to carry out the duties of the job 
· Able to carry out some manual handling and lifting 
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