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WELCOME
We are looking to appoint a
hardworking, energetic,
enthusiastic, self-motivated and
reliable person, with a can-do
attitude, to join our team as Site
Manager. 

This is a key position within our
school, requiring a proactive and
well organised individual who can
effectively manage various aspects
of school maintenance and health
and safety procedures. 

Previous Site Manager experience
would be beneficial, although a
high level of technical ability in
routine maintenance, handy-
person skills and managing
premises projects is essential.

The successful applicant will join a
dedicated and supportive team in
a school that promotes staff
wellbeing and development.



PEARTREE PRIMARY SCHOOL

Peartree is a friendly and
inclusive school, with a
strong family feel. 

Our whole community works
together to ensure that
children grow into confident,
happy and curious learners
who enjoy coming to school
each day. Children love our
extensive grounds and Forest
School sessions, where they
can learn and have fun in the
great outdoors. 

Inspiring 
Ambition 

Peartree Primary School

“Pupils are enthusiastic
about their experiences at

this school. They appreciate
how staff care, want them

to succeed and have high
standards for them. Pupils

demonstrate positive
attitudes to their learning.”

~ Ofsted, April 2025



KEY INFORMATION

Age range: 
4 to 11

Location: 
Welwyn Garden City, Herts 

School type: 
Academy converter
Ivy Learning Trust 

Pupils on roll: 
187

Children eligible for FSM: 
36.9%

2024 KS2 results: 
78% achieved expected
standard (combined) 

Ofsted: 
Good, April 2025

“Pupils are safe and happy
here. They find lessons

interesting, enjoy all the
different trips they go on

and the range of sports
activities available at

breaktime. The school is
calm and welcoming.”

~ Ofsted, April 2025

Peartree Primary School



ABOUT IVY 

Our Vision 

Ivy is a charity and our purpose is to provide
education for the public benefit. 

We have four guiding principles:

We are one family of schools.
Good education is a birthright.
We make it easy to make a difference.
Local leaders know their communities best.

Ivy Learning Trust

Ivy Learning Trust is a family of schools dedicated to giving children a
great education. We formed our Trust in 2017 with two Enfield primary
schools, Brimsdown and Lavender, in order to formalise the already
close working relationship between them. We now have a network of
17 primary schools across North London and Hertfordshire.

This collaboration has enabled our community to benefit from the
expertise and talents at each joining school, with leaders sharing
successful techniques and innovations. Staff enjoy better access to CPD
programmes and opportunities to develop their careers. We are a
supportive community, dedicated to ensuring that no one is left behind
and that everyone benefits from being part of our Trust. 
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WORKING 
AT IVY

Staff are overwhelmingly
proud to be part of the

school community. Regular
training helps staff stay

sharp and keep ahead of the
game. Senior leaders do
much to look after staff’s

wellbeing.

~ Ofsted, Crabtree Junior, 2023

When you join Ivy, you’ll have access to a comprehensive range of benefits,
designed to support your career progression and wellbeing. As a Trust, we
offer an inclusive work environment, recognise and reward excellence,
encourage creativity and support ongoing professional growth. 

Employee Assistance
Programme with access

to free counselling,
mental health and
financial support

Professional
development with

defined careers
pathways and paid

study leave

Tax free childcare
scheme and

admissions priority
for the children of
school employees 

Pension scheme National pay in line
with STPCD 

Cycle to work scheme Discounted gym
membership

Occupational
health service

Flexible working
available



Overall Purpose of the Post

To be responsible, under the general supervision and direction of the
Headteacher, for the effective maintenance and development of Peartree
Primary School’s premises and grounds.

Main Duties and Responsibilities

The security of the school buildings and grounds.
The maintenance and repair of fittings, furniture and non-electrical
equipment.
The maintenance and decoration of certain aspects of the school
buildings.
The monitoring of the heating plant for the school.
The cleaning, maintenance and development of external areas of the
site.
General porterage duties as required.
The cleaning of certain areas within the school.
The cleaning of windows and glazed areas in accordance with the Trust’s
safety policy.
To act as a first line client representative in monitoring the performance
of contracted staff.
Keeping electronic records of all checks and inspections in a timely
manner.
Completing and reviewing Risk Assessments linked to the site.

Duties:

Security of Site and Premises: As delegated by the Headteacher and in
cooperation with Cleaning Services staff. 

Opening the school premises at an appropriate time when legitimate
access is required.

 1. Deactivating intruder alarm systems; unlocking gates and
external / internal doors. 
2. Checking that the premises have not been damaged.

JOB DESCRIPTION



Securing the school premises at the end of each day when its facilities
are no longer required. 

1. Checking that all occupants have vacated the site. 
2. Ensuring that all windows are closed and locked. 
3. Ensuring that all unnecessary lights and electrical equipment are
switched off.
4. Locking all secure areas, external doors and gates. 
5. Activating intruder alarm systems.
6. Ensuring the safe keeping of the keys to the premises. 

Providing access to the school for authorised personnel or appropriate
services outside the normal hours of opening in the event of an
emergency.
Taking appropriate action regarding trespassers, including informing the
Headteacher, Chair of Governors, Central Team or Police, as appropriate.
Carrying out regular inspections to ensure that the premises comply with
Health & Safety requirements at all times, referring more serious
matters to the Headteacher or Central Team for action to be taken. 
Supervising lettings, including cleaning all hired rooms and setting out
furniture prior to the letting, ensuring that all fire doors are unlocked
and clear and that all hirers are aware of the evacuation procedure,
welcoming hirers onto the site and monitoring security and the condition
of the toilets during the letting, taking remedial action as necessary,
checking the condition of the rooms at the end of the letting, cleaning as
necessary, securing the buildings and site.

Maintenance, Repairs and Decoration 

Inspecting the school site and premises, on a regular basis, to identify
the need for repairs or improvements; undertaking these and referring
matters to the Headteacher for remedial action to be taken where
appropriate. (Appendix 1 provides a list of some items to be inspected). 
Carrying out regular inspections, testing and servicing of ancillary
equipment, e.g. fire alarm systems, to ensure that they are in an
operational condition, referring matters to the Headteacher for remedial
action to be taken where appropriate.

JOB DESCRIPTION



Carrying out repairs to property, fixtures, fittings, furniture and non-
electrical equipment in order to maintain them in an operational
condition, referring matters to the Headteacher for remedial action to be
taken where appropriate. (Appendix 2 provides a list of some of the
items to be covered by these requirements). 
Assisting in the production of maintenance plans for the internal /
external decoration of the school.
Undertaking the work subject to relevant Health & Safety regulations. 
Cleaning diffusers and shades and replacing lightbulbs and tubes where
accessible, as necessary, up to a height of 3 metres (or above that height
with the aid of access equipment but only after the relevant training has
been undertaken). Checking on a regular basis for broken diffusers and
shades etc; undertaking minor repairs / replacements in compliance with
the Trust’s safety guide, referring matters to the Headteacher for
remedial action to be taken as necessary. 
Ensuring that all drains, gutters, gullies and gratings are free flowing
and clean. 
Clearing any blockages where possible, referring matters to the
Headteacher for remedial action to be taken where necessary. 
Undertaking repairs to existing fencing where necessary.
Ensuring proper access to and exit from the school site for contractors
and directing them to the location of items or areas requiring repair or
maintenance, monitoring the satisfactory completion of repair and
maintenance work, referring matters to the Headteacher, as necessary.

Heating and Mechanical Services 

Acquiring and updating an understanding of heating equipment. To be able
to express a first line description of faults, ensuring that routine
maintenance is undertaken as necessary and appropriate (see Appendix 3).

Cleaning and Care of Premises and Grounds 

Ensuring that the grounds, premises and furnishings are cleaned to a
satisfactory standard in accordance with set requirements and methods.

JOB DESCRIPTION



Ensuring, within the budgetary provision available, a proper supply of
appropriate cleaning materials and basic equipment, ordering
replacements as necessary. Also, controlling a specified maintenance
budget. 
Monitoring the performance and standards achieved by the contracted
cleaning and grounds maintenance staff. Liaising directly with their
supervisors, referring difficulties or failings to the Headteacher to enable
appropriate action to be taken. 
Ensuring that all hard-covered areas and paths on the site are free from
litter, weeds and the excessive accumulation of dirt or leaves. Emptying
and cleaning, on a regular basis, all litter bins and baskets 
Moving dustbins for the disposal of refuse as appropriate, disposing of
refuse by proper means and cleaning dustbin areas. 
Where appropriate, cleaning and maintaining sandpits and paddling
pools in accordance with the appropriate instructions. 
Carrying out emergency cleaning measures, as necessary, following
storms, floods, break-ins, vandalism and body spillages. 
Checking on a regular basis that adequate supplies of soap, toilet rolls,
towels and similar materials are available throughout the school,
replenishing these as necessary. 
Carrying out regular maintenance cleaning of toilet areas throughout the
day as requested by the Headteacher. 
Removing unsightly litter from grassed areas and shrub beds of the
school. General gardening duties including planting seeds, digging flower
beds, pruning, weeding, strimming, mowing and pitch marking. Also, to
include cleaning and maintaining any pond areas. 
Cleaning windows and glazed areas both internally and externally in
accordance with the Trust’s safety policy.

Porterage and General Duties 

Removing, laying out, stacking and transporting furniture and equipment
within the school as and when required.
Receiving, storing and distributing all stores, materials and other goods.
Making appropriate arrangements for the dispatch or collection of goods
from the school.

JOB DESCRIPTION



Attending appropriate training courses as may be required from time to
time. 
Completing appropriate paperwork and obtaining estimates for repairs.
Placing orders on behalf of the Headteacher, where sanctioned.
Clearing snow / ice from paths, as necessary, to provide safe pedestrian
access to the school sites and between buildings.
Receiving queries by telephone for areas of responsibility e.g. lettings.
Ensuring that all work is undertaken in accordance with general and
specified Health & Safety requirements. 
Issuing accident report forms to visitors to the site in the event of an
accident.
Undertaking other appropriate duties the Headteacher may assign in
order to maintain the effective day to day operation of the premises.

APPENDIX 1 - ITEMS REQUIRING REGULAR INSPECTION 

1. Roofs for defects including flashings and blocked or defective gutters and
down pipes (in accordance with the Trust’s safety policy). 
2. Walls for cracks, loose or defective copings and brickwork (in accordance
with the Trust’s safety policy).
3. Facings, window / door frames, door seals and windows and doors in
general. 
4. Toilet areas for leaks etc. 
5. Boundary fences and gates for dangerous conditions. 
6. Footpaths, paving, playgrounds and kerbs for dangerous and uneven
surfaces.
7. Walls and ceilings for damp patches, loose panels, cracks and defective
fittings.
8. Window fasteners and door locks / hinges / handles for defects.
9. Floor coverings for defects.
10. Taps and drinking fountains for operation and the temperature of the
water. Also, the operation of any warm air hand-driers and incinerators.
11. Manholes and gullies for structural damage, cracks or looseness. 
12. Fire alarms and call points, fire fighting equipment, smoke alarms and
security lighting (to be inspected weekly).

JOB DESCRIPTION



APPENDIX 2 - ITEMS REQUIRING REPAIR / MAINTENANCE WORK 

1. Plumbing repairs including: unblocking sinks, toilets, urinals etc, and
replacing tap washers. 
2. Repairing or fitting shelving, noticeboards and chalk boards etc. 
3. Repairing door handles / latches / locks and window fastenings and
adjusting ill-fitting doors.
4. Repairing tables, desks, chairs etc. and replacing broken coat hooks. 
5. Replacing towel and soap dispensers, basin plugs and basin / toilet
chains. Securing and making safe toilet seats. 
6. Making safe broken glass and windows while effecting temporary repairs.
7. Removing / replacing damaged and hazardous floor tiles. Replacing wall
tiles.
8. Replacing lightbulbs and damaged light diffusers. 
9. Turning off water supply in event of emergencies. 
10. Checking and adjusting ball valves in cisterns. Replacing float and arm
in water storage tanks where accessible. 
11. Winding and adjusting clocks and replacing batteries. 
12. Attending to curtains and blinds, including fixing curtain tracks and
taking down / rehanging for cleaning and repair (in accordance with the
Trust’s safety policy).
13. Cleaning out gutters, downpipes and roof outlets in accordance with the
Trust’s safety policy. 
14. Decorating, including wallpapering. Painting ceilings, walls, windows
and woodwork in accordance with the Trust’s safety policy. Patch plastering
and minor brickwork.

APPENDIX 3 - THE OPERATION OF THE HEATING PLANT 

1. Checking heating plant for leaks (oil, gas, water), checking insulation for
defects and ensuring appropriate remedial action is taken. 
2. Notifying the Headteacher, Chair of Governors or the Authority’s Asset
Management Team of any malfunction of the system without delay.

JOB DESCRIPTION



JOB DESCRIPTION

All staff will: 

Promote equality of opportunity. 
Follow safeguarding guidelines and child protection policy / procedures. 
Keep their own performance under review, contributing to monitoring,
evaluation and review and participate in performance management /
appraisal. 
Promote positive attitudes and behaviour. 
Be committed to achieving the Trust values. 
Promote the Trust in the community.
Work in partnership with all colleagues including the Trust Board / LGBs. 
Support Codes of Professional Ethics / Safe Practice in the Staff
Handbook.
Have regard for and act in accordance with Health and Safety policy /
practice.
Celebrate success of pupils and staff. 

The post holder shall ensure that the duties of the post are undertaken with
due regard of the Trust’s policies and to their personal responsibilities under
the provision of the Health and Safety at Work Act 1974 and all other
relevant subordinate legislation.

The job description should not be viewed as a comprehensive description of
the post. Whilst every effort has been made to explain the main duties and
responsibilities of the post, each individual task undertaken may not be
identified. 

Employees will be expected to: 

Comply with any reasonable request from those in a position of
authority to undertake work of a similar level that is not specified in this
job description. 
Work with and alongside other staff to ensure that the Trust provides the
best possible outcomes for all children.



Essential Desirable

Experience of supervising staff and
liaising with contractors and outside
agencies.

Previous employment experience in
security and cleaning.

Previous experience of monitoring and
controlling fixed budgets.

Knowledge of general grounds
maintenance.

Awareness of Health & Safety issues. A current full driving licence.

Commitment to the welfare and
safeguarding of children

Ability to work on own initiative and to
be flexible.

Good interpersonal skills.

Experience of working around children.

Previous employment experience in
maintenance, thus gaining extensive
skills and knowledge in carpentry,
plumbing and painting & decorating.

PERSON SPECIFICATION



Contract Type: 
Permanent, Full-Time

Salary: 
£25,119 - £27,334

Closing Date: 
28/01/2026

Interview Date:
04/02/2026

Peartree Primary School | Peartree Lane | Welwyn Garden City | Hertfordshire | AL7 3XW

This post has a minimum
requirement of two
references which must be
your current or most recent
employer. 

Peartree Primary School is
committed to safeguarding
and promoting the welfare
of children and young
people. The post is subject
to an enhanced disclosure
and medical checks.

DETAILS AND TIMELINE

Our Policies:

Code of Conduct

Privacy Notice

Recruitment

Safeguarding

Visits are warmly encouraged.
Please contact 01707 881033 or

email admin@peartreeprimary.org

https://drive.google.com/file/d/1i6-p4q-NENGkHNz9r3lOaSimakNdvIha/view?usp=sharing
https://drive.google.com/file/d/1e5Atm_YVNUR5YHc-npuqhwgZVlU9nLNx/view?usp=sharing
https://drive.google.com/file/d/1skElsHPKdMg2XIgGGNy3TdpKO34AazOD/view?usp=sharing
https://drive.google.com/file/d/1uEUV9OqRSHQuW326mYIVkYn2ZJsrZbsA/view
mailto:admin@peartreeprimary.org

