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At Disraeli everyone reaches for excellence; with our values at the heart of all     

    we do.  Strong partnerships with parents are built ensuring that each child     

        fosters friendships; builds confidence; discovers talents; feels happy and 
                     safe; aims high and becomes a life-long learner.

THE DISRAELI SCHOOL
JOB DESCRIPTION
	JOB TITLE

	 Site Manager 

	RESPONSIBLE TO
	Co-Headteachers, Line Manager/SBM 

	PAY RANGE
	Bucks Pay Range 4 - £30,361 – 32,594

	CONTRACT TYPE
	Permanent, Full time, 52 weeks


Main purpose 
The role of the Site Manager is to effectively manage the maintenance of the school building and environment. Taking responsibility for health and safety issues on site and delegating external contractors under the guidance of the School Business Manager

The Site Manager will:

· Provide a variety of essential handyperson/cleaning/security functions to aid the smooth running of the school

· Ensure the Security of the buildings and grounds.

· Ensure minor maintenance of school premises, internal fixtures, fittings and furniture is completed 

· Ensure standards of safety, cleanliness and tidiness are maintained and monitored throughout the school and grounds

· As a key holder, be responsible for emergency call-outs in the event of fire damage, burglary, floods etc.

General Duties

· Carry out porterage duties, such as moving furniture and equipment around the school

· Maintain the general school premises, furniture and fittings, and report any issues to Line Manager (SBM)

· Carry out small repairs and DIY projects 

· Arrange larger repairs and obtain quotes from contractors 

· Advise on site development projects and make recommendations on site use

· Ensure the efficient and optimum operation of the schools heating system, including carrying out simple maintenance and arranging for the system to be overhauled and repaired by appropriate engineers when required
· Removing debris and leaves from downspouts, waste pipes and ensuring that manholes and drains are clean and operational
· Managing the Cleaning and Repairs/Maintenance budgets, including a regular stock take and annual audit alongside SBM/Line Manager 
Cleaning 

· Carry out daily cleaning and ad-hoc duties, such as litter picking and arranging disposal of waste 

· Carry out emergency cleaning duties, such as gritting and cleaning spillages

· Arrange an annual deep clean of classrooms, staffrooms, kitchen, dining areas, and other frequently used spaces on school premises

· Take responsibility of the maintenance of cleaning tools and products, including arranging replacements and ensuring good stocks levels e.g. soap, paper towels, toilet rolls, light bulbs etc
· Cleaning windows/glass surfaces which are not cleaned by contract window cleaners
· Cleaning of all internal venetian blinds
· Cleaning light fittings/shades
· Ensuring that washroom facilities/toilet areas are regularly inspected to maintain a high standard of cleanliness and that they are maintained with an adequate supply of soap, toilet rolls etc
Security 
· Maintain the security of the school premises as one of the main key holders 

· Lock and unlock the premises as required, including out of school hours where necessary 
· Check the end of the day that all windows, doors and gates are locked, lights are switched off, ad gas and electrical appliances are turned off

· Set security alarm systems, report any potential security breaches, and respond to any alarm or other call-outs following agreed procedures

· Carry out regular checks of CCTV and alarm systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are actioned 

· Advise the Head teachers on all matters relating to school security and safety 

· Acting as key holder to ensure school is secure during evenings, weekends, holiday periods and notifying the Head when site is unattended
· Overseeing the external lettings of the school premises through delegation and communication with the Assistant Site Manager 
Health and Safety on Site 
· Ensure a safe working and learning environment in accordance with relevant legislation 

· Carry out and record regular health and safety checks; including on legionella risk, play equipment, safety equipment, and any hazards on school premise; report any problems to Line Manager SBM 

· Provide safe access to the school in cold weather conditions or liaise with the grounds company to do this 
· Make sure all members of the Site Team follow health and safety procedures 

· Monitor the work of contractors, ensuring safe working practice and quality of work e.g. cleaning, grounds maintenance and building maintenance contractors
· Ensuring the safe storage of any flammable/toxic substance on site other than those in laboratories or workshops
· Keeping abreast of health and safety issues and undertaking training as necessary
· Maintaining the school’s inventory system/log books 
 Line Management 

· Manage the caretaking team on a daily basis 
· Ensure school terms and holidays are sufficiently covered with staffing 

· Delegate tasks appropriately to staff and ensure the smooth running of the team 

· Carry out performance management duties and make sure all staff in team have relevant training 
Responsibilities

· Be committed to the safeguarding and promotion of the welfare of the children 

· Comply with the polices and procedures relating to child protection, health and safety, security, confidentiality and data protection, and equal opportunities, and report all concerns to the appropriate person 

· Take appropriate action to identify, evaluate and minimise any risks to health, safety, security in the school working environment 

· Contribute to the overall ethos and aims of the school 

· Establish good relationships and communication with all staff and other agencies and professionals 

· Recognise own strengths and areas of expertise and use these to advise and support others 

· Participate in training and other learning activities and performance appraisals as required
· Ensure that all cleaning staff carry out their duties professionally and effectively

· Supervise a caretaking team that delivers and meets the needs of the school 

· Ensure contractors and external visitors comply with security, health and safety and safeguarding while on school premises, this includes not leaving any contractor alone during term time during the school day

Safeguarding 

· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 

· Promote the safeguarding of all pupils in the school

Whole-school organisation, strategy and development

· Contribute to the development, implementation and evaluation of the school’s policies, practices and procedures, so as to support the school’s values and vision

· Make a positive contribution to the wider life and ethos of the school and promote the school

Health and safety

· Promote the safety and wellbeing of pupils, and help to safeguard pupils’ well-being by following the requirements of Keeping Children Safe in Education and our school’s child protection policy 

· Promote the safety and wellbeing of pupils

· Maintain good order and discipline among pupils, managing behaviour effectively to ensure a good and safe learning environment, understanding that behaviour is communication

Professional development

· Help keep their own knowledge and understanding relevant and up-to-date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness 
· Take opportunities to build the appropriate skills, and experience needed for the role, with support from the school 
· Take part in the school’s appraisal procedures

Personal and professional conduct 

· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school

· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality

· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community

· Respect individual differences and cultural diversity 
Communication

· Communicate effectively with pupils, parents and carers where appropriate 
· Communicate concerns to line manager as soon as they arise

Equal Opportunity

· The post holder will be expected to carry out all duties in the context of and in compliance with the school’s Equal Opportunities Policies

The Site Manager will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.

Please note this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade.  It is not comprehensive list of all tasks that the post holder will carry out. The duties of this post may vary from time to time without changing the general character or the level or responsibility entailed.

This job description is for the Site Manager and will be reviewed annually through Performance Appraisal.  
Signed

 _____________________________________     Date ______________________

Line Manager  _____________________________________
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