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Site Manager 
Job Description

GENERIC INTRODUCTION:

[bookmark: _GoBack]The following information is furnished to assist staff joining the School to understand and appreciate the work content of their post and the role they are to play in the organisation.  This job description specifies particular tasks Fagley Primary School requires the Site Manager to undertake. This is a more detailed version of the generic job description issued by Bradford Metropolitan District Council.  The following points should be noted:

· Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile.
· Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.
· Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.
· The Council is committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.


PRIME OBJECTIVES OF THE POST:

· To work as a member of the whole staff team to ensure that children are provided with a safe, clean and attractive learning environment which will enhance their achievement and enjoyment.
· To undertake responsibility for the maintenance, security, health and safety of the school site (including grounds, buildings, facilities and equipment), ensuring that they operate efficiently and effectively.
· Under the instruction/guidance of appropriate senior staff; provide maintenance & security services on school sites & premises.
· May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined in this job description.

HOURS OF WORK – ALL YEAR ROUND

Hours of work: 37 hours per week to include opening and closing of the school premises as agreed with the Co-Headteacher.



EFFORT DEMANDS: 

· Will work under own initiative with minimum supervision, managing conflicting priorities and referring only complex issues to a member of the senior leadership team.
· Will be responsible for the development and operation of a preventative planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess for work or repairs required to be carried out to maintain safe and satisfactory conditions (including fire safety and electrical equipment).
· Will undertake the procurement and ordering of associated stocks and supplies ensuring that there are adequate levels at all times. Taking delivery and arranging for the storage of materials, stores and other goods.

RESPONSIBILITIES:

· Will be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person
· Will attend relevant meetings as required 
· Will participate in training and other learning activities and performance development as required
· Will promote and ensure the health and safety of pupils, staff & visitor (in accordance with appropriate health & safety legislation) at all times. (This responsibility is shared during normal school hours with the Head-teacher, but is the postholder’s sole responsibility whilst on site outside of these hours in the absence of the Head-teacher or other senior member of the school staff)
· Will have shared responsibility with the Co -Headteachers for the security of buildings, equipment, furniture etc. on the site, the value of which varies from premise to premise
· Will be responsible for the maintenance of the security of premises, including the locking and unlocking of the premises, and bringing any deficiencies to the attention of the Head-teacher
· Will be responsible for the line management of designated employees, maintaining good working relationships and team working
· Will liaise with and ensure that contracts on site do not cause a health and safety hazard or damage school property. Report matters of concern or noncompliance with contract specification to the relevant contractor
· Will appreciate and support the role of other professionals
· Will present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all, treating all users of the school with courtesy and consideration
· Will contribute to the overall ethos/work/aims of the school

ENVIRONMENTAL DEMANDS/WORKING CONDITIONS:

· Regular outdoor work and exposure to the elements/weather
· Will have contact with members of the public/other professionals e.g. teaching staff, governors, parents/carers, community groups, local education authority, external providers etc.
· Required to be a key-holder for emergency call-outs
· This post may include a degree of manual lifting and handling. You are expected to be aware of health and safety policies and procedures and frequently assess your ability to carry out the lifting tasks required of you

SPECIAL CONDITIONS OF SERVICE:

· No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable clients/finance (An enhanced DBS check is required)



OTHER CONSIDERATIONS

· To be aware of and comply with policies and procedures relating to child protection; being vigilant for signs that children may be being abused and to report any such suspicions to the school’s nominated Child Protection Co-ordinator or the Co-Headteacher.
· To act in accordance with Data Protection Act principles and maintain confidentiality at all times e.g. access to staff/student/parent and carers files.
· Accept and commit to the principles underlying the Schools Equal Rights policies and practices.
· Be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act.
· Must be legally entitled to work in the UK.

SUMMARY OF JOB TASKS

· Report to the School Business Manager to determine priorities and report any difficulties, carrying out reasonable instructions.

Security of Premises and Contents
· Be responsible for the security of the premises and contents.
· Carry out a full site check (inside and outside the premises) on a daily basis.
· Carry out a full security check of the premises and set security alarm at the closing time of the establishment.
· Be the key holder and respond to emergency call-outs to the school at night-times, weekends and other school closure periods.
· Carry out other site checks as required.

Examples of some of the security measures the successful candidate will be
 expected to carry out:

· Unlock gates and external doors each morning and lock up each evening.
· Ensure all windows are closed and, where applicable, locked.
· Report trespassers and persons parking in unauthorised areas.
· Carry out emergency security repairs where possible or contact the appropriate emergency contractor.
· Be aware of any significant items of equipment being removed from the premises.

Heating
· Operate the heating and water, liaising with line manager regarding the need to increase/reduce temperatures throughout the year, plus during school closure periods.
· Ensure that recommended heating and water temperatures are maintained. (If unable to do so, contact the appropriate authority/department).
· Carry out routine maintenance procedures for heating boilers, water pumps and sump pumps.
· Carry out frost precautions. (October – May, depending on the weather.)
· Know the location of main stop cocks and valves, gas and mains electricity breakers.
· Ensure that proper safety precautions are observed in the boiler room.

Electrical
· Replace lighting accessible (within health and safety limits).
· Replace tubes, starters, shades (not sealed units) where practicable.
· Maintain high level lighting (using approved equipment). If in difficulty/outside of health and safety limits, contact the appropriate authority/department.
· Replace, re-fuse or fit plugs (after training).
· Inspect electrical fittings and arrange for the appropriate authority/department to deal with any defects.
Emergencies
· Deal with, or arrange the appropriate authority/department to deal with, all burst pipes, leaks, flooding, fires and breakages as appropriate.
· Arrange for a contractor to deal with all electrical, gas, water or any other installation emergencies. Make safe initially by switching off supply and observing health and safety recommendations, liaising to all concerned.
· Liaise, as necessary, with emergency services including calling in emergency services as required.
· Ensure clear access, and assist if required, for all emergency services.

Monitoring Tasks

Maintain and provide accurate records, procedures and management information in a timely manner for internal and legislative requirements as follows:
· Inspect the fire alarm panel on a daily basis to ensure normal operation of the system.
· Test and record fire alarm on a weekly basis (test zones in strict rotation each time).
· Monitor and record checks on fire exit doors on a weekly basis.
· Monitor and record fire extinguishers on a weekly basis.
· Monitor and record water temperatures on a monthly basis.
· Monitor and record position of asbestos, noting any disturbance, on a quarterly basis.
· Monitor and maintain glazing records when necessary.
· Maintain COSHH records. (Train cleaning staff on the use of new chemicals)
· Carry out and record tasks specified in the Premises Maintenance Book.
· Carry out any other checks and maintain records where required to do so.
· Maintain Hertel Legionella Records.

Maintenance Work

Carry out work under some or all of the following headings. (Training will be given where appropriate.)
· General repairs. (Replace coat hooks, door handles, etc.)
· Joinery
· Plumbing (tap washers, ball valves)
· Painting
· Floor maintenance
· Carpet shampooing
· Clean inside of external windows and both sides of internal glass
· Clean light shades and diffusers
· Replenish toilet requisites
· Clean floor maintenance equipment.
· Order and maintain an adequate stock of relevant materials.
· Deal with graffiti problems.

Outside Areas

· Inspect outside fabric of all buildings, report any defects and arrange for
repairs as appropriate.
· Keep all outside areas clear of litter, moss, weeds, etc.
· Keep access paths clear and safe during frost and snow conditions and minor flooding and emergency situations. Ensure that there is always an adequate stock of rock salt
· Empty litter bins daily.
· Clean dustbin area on a weekly basis.
· Litter pick all areas weekly. 

· Clean grease traps.
· Clean drains.
· Clean gullies.
· Rod out manholes in emergencies. If not successful, bring in a contractor (after liaison with Line Manager).
· Clean up excretia, e.g. dog faeces, from the school site when carrying out daily site checks.
· Deal with external graffiti problems.


Where it is not possible to carry out a maintenance job for any reason, report the issue to the line manager and, where necessary, a suitable contractor can be sought.


Porterage
· Receive and transport all normal education deliveries to required areas. (Not contractors’ deliveries or high-risk specialised materials.)
· Distribute school milk and fruit to classrooms each morning.
· Arrange for the movement of furniture and heavy teaching equipment as required, provided that reasonable notice is given.
· Set up chairs for parents’ meetings/school fairs etc.

Cleaning of Premises/Management of Cleaning Staff
· Be responsible for ensuring that the school is clean and presentable at all times in order to provide an attractive working and learning environment for all.
· Be line manager to in house cleaning staff.
· Provide training for in house cleaning staff.
· Allocate work to cleaning staff.
· Supervise the day-to-day work of the cleaning staff.
· Deal with minor grievances. If unable to deal with problems, refer to line manager.
· Supervise and support the work of the cleaning staff during the periods of
holiday cleaning, e.g. moving furniture to allow cleaners to clean all areas.
· To plan cleaning schedules in collaboration with line manager.
· To plan a routine for holiday cleaning, including deep cleaning, in collaboration with line manager.
· To ensure the cleanliness of the hall floor daily
· Clean up excretia when on duty. Make equipment and materials available for use when off duty and carry out a full clean of the area(s) immediately upon return.

Contract Monitoring
· To ensure that contractors have risk assessments in place before carrying out work on site and to ensure that they are complying with risk assessments.
· To ensure that contractors sign the contractors’ register upon arrival and sign out upon departure in accordance with the school’s health and safety procedures.
· To check work carried out by contractors, i.e. grounds maintenance, window cleaning, large repairs, etc., and report to line manager any failures to carry out work correctly.

Health and Safety
· Have a good working knowledge of the Health and Safety at Work Act 1974 as it relates to own working environment.
· Ensure that premises staff, (e.g. cleaners), are made aware of their health and safety responsibilities.
· Ensure that all premises equipment, e.g. mechanical aids, stepladders, etc., are in good working condition and that checks are carried out and recorded.
· Report to line manager any unsafe furniture, structural defect or any teaching apparatus where noticed to be defective.
· Check that evacuation routes are kept clear.
· Bring to the attention of the line manager any flagrant disregard for health and safety legislation by the staff.


Training
· Undergo training and attend specific training courses as necessary.
· Undergo training as a first aider and administer first aid as and when required.


Other Duties
· Carry out lettings duties as required (with appropriate notice) and, where necessary, oversee such usage of the establishment.
· Carry out reasonable overtime requirements, if required.
· Synchronise clocks and time switches as required.
· Attend appropriate Governors’ meetings, contributing to discussion on aspects of premises and health and safety.
· Assist with other duties from time to time which fall within the scope of the post as required by the Co-Headteacher.




Signed …………………………………………………….Site Manager       Date ………………………………………..

Signed ……………………………………………………Co-Headteacher         Date ………………………………………

Signed ……………………………………………………Co-Headteacher         Date ………………………………………
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