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	Job Title: Site Manager
	Grade: New Band 8 (19-22) 

	Work Location: Oastler School
	Salary Range:   Band 8 (£24,491 - £27,041)

	Reports To: School Business Manager
	Leads & Manages: 5 Cleaning Staff, Site Assistant & Apprentice



BACKGROUND/INTRODUCTION
Oastlers School is a purpose built school for learners with social, emotional and mental health disturbance.  Some have additional learning difficulties compounded by other complex needs such as mental health problems which combined create barriers to learning.

We are looking to appoint a highly motivated, experienced and committed Site Manager to be responsible for the site security, health and safety, general maintenance and repairs, heating, cleaning, hygiene and other associated tasks, as and when required.

In return, we will offer you a highly supportive workplace, one that is visionary, inspirational and accepts nothing but the best.  You will be supported to further yourself, you will access high quality training and be encouraged to be the best you can.  

PURPOSE OF THE JOB

To be responsible for all matters relating to the satisfactory operation of the school’s building, grounds and contents including;  
· The operation of fire and burglar alarms and key holder responsibilities

· Lighting, heating and cleaning of the premises 

· Maintenance and operation of plant

· Porterage and handyperson duties

· Minor repairs as and when required

· Termly audit of risk assessment of buildings, premises and grounds

· Reporting any relevant issues to the governors

· Managing cleaners sickness, annual leave and relevant cover

· General maintenance of school grounds, including termly risk assessments; competitive tendering for any grounds/ premises related costs

· To be responsible for the Building Development Plan and relevant sections of the Schools Improvement Plan; 

· Any other duties arising from the use of the premises, or any other reasonable requests from the Headteacher/ Business Manager.
DUTIES AND RESPONSIBILITIES

LEADERSHIP AND MANAGEMENT

· Supervision of cleaning staff which may encompass normal administrative processes.
SECURITY OF PREMISES
· Carrying out security procedures for school building and grounds
· Walking around buildings checking that premises have not been disturbed

· Switching lights on/off as required

· Checking and securing windows and internal doors

· Switching on/off appropriate alarm systems

· Locking/ unlocking school gates and external entrance doors

· Preventing trespass on school premised and grounds

· Ensuring unauthorised parking of vehicles does not occur

· Carrying out recognised procedures in the event of fire, flood, breaking and entering, accident or major damage

· Providing access to the school in the event of emergency situations

· Dealing with enquiries from teaching staff, students and pupils, parents, officers and employees of the Authority, workmen and contractors and members of the public.

LIGHTING AND HEATING OF PREMISES

· Cleaning and replacing electric light bulbs or tubes which are in a position where safe access is available 
· Operating the heating plant so that the required temperatures are maintained in the school premises and that an adequate supply of hot water is available

· Carrying out frost prevention procedures as instructed

· Carrying out routine inspection and maintenance procedures in accordance with the instruction of the Council’s Heating Engineers on ancillary equipment such as checking automatic pumps in areas subject to flooding

· Ensuring that adequate supplies of fuel are maintained at all times
· Ensuring that all maintenance carried out on the premises is subject to best value and that all quotes and tendering procedures are followed in accordance wit the school’s Financial Procedures (available from the Business Manager).

CLEANING OF PREMISES

· Cleaning materials must be issued to cleaners solely by the Site Manager and all instructions on usage of all materials strictly adhered to because of risk to persons or property

· To manage all aspects of cleaning within the school, including staffing, ensuring that the schools premises and furnishings are cleaned in accordance with the Authority’s standards and methods

· Toilets to be visited at various times of the day, particularly after breaks, to see that cisterns and automatic flushes are in working order and to lay down disinfectant where necessary

· Walking around play areas and drives daily, picking up paper and litter etc from al areas, including paths, flowerbeds and grassed areas

· Sweeping excess dirt from public access points, patios and hard surfaces and clearing leaves during the Autumn period

· To rock salt public access points, patios and hard surfaces, etc, in frosty weather to ensure that all drains, gullies and grids are kept free flowing and clean, including cleaning blockages

· Ensuring that dustbin points are clear, emptying litter bins and keeping clean and distributing bins as required

· To be responsible for maintaining accurate records of cleaners absence and for reporting any issues to the Business Manager.

PORTERAGE

· Taking delivery of stores, materials and other goods received by the school and storing them as instructed

· Dispatching laundry, goods, materials etc from the school

· Laying out and stacking furniture as required

· Any other porterage duties as required by the Headteacher/ Business Manager.

SAFETY AT WORK

· Some lifting of heavy loads is, subject to appropriate manual handling requirements, required

· Ensuring that all staff are aware of the existence and contents of the Education Health and Safety at Work codes of Practice

· Ensuring that all amendments and additions to the Codes of Practices are distributed to and read by all staff

· Ensuring that all cleaning and caretaking activities are carried out in the safe manner described in the Codes of Practice

· Complying with all Health and Safety procedures 
· Ensuring that all cleaning equipment is in a safe working condition

· Ensure all appropriate risk assessments are in place.

MAJOR AND MINOR REPAIRS

· The Site Manager must draw attention to the appropriate authorities through the Business Manager of the school, to any repairs or maintenance work required at the school

· The Site Manager is responsible for reporting to the Business Manager and repairs required/ taken place on the premises and costs involved

· The Site Manager is responsible for co-ordinating any repairs, obtaining best value for the school and obtaining quotes and tenders as per the schools Financial Procedures

· The Site Manager will conduct any minor repairs within his ability, training and Health and Safety constraints.

STAFF TRAINING AND SUPERVISION

· The Site Manager must be responsible for the distribution of work rotas for all cleaning staff and instructing staff in all aspects of work and cleaning methods

· The Site manager must be responsible for appropriate instruction, either individually or in groups, of the correct usage of cleaning materials and machinery in accordance with the Authority’s practices and with particular reference to safe working

· Carrying out normal managerial duties, e.g. maintaining a good working atmosphere and encouraging team spirit; ensuring good timekeeping, dealing with individual and group grievances and problems and seeing that work is done correctly and promptly

· Responsible for ensuring that weekly/ monthly timesheets are completed by staff as and when required and that any changes to hours, shifts or leave are reported to the Administration Officer

· Responsible for completing forms for requisition of stores and for booking minor repairs.
GROUNDS MAINTENANCE

· The Site Manager is responsible for managing the grounds maintenance budget in coordination with the Business Manager

· The Site Manager is responsible for any orders, quotes, tenders and works by outside agencies/ contractors for grounds maintenance.  They must maintain best value at all times and work in accordance with the school’s Financial Procedures

· The Site Manager is responsible for reporting to the Business Manager any issues relating to grounds maintenance.
REPORTING

· The Site Manager will be responsible for all aspects of reporting in relation to ground maintenance, cleaning and repairs and maintenance.
· They are to write and update the relevant sections of the School Improvement Plan, in coordination with the Headteacher.

GENERAL

· Dealing with lettings of the premises in keeping with the Schools Lettings Policy
· The ability to liaise with a range of multi-agency professionals when visiting school premises,  these may include health service, local community groups, social services, community benefit and welfare groups and local commercial enterprises.

· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Contribute to the overall ethos / work  aims of the School

· Participate in training and other learning activities and performance development as required
· To support, uphold and contribute to the development of the schools equal rights policies and practices in respect of both employment issues and the delivery of services to the community.

· May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined in this job description.
POST TITLE:  Site Manager
Personnel Specification
	
	ESSENTIAL (E) DESIRABLE (D)

	Experience
	Will possess handyperson, caretaking, leaning/site-keeping experience in a school or similar environment.  E
Key holding in an employed situation. E
Experience of heating systems, building security and building maintenance E
Able to carry out basic repairs and DIY tasks as required E

	Qualifications/Training
	Will possess good literacy, ICT and numeracy skills  E

GCSE or equivalent in Maths and English) D
Legionella Awareness E
Recognised Health & Safety training E
Prepared to undertake any training required E
Safeguarding Training D
Manual Handling and Working at Heights Training D



	Knowledge/Skills
	Experience of plumbing, electrical and decorating repair procedures D
Will possess detailed knowledge of all policies, procedures and regulations relevant to the role E
Will possess knowledge of cleaning procedures required to meet specified cleaning standards E
Will possess knowledge of the use of ICT and other specialist equipment/resources with willingness to participate in development and training opportunities E
Will possess team-leader skills E
Ability to self-evaluate learning needs and actively seek learning opportunities for self and team E
Able to empathise with the needs of learners and parents E

	Disposition and Attitude
	Personal and professional commitment to equal opportunities, diversity and promoting good race relations E
A commitment to safeguarding children and young people E
High levels of integrity, honest and credibility which will inspire confidence and trust from both internal and external stakeholders E
Act in accordance with the Data Protection Ac and maintain confidentiality at all times E
Able to deal with a range of situations in a sensitive and helpful manner E

	Other Conditions
	Able and willing to work additional hours by negotiation including evenings and/or weekends as required E
Will not require leave of absence during term time (except for sickness or agreed compassionate leave) E
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate in accordance with the Equality Act. E
Must be legally entitled to work in the UK E
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).E
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