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Job Description

Job title:		Site Manager	
Responsible to:	School Business Manager
Direct Reports:	3 site staff and cleaning team
Grade:	WAT Band H/I PO1/2	 

All Staff at Polam Hall School should:
1. Promote and support the distinctive character of the Polam Hall School as demonstrated through its ethos, service to the community, promotion of spiritual and moral values and its commitment to community cohesion.
1. Understand the concept of in loco parentis and be concerned for the development and well-being of each pupil holistically, through pastoral and spiritual leadership.
1. Support the values and inclusive nature of the school creating a positive and happy learning environment.
1. Contribute to the whole professional life of Polam Hall School where there is a commitment to teaching and learning and to each pupil gaining meaningful and enriching experiences.
1. To promote the ethos of Polam Hall School, embracing pupils of all faiths and none

Job Purpose:
· Reporting to the School Business Manager the Site Manager is responsible for ensuring the site is well maintained, safe and fit for purpose at all times. 
· The Site Manger is responsible for site security, repairs and maintenance and development of the site. 
· To ensure a shift system is in place to ensure the site is covered at all times when the academy is open for business.
· The Site Manager is responsible for leading and developing the Premises team including Building Cleaning to deliver the annual targets and is responsible for ensuring best value on all premises activities and for ensuring the premises budget is not exceeded.    


Responsibilities:

· To participate in the annual performance management arrangements and to undertake the performance management of the Premises Team.
· To be responsible for the security of the buildings and grounds, including the opening and closing of the premises at designated times, the operation of the alarm system and the control and issue of keys.
· To develop, obtain agreement on, and manage an annual maintenance budget, provide a costed, prioritised programme of maintenance and improvement work and ensuring delivery of the agreed work within the budget.







· To contribute towards the construction and subsequent delivery of the School Improvement Plan by providing sound advice to the Principal and the School Business Manager on matters relating to the security, management and development of the site.
· To support the School Business Manager with school lettings and functions.
· To ensure that all agreed furniture and accommodation requests are delivered on time.
· To ensure that systems are in place for emergencies including fire alarms, emergency repairs and call-outs and the management of the site in bad weather.
· To control the work of all external contractors to ensure delivery of work to agreed standards and costs and in compliance with health and safety, building and other regulations.
· To ensure the buildings remain clean, are in good order and decorated as required by developing a rolling programme of repairs and maintenance undertaken by the Premises Team.
· To oversee the efficient working of heating plan, water and lighting and to work proactively with other staff to minimise usage.
· To interface with contractors and construction teams with respect to any new build or refurbishment programme attending site meetings as appropriate and highlighting any potential concerns.
· To ensure the mini-buses are maintained and to drive the mini-buses as required.
· To be responsible for health and safety within own working area and support the School Business Manager with health and safety across the whole site including risk assessments.
· To undertake any other duties as may reasonably be required by the School Business Manager and the Principal.

Additional expectations:           
· To have regard to guidance on keeping children safe in education.
· To take responsibility for own professional development and support that of colleagues where appropriate.
· Attend and participate in relevant meetings as required.
· To maintain high standards of professionalism in every facet of the role, including conduct, dress code, and communications.



This job description may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main accountabilities and expectations for the post.
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