Elthorne Park High School
Site Manager 

Job Description


Job Description:
Site Manager (working across 2 schools) 
Renumeration for this role includes rent free accommodation at Elthorne Park High School. It is a condition of the role that the successful applicant lives on site whilst employed by the school in this role.

Reports to: 

School Business Manager

Hours of work: 
Monday to Friday 6.15am – 2pm (this includes a daily unpaid break of 45 minutes).  The job will require flexibility in working pattern and will include occasional overtime. 
NJC Grade: 
9-11 (salary range £39,405 - £48,201) depending on experience.  Includes rent free accommodation onsite
Purpose of the Post:


· The job holder will be working across 2 schools in managing the school estate.

· To take responsibility for the efficient management of the school site understanding key aspects of the site (CCTV, Heating & Ventilation, Legionella, Asbestos, Passenger lifts, Alarms (intruder/fire), Roofs, COSHH etc).
· To be responsible for the security of the school site and buildings.
· To manage the state of repair & cleanliness of the school and take appropriate action.
· To procure best value for Planned, Preventative and Maintenance (PPM) work when working with external contractors.
· To line manage the site team.
· To line manage internal cleaning team and external contract cleaners.
· Awareness (& implementation) of the Health & Safety at Work Act 1974 in the school.
Duties and Responsibilities

Staff management

· Distribute tasks logged on caretaking email address (or something similar) to the site team according to skill level and availability. 

· Performance management of the site & internal cleaning team and regular supervision meetings.
· Supervise the contractor cleaning team, liaising with the Cleaning team supervisor.
· In discussion with the School Business Manager ensure a relief provision is in place for cleaning duties/caretaking in the case of absence through sickness or holidays. 

· Keep records of absence and holidays of internal cleaners and site team.
· Develop and train new site and cleaning staff ensuring they are inducted properly in manual handling and health & safety procedures. 
· To work as part of a team and form good relationships with other colleagues.

Buildings & Maintenance

· To deal with any incident or emergency affecting the security of the school, alerting other persons or organisations during or outside normal duty time as directed by the School Business Manager (SBM).
· To be responsible for a regular schedule of inspections throughout the buildings and action plan for modifications and improvements. 
· To develop a rolling building programme with the School Business Manager in improving and developing the site.
· Developing and maintaining a school site handbook for key personnel (Head, School Business Manager & new site team).
· To carry out portering duties including transfer to storage or distribution of goods delivered to the school site, movement of furniture and equipment within and between rooms and buildings.
· Operating and maintaining the school heating and air conditioning plant, taking monthly readings of gas/electric & water meters and taking appropriate action to remedy any faults and maintain an adequate level of heating and minimise heating when school is closed.
Major works/contracts

· Liaise with the SBM with regard to any new building works and where relevant with internal and external stakeholders over any snagging issues.
· Obtain and assess tenders for works as appropriate and make recommendations for action in accordance with the school’s financial procedures to obtain best value. 

· Undertake responsibility for overseeing agreed building works, liaising with contractors and professional agencies.
Health & Safety

· Ensuring that appropriate action is taken to ensure the safety of children, staff and visitors present on the site in the event of any defect or damage resulting in a hazard. 

· Act as a Health & Safety Officer for the school, ensuring compliance with H&S legislation.
· Check site regularly (minimum weekly) for any potential H&S issues and take corrective action where necessary.
· Responsible for testing the weekly fire alarm systems and assisting with all fire drills.
· Keep accurate records in managing the Premises audit for the school (includes but not limited to fire, water, asbestos, gas and electrical checks).
· Complete appropriate risk assessments. 

· Undertake any other site related health & safety work as required.
Security

· To be the main key holder and to arrange the opening and closing of the school site.  The school is locked and secure, with fire doors and all windows closed at the end of the school day and after any school functions, lettings or community use when on duty.

· To take responsibility for the security of the site including checking or supervising visitors to the school site as required.  Supervising external contractors as appropriate ensuring that work is carried out to the appropriate standard.

· To set the security alarm and to act as the first person “called out” in the event of an

Emergency, or arrange duty site person.

· Responsible for maintaining a daily record of incidents that affects the safety and security of the site.

Cleaning

· To ensure that the buildings and grounds are maintained to the highest possible


standards and consistently monitoring the state of repair and cleanliness of the site.

· Responsible for the removal of litter and other materials from outside the buildings including the emptying of playground litter bins.

· Responsible for spot cleaning of spillages, body wastes, etc, as required including the spot cleaning of toilets and washrooms to maintain health and safety standards.

· Checking and replenishing of toilets and washrooms as required in order to maintain health and safety standards.

· To undertake ‘emergency cleaning duties’ which may occur during the school day.

· Responsible for the management of the cleaning of the school.

Lettings

· Comply with instructions from the school concerning letting procedures and ensure lettings are carried out as per letting agreement and monitor the site to identify any breaches by hirers. 

· The setting out and clearing away of tables and chairs as required for the letting of the premises including any additional cleaning resulting from a letting.

General

· Placing orders for cleaning materials, PPM work and managing control of the delegated budget.  Ensure safe storage of all site equipment materials.

· Maintain site records (e.g. COSHH), auditing all stock related to these categories and any maintenance/repair of equipment. 

· Be mindful of best value at all times and discuss funding issues with the SBM. 

· Ensure that all works are carried out within the confines of allocated budgets. 

· Ensure all contractors visiting the site, are fully inducted on health and safety procedures, relevant risk assessments and provided with the Asbestos register. 

· Attend appropriate training courses as required. 

· Comply with the School’s Child Safeguarding Procedures, including regular liaison with the Designated Child Safeguarding Person over any safeguarding issues or concerns. 

· Participate in training and other learning activities and performance development as required. 

· Comply with the School policies and procedures at all times. 

The Job Description is not a comprehensive list of duties to be undertaken and the Postholder may be asked to undertake other duties of a similar nature and responsibility level as may be required from time to time.
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