Our Lady’s Catholic High School
	Post title: Site Manager 

	Grade:
	Grade 7 SCP 19-25

	Responsible To:
	Headteacher  / School Business Manager

	Staff Responsible For:
	School Site Team and Cleaning Staff

	Job Purpose: The main objectives to be achieved by the Postholder

	To have operational management over the school premises and site: The postholder will undertake a full and pro-active role and will assist the School Business Manager in the contribution of ideas and strategies to maintain and develop our facilities. They will organise and manage the premises, taking the lead on all site-related matters, including managing the caretaking/cleaning operations of the school, monitoring contract compliance to the agreed standards, taking a lead role on Health and Safety, reporting to the Health and Safety Committee, supporting the catering function and ensuring security of the site and related resources, ensuring risk assessments are undertaken, providing training to staff and complying with statutory regulations.

	

	In addition to the following duties, the postholder may be required to undertake any of the duties normally associated with the lower graded Site Supervisor posts
Security 

· Act as key holder and carrying out security procedures for the buildings and grounds.  The routine and non-routine opening of premises and grounds.  Responding to calls outside normal working hours as a result of break-ins etc. and/or the setting off of the burglar alarm(s);
· Providing access, where possible, to the premises and classrooms in the event of snow or minor flooding or similar emergency situations;
· Dealing with enquiries from officers and employees of the Local Education Authority, workers and contractors and managing contractor activity on-site.

Supervision

· To organise and manage the work of the site team;
· Undertake recruitment, selection, induction and appraisal of the site team and cleaning staff and allocate duties and hours of work;
· Planning own work and that of assistant(s) and cleaning staff (issues relating to supervision/ management of staff);
· Provide/arrange the appropriate induction and training of assistant(s) and cleaning staff;
· Monitor the progress of the site team and identify appropriate training and development opportunities for team members to increase the effectiveness of the function.


	Maintenance

· To monitor the work of the site team and cleaning staff, to ensure that the school buildings and premises are kept to a high standard of cleaning and repair and are safe for staff, pupils and visitors;
· To assume initial responsibility for the resolution of all site-related issues and to identify and prioritise maintenance requirements and prepare and organise annual maintenance programmes;
· In accordance with any existing Service Level Agreement, draw up, or assist in the drawing up of site maintenance plans and specifications for work to be undertaken by contractors and arrange for works to be undertaken;
· Monitoring the progress of projects involving outside contractors;
· Monitoring the grounds maintenance function, including managing the contract for the provision of grounds maintenance where one exists;
· Monitoring and ensuring the cleanliness of the school premises and furnishings, including managing the cleaning contract where one exists;
· Ensuring that all caretaking equipment is in a safe and working condition and arranging for their repair as appropriate;
· To arrange for the site team (including the postholder) to carry out first-line repairs which are not beyond the competence of the staff concerned.
Other duties

· Testing portable electrical equipment if trained and accredited to do so;
· To manage the out-of-school hours letting of the school premises;
· Maintenance of inventory in respect of equipment.  Carrying out an annual check of equipment against the inventory;
· To investigate opportunities for recycling of the school’s waste, and offer advice and guidance to school staff on appropriate recycling systems;
· To act as the school’s energy manager, monitoring energy costs and ensuring conservation of energy through efficient procedures and systems;
· By involving pupils and staff of the school, to constantly seek ways of improving the working surroundings and of managing the premises in a more efficient and cost-effective way;
· To undertake training as appropriate.


	Health & Safety
· To take a lead role on all aspects of Health & Safety, including the completion of appropriate risk assessments, and ensuring compliance with all statutory regulations;
· Ensuring the implementation and compliance with appropriate Codes of Practice throughout the school (in relation to premises and caretaking/cleaning issues) in liaison with the Health & Safety Committee for the school;
· Monitoring the appropriate Health & Safety procedures in use in the school and reporting any issues to the Health and Safety Committee for the school;
· To attend meetings of the Health & Safety Committee and consult with governors on matters relating to the premises/site;
· To develop and implement policies and procedures in the area of Health & Safety within the school;
· To ensure that the appropriate staff within the school are fully aware of COSHH legislation;
· To design and deliver Health & Safety training for staff within the school;

· To act as Health & Safety Office for the school;

· To undertake regular testing of the school burglar and fire alarm system, and to maintain appropriate records in relation to this.
Finance
· To be responsible for monitoring the delegated maintenance budget and regularly reporting budgetary information in relation to this to the School Business Manager;

· To develop and promote the school premises to the outside community.

General
· To fully participate in the School’s appraisal scheme where appropriate;
· The duties may be varied by the Headteacher, School Business Manager and/or Governing Body to meet changed circumstances in a manner compatible with the post held.


