[image: ]
ST MICHAEL & ALL ANGELS C. E. (FOUNDATION) PRIMARY AND PRE-SCHOOL

Job Description

TITLE					
Site Manager	

GRADE					
Scale 4		

HOURS OF WORK	
36 hours 

WORKING PATTERN                                 
School to be open at 7am each day Monday – Friday during term time. 
Hours may vary during school holidays to ensure works can be carried out effectively.
Annual leave should be taken during school holidays.
					
RESPONSIBLE TO		
Directly responsible to the School Business Manager.

SUPERVISORY RESPONSIBILITY	
Working in conjunction with the cleaning staff.

MAIN OBJECTIVES OF POST	
Reporting to the Head Teacher and School Business Manager, the Site Manager is responsible for overseeing all aspects of site maintenance and security. 
The Site Manager at ST MICHAEL & ALL ANGELS C.E. PRIMARY AND PRE SCHOOL plays a vital role in ensuring that the school environment is safe, secure, hygienic, and well-maintained, thereby supporting the learning, wellbeing, and diverse needs of all pupils, including those with SEND.
This role is crucial in enabling the school to deliver its vision of providing a nurturing, inclusive, and high-quality education within a healthy and safe environment, aligned with the school’s Christian ethos and values.

Facilities Management
Oversee the daily operation and maintenance of the school building and grounds.
Ensure that the school's heating, lighting, and plumbing systems are in good working order.
Maintain and repair school buildings, grounds, and equipment to ensure a safe, clean, and welcoming environment for pupils, staff, and visitors.
Regularly inspect the school’s premises to identify any areas requiring attention, including the playground, sports fields, and parking areas and address maintenance needs promptly recording on the schools system.
Liaise with contractors and suppliers for specialist repairs or maintenance work, ensuring value for money and minimal disruption to school activities.
Be the primary point of contact in an emergency call out situation including checking, securing and, if necessary, make emergency repairs to the school premises for out of hours intruder activation.

Read Gas, Electric and Water meters monthly. Know the location of stopcocks.

Flexibly adapt to reasonable changes in daily work routines to support the smooth operation of the school, including lettings.

Health, Safety, and Compliance
Take responsibility for the security of the school site, including locking/unlocking premises, managing access control, and monitoring security systems.
Ensure that the school meets all safety regulations and statutory requirements for building maintenance, fire safety, accessibility, compliance with health and safety regulations, school policies, COSHH, and risk assessments.
Conduct regular health and safety inspections recording on the schools system to identify risks or hazards and implement corrective actions. Consulting with appropriate stakeholders e.g. the H & S governor and external agencies as appropriate e.g. LA designated person.
Coordinate and oversee fire drills and emergency evacuations.
Maintain records related to site safety, maintenance, and security activities on the school system.
Ensure that appropriate safety signage is in place.
Maintaining compliance with statutory health & safety standards, positive feedback from staff and pupils on site conditions, timely resolution of maintenance requests recording appropriately on the school system.
Cleaning, Waste Management and Groundskeeping
Maintain high standards of cleanliness and hygiene across the school, working collaboratively with cleaning staff and external contractors, while also undertaking daily cleaning duties as part of daily role. 
Supervise and actively participate in the cleaning team, ensuring all classrooms, corridors, bathrooms, and communal areas are consistently cleaned, safe, and well-maintained. 
Plan, coordinate, and contribute to regular deep cleaning programmes, particularly during school holidays and in preparation for school events or inspections.
Ensure outdoor areas (e.g., playgrounds, sports fields, car parks) are clean, tidy, accessible, and safe for students and staff.
Oversee and manage waste disposal and recycling in accordance with school standards and environmental policies.
Ensure that bins are regularly emptied and that recycling programs are in place and followed.
Building Maintenance and Repairs
Schedule, oversee and complete in routine building maintenance tasks, such as painting, carpentry, and basic repairs recording appropriately on the school system.
Manage the upkeep of school furniture, fixtures, and fittings, ensuring they are in good condition and replace them, as necessary.
Work with external contractors for larger maintenance projects and ensure work is completed to standard and within budget.
Security and Access Control
Manage the opening and closing of the school premises, ensuring that all security protocols are followed.
Implement and oversee security measures, including surveillance cameras, alarm systems, and access control systems.
Always monitor the school’s security, including ensuring that the premises are locked after hours and on weekends, where applicable.
Communicate effectively with all school stakeholders regarding site issues and maintenance schedules.
Budgeting and Resource Management
Assist in managing the school’s budget for facilities and maintenance, ensuring resources are used efficiently.
Source and purchase materials and supplies required for building maintenance, cleaning, and other site operations.
Track spending on site management, including repairs, supplies, and any contracted services, ensuring costs are kept within the allocated budget.
To maintain an inventory/asset register of all furniture, fittings and equipment.
General Site Support
Assist and participate in the organisation and movement of furniture within the building.
Provide logistical support for school events, including setting up furniture and equipment as required. 
Manage deliveries and storage of supplies and materials.
Support the school’s ethos by maintaining a tidy and respectful environment that reflects the Christian values of care, respect, and community, fostering inclusivity and celebrating diversity in line with the school’s vision.
Help with outdoor events, ensuring that grounds and facilities are suitable and safe.
Effective communication with all school stakeholders, including pupils where appropriate, to foster a collaborative environment and respond proactively to site-related concerns.
Staff and Student Support
Be a point of contact for staff and students regarding any issues with facilities, classrooms, or grounds.
Support the needs of staff, students, and visitors by maintaining a responsive approach to site-related requests.
Provide assistance with deliveries, setting up equipment, and ensuring that classrooms are appropriately equipped for lessons.
Other Duties as Assigned:
Any additional responsibilities as required to ensure the effective operation of the school’s site.
Work collaboratively with the Head Teacher, Deputy Head teacher, and external partners to ensure site management supports the school’s priorities, including accessibility and safeguarding for all pupils.
Respect. Resilience. Responsibility. Confidence. Co-operation. Compassion.

Be strong and courageous. Do not be afraid; do not be discouraged,
 for the Lord your God will be with you wherever you go. – Joshua 1:9
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