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Singlewell Primary School
Job Description:   Premises – Site Manager
	School:
	Singlewell Primary 

	Grade:
	Kent Range 7 

	Responsible to:
	Business Manager


	Main purpose of the job:


To assist the Headteacher, Assistant Headteachers and Business Manager in ensuring the effective management, organisation and supervision of all matters relating to the school’s premises, providing a clean and safe environment for users of the buildings and grounds and to fulfil site duties, health and safety and compliance.

	Key responsibilities and tasks:


Organisation 

· Ensure that buildings and the whole site are secure, including during out of school hours and taking remedial action if required.

· Act as a designated key holder, providing out of hours and emergency access to both school sites.

· Create site action plan and document the impact of this.

· Create and update risk assessments for works carried out on the premises.

· Operate and regularly check systems such as heating, cooling, lighting and security (including CCTV and alarms).

· Ensure the site is clean and paint work is of a high standard – addressing wear and tear rapidly.

· Undertake minor repairs (i.e. not requiring qualified craftsperson) and maintenance of the buildings and whole site.

· Arrange emergency repairs and arrange regular maintenance and safety checks.

· Procure quotes for routine maintenance work on school premises 

· Oversee onsite maintenance contractors, including cleaning and grounds maintenance, checking that work is completed to required standards and within required timescales.

· Undertake general portage duties, including moving furniture and equipment within the schools and some cleaning as and when required.

· Perform duties in line with health and safety regulations (COSHH) and take action where hazards are identified, report serious hazards to line manager immediately.

· Undertake regular health and safety checks of buildings, grounds, fixtures and fittings, (including compliance with fire safety regulations) and equipment, in line with other schedules.

· Undertake maintenance duties, involving building resources etc.

· Attend all afterschool events to lock up and secure site.

· Ensure that the school building and grounds are of a high standard.

· Identifying hazardous tasks and events and resolving any issues.  
· Monitor materials and stock and/order supplies
· To provide safe access to the school and classrooms where required in the event of severe weather or emergency situations (early shift maybe required during severe weather).
· Assist the School Business Manager in identifying and managing the various building and site related annual maintenance contracts
· Manage and maintain the school’s Asset Register ensuring that an annual check is carried out, all new equipment is recorded and that damaged / unrepairable equipment is disposed of responsibly and removed from the register

· To maintain confidentiality at all times.  To actively promote school policies.
Administration 

· Complete and maintain site safety checks/maintenance logs as requested to meet the school’s compliance standards.
· To undertake and produce risk assessments

Resources 

· Make requests for the placing of orders in relation to materials required and maintaining appropriate stocks and supplies.

Responsibilities 

· Ensure the security of and access to the premises at all times.

· Ensure certification, storage and deliveries are safely stored.  

· Monitor internal and external contract cleaning and maintenance of grounds. Liaising with the Business Manager on contractual specifications, ensuring appropriate action is taken where standards are not being met.

· Maintain the overall standards of cleanliness and maintenance of the grounds, site and premise. 

· Assist the Business Manager in the supervision and deployment of any directly employed staff or contractors on site.

· Carry out fire drills and checks of the systems applicable in accordance with the school’s policy.

· Be required to attend pre-booked lettings in accordance with school practices and procedures.

· As a registered key holder, be required to attend emergency call outs out of normal school hours.
· Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the Department / Section. 
· Attend meetings and training as required
Health and Safety: 
· Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions. 

· Co-operate with the employer on all issues to do with Health, Safety and Welfare. 

Continuing Professional Development: 
· To participate in the Performance Management Scheme. 

· Undertake any professional development necessary as identified.

Additional points: 
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

· The job description may be subject to amendment or modification, should circumstances change, any changes will be discussed with you in the first instance. 
	General


Policies and Procedures

Ensure, comply and be aware of all school policies and procedures in relation to all aspects of the school’s management, teaching and learning.

Contacts and Relationships

Provide the specified standard and level of service that is expected, noting and passing on any shortfalls or potential improvements.

Maintain high professional standards of attendance, punctuality, appearance, conduct and positive courteous relations with pupils, parents/carers and colleagues.

Equalities

Ensure implementation of the school’s equal opportunities policies and its statutory responsibility with regard to other individuals and service delivery.

Additional points: 
All staff are expected to comply with the school’s policies.  Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

Data Protection 

Singlewell Primary School is committed to protecting your privacy when you apply for a position with us. It is important to us that you can trust us to keep your information safe and to use it in ways that you will think are reasonable and ethical. Singlewell Primary School is the data controller for the information we hold about you, this means we control how your personal information is processed and for what purposes. 

All staff are required to maintain confidentiality in relation to pupils, staff and parent information.  For further information, please refer to our Data Protection Policy on our website www.singlewell.kent.sch.uk

