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Site Manager 

Whitehill Primary 

37 hpw, all year round 

7:30 – 4:30 

Headteacher 

AAT D £26,393-£27,713 p.a 

LGPS 

ASAP 

To be responsible for the maintenance and security of the school premises and site, 
ensuring a safe environment. 

Main duties 
As a main keyholder, opening and locking up the premises as needed.  
Ensuring external doors and windows, internal doors and boundary gates are properly 
secured, internal lights off, external security lights on, security alarms activated before 
departure 
 
Undertake minor maintenance and DIY. Escalate works beyond this scope so that 
contractors can be scheduled. 
 
To operate the heating, lighting etc. 
 
To complete various safety checks across the whole school: daily perimeter checks 
(including visual checks of trees, playground equipment), visual asbestos checks, faulty 
equipment, weekly fire alarm tests, monthly emergency light tests, COSHH, water hygiene 
etc. Record outages so that contractors can be scheduled 
 
Maintain a range of surfaces throughout the school grounds operating jet washer, leaf 
blowers and garden tools as required. 
 
To ensure that all hard surface areas and paths are kept free of ice, litter, leaves, weeds and 
other debris at all times. 



  

To ensure that adequate health & safety measures are taken at all times as required by current 
guidance and legislation e.g. manual handling, risk assessments. Extending to ensure that 
contractors are advised of location of asbestos registers, and have provided Risk 
Assessments/Hot Work Permits to ensure a safe site. 
 
To positively support the ethos of the school, taking into account our safeguarding, equal 
opportunities and behaviour policies in particular. 
 
To take part in training for all aspects of your role as directed by your line manager. 
 
Moving furniture, setting out of chairs, delivering parcels and equipment around the school site, 
receiving deliveries and escorting trades people on the site 
 
Look out for maintenance and repairs around the School – e.g. a cracked window, graffiti on 
any surface, lights out, dirty diffusers, clocks wrong etc. 
 
Act on maintenance requests sent through the helpdesk 
Carry out tasks within your skills – painting and decorating, carpentry, plumbing etc. as 
required. 
Carry out regular cleaning duties as required. 
 
To understand the need for discretion and confidentiality at all times. 
 
To make sure the school site a secure and safe environment in line with the school’s 
Safeguarding policy. 
 
Accountabilities: 

Operate and regularly check systems, such as heating, lighting and security. Keeping up to date 
records. 

Oversee onsite maintenance contractors, checking that work has been completed to required 
standards 

 

 

 

 

 

 

 

 

 

 

 

 

 



Understand appropriate school budgets and operate on a best value for money basis. 
Operate within the Trust’s Finance Procedures for ordering goods and services. 

Perform duties in line with health and safety and COSHH regulations and take action where 
hazards are identified. Report serious hazards to the Headteacher 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. 

To undertake regular checks on alarm systems and fire extinguishers and report any problems 
arising.  

To monitor and record usage of fuel, electricity, water and take meter readings as required.  

To make sure all minibus checks are carried out: log updated, mileage recoded, service/MOT 

Approach to Role: 

To be highly motivated and committed 

Flexible, and able to calmly manage change 

Willing to participate in ongoing professional development.  

Team Player  

Approachable and patient when dealing with planned and unplanned events 



 

 

 

 


