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PORTAL HOUSE SCHOOL


                February 2019
JOB DESCRIPTION – SITE MANAGER
	


A. GENERAL STATEMENT
1. To be responsible for all Site Management at the School in accordance with the K.C.C. Conditions of Service under the Kent Scheme, having due regard to:
a) Policies of the L.E.A.

b) Policies of the Governors

c) The School Aims, Objectives and Philosophy

d) School Policies

e) Agreed Routines.

2. To be responsible for Personal Health and Safety, in line with current legislation. (See attached Health and Safety Sheet).

3. To share in the corporate responsibility for the 'care' of all children, with particular reference to Child Protection Issues.

B. LINE MANAGEMENT RESPONSIBILITIES
1.
Responsible to:
Head Teacher / Deputy Head Teacher

C. SPECIFIC STATEMENT
1. To comply with Health and Safety and Fire regulation policies and attend training courses.
2. To meet regularly with the Head Teacher and Finance Manager.
3. To put out chairs for Whole School Assembly on Monday and Friday.

4. To ensure that tables and chairs are set out for lunch each day.

5. To move heavy and awkward shaped furniture/supplies as requested and work at height as required in accordance with health and Safety regulations after the completion of a Management risk assessment.
6. To assist with preparations for Sports Day.

7. To clean the ground floor windows, as required.

8. To distribute goods and supplies, and provide a porterage service on site, as necessary.

9. To read all meters monthly, maintaining approved records, including those concerned with energy conservation.

10. To be responsible for conducting a weekly check of all school vehicles, and ensuring that they have fuel.

11. To ensure that the school vehicles are taxed, insured and MOT’d, in liaison with the Finance Manager.

12. To be responsible for the cleanliness, tidiness and security of the site and follow up any issues with the contract cleaners.
13. To empty outside litter bins and dustbins, regularly.

14. To oversee the efficient working of heating plant, and keep any necessary records.

15. To undertake daily and seasonal maintenance of the site and equipment, inside and out, as required including changing light bulbs, tap washers, clock batteries, door locks, woodwork, decorating clearing drains and toilets to ensure a safe environment is maintained.
16. Maintain tools and equipment to ensure they are kept in good working order.

17. To clean and be responsible for the tidiness of paths, drives, playgrounds and other hard surfaces on the site. 
18. To keep paths, access points and entrances free of snow and ice to ensure safe passage.
19. To maintain adequate stocks of caretaking, cleaning and laundry supplies, and to re-order from approved suppliers, as necessary, in accordance with school ordering procedures.
20. To issue supplies to domestic/catering staff, ensuring that a record is kept of all material issued.

21. To liaise with the Health and Safety Governor, and advise the Headteacher of all matters affecting the health and safety of persons on site.

22. To carry out a termly site risk assessment, and an annual caretaker risk assessment.

23. To carry out weekly tests of the fire alarm.
24. To maintain the relevant Asset Register.

25. To escort and advise maintenance contractors attending the site and ensure adequate information is provided to complete the task.
26. To undertake the ongoing maintenance/improvement of buildings, as per the School Development Plan.

27. To be responsible for ordering maintenance equipment and materials in accordance with school ordering procedures.

28. To check the Defects Book daily, and ensure that all defects are remedied.

29. To be responsible for PAT testing.

30. To supervise students on relevant work experience placements.

31. To undertake other duties as may be required from time to time.
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