St. Hugh’s Catholic Primary School


Site Manager Duties & Job Description
The person appointed will be responsible for the maintenance, security and facilities management of the school premises and site, alongside the day to day supervision of the cleaning operatives and will report to the School Business Manager. 

1. Hours and contract – 52 week contract.  35 hours per week, Monday to Friday. 07:30am to 11:15am and 14:45pm to 18:00pm.

2. Annual leave is dependent upon years of service, plus statutory Bank Holidays.  Holidays may only be taken during school closure.

3. The Site Manager is responsible for the security of the school premises and their contents. The Site Manager is responsible for the opening and closing of the premises at times specified by their School Business Manager. Arising from this security responsibility, the Site Manager will be contacted by the security forces when attendance is required outside normal hours. The Site Manager is required to respond when available, and there is an expectation that every reasonable effort will be made to respond. 
4. Site Manager security responsibility include: -

(I) Act as a key holder.
(II) Changing locks and getting keys cut when required.
(III) Ensuring proper use of premises and resources by tenants, including lettings outside of normal working hours.
(IV) Undertaking regular patrols for intruders, inspecting for effects of vandalism, uncovered grids, broken glass inside and outside the building and removal of such.
(V) Secure entry points – windows, doors roof lights etc.
(VI) Conduct half termly emergency lighting inspections.

(VII) Conduct weekly fire alarm and safety equipment check and report any faults, taking all precaution against risk of fire.  Ensure the school undertakes a termly fire drill.
(VIII) Locking and unlocking gates as required.
(IX) Checking all security alarm and surveillance equipment.  Reporting faults and logging all tests and checks in the designated log book.

(X) Weekly checks on St. Hugh’s and Chatham’s minibuses.  Filling with fuel as and when required.
 Cleaning – The Site Manager’s cleaning responsibilities include: -

(XI) Organise and assist with heavy duty cleaning during the school holidays and as and when required.
(XII) Assistance with the removal of rubbish and waste materials to authorised disposal points. 
(XIII) Cleaning areas fouled by children, regular monitoring of toilet areas, cleaning surfaces of drains and gullies, playground paths, boiler houses and car park areas.
(XIV) Cleaning of corridors periodically during the day to ensure litter control – emptying of waste bins etc.
(XV) Remove and clean lamp shades blinds and fixtures.
(XVI) Order supplies to maintain the necessary stock required and maintain cleaning equipment and stores.

(XVII) Undertake some external window, door and door frame cleaning and monitor external contractor.  Undertake all internal window, door and door frame cleaning and make safe any broken windows.
(XVIII) Removal of graffiti.
5. Services – The Site Manager’s responsibilities in this area include: -

(I) Responsible for taking utility / energy readings as required.
(II) Controlling boiler settings and timings.
(III) Turning off automatic flushing systems during holiday periods.
(IV) Take precautions against frost damage to internal and external water systems and heating apparatus.  In addition, keep a clear way at times of ice or snowfall so that pupils, parents / carers and staff have a ready access to school buildings, in line with LA guidance.
(V) Turning off all main switches and taps in emergency situations, and identify on wall plan where valves are located for emergencies.
(VI) Escort / assist contractor with annual water, gas, electricity service checks.

(VII) Changing light bulbs, fuses, plugs and tap washers as required.
(VIII) Driving the Federation’s minibuses as directed by their School Business Manager and be willing to undertake MiDAS training.

6. Building Maintenance responsibilities include:-
(I) Inspecting the school site.
(II)  Identify and resolve maintenance issues.
(III) Regular monitoring of the state of repairs of premises and maintenance records.
(IV) Responding to requests for repairs from all staff and keeping record in the maintenance book.
(V) Give advice on remedial actions to improve performance and undertaking day to day repairs as appropriate, e.g. joinery, minor plasterwork, ground floor window glazing, door locks etc.
(VI) Painting and decorating as appropriate – On rolling programme.
(VII) Security boarding where appropriate.
(VIII) Minor improvements.
(IX) Sealing and cretacoling of floors as necessary.

(X) Undertake and arrange statutory and best practice inspections and maintenance and maintain registers to meet statutory requirements relating to plant equipment.

(XI) Escort contractors to site of repairs and assist with external contractors to ensure quality of work and value for money liaising with their School Business Manager regarding any necessary arrangements or issues arising from the contractors on site.

7. Grounds maintenance includes:-
(I) Responsible for monitoring of grounds maintenance.
(II) Keeping pathways, driveways, hard play areas and drainage areas in a clean and tidy order, including regular maintenance of weeds. Collecting and removing litter where necessary from all areas, including approaches to the front of the school and emptying external bins.
(III) Laying rock salt/grit on paths, outside steps, driveways and play areas in adverse weather conditions.
(IV) Monitoring the state of perimeter fencing and notify their School Business Manager of any requirement for repair.
8. Equipment and furniture and fittings maintenance include:-
(I) Monitoring the state of repair of desks, chairs, work surfaces, whiteboards, cupboards, bookcases and shelving units and reporting serious faults.
(II) Undertaking basic repairs to such equipment including sanding and sealing desktops and work surfaces.
(III) Drilling holes in walls – hanging pin-boards, wallboards, and book shelves etc.
(IV) Disposing of broken and dangerous furniture as soon as they are aware of any potential health and safety hazards.
(V) Resetting all clocks and changing batteries.
(VI) Fixing curtain rails, putting hooks on, and hanging of curtains.  Fixing of blinds, including roller, venetian and vertical.
(VII) Undertaking general porterage duties, e.g. moving furniture for setting up classrooms and halls etc. 
(VIII) Checking deliveries and moving from point of delivery to storage areas.
(IX) Clean CCTV cameras and monitor regularly.
9. Staffing – The Site Manager will be responsible for: -

(I) Supervise Cleaning Operatives to ensure high standards are maintained and complete performance sheets for record.

(II) Deploying cleaning staff to cover for absence within the agreed hours.
(III) To assist in short term absence on school cleaning, the first 5 days.

10.  Health & Safety responsibilities include:-
(I) Operate within the School’s Health and Safety polices and Risk Assessments including the Health and Safety at Work Act 1974 and COSHH regulations, ensuring the health, safety and welfare of themselves and others.
(II) Deal with a suspicious object.

(III) Inspect for uncovered grids etc.

(IV) Inspect for effects of vandalism.

(V) Inspect for and remove broken glass and other sharp / dangerous objects.

11. The Site Manager will undertake such training identified as appropriate by their School Business Manager – such training to be undertaken during working hours.  The Site Manager will be expected to maintain confidentiality for all areas of the school, its staff and its work.  In addition to Health and Safety the Site Manager will be aware of and comply with relevant policies and procedures including Child Protection, Safeguarding and Data Protection, reporting any concerns to their School Business Manager.  

12. This list is not necessarily exhaustive, any other additional duties may be directed by their School Business Manager.
Page 4

