Broughton Jewish Cassel Fox Primary School

	Post title: Site Manager

	Grade:
	Grade 2C
	Staff 

responsibility
	Responsible to the Business Manager and for the site staff and cleaners (where directly employed)
	Essential Car user:
	No



	Scope of Work – appropriate for this post:
With guidance, but with significant responsibility and autonomy, the post holder is responsible for co-ordinating and overseeing the safe and secure operation of the school site and the maintenance of the school premises, plant and grounds ensuring statutory compliance and Health & Safety guidelines are met and that appropriate planned, preventative maintenance is in place.


	Accountabilities/Responsibilities – appropriate for this post:
Security

· Act as key holder carrying and oversee the security procedures for the buildings and grounds including the routine and non-routine opening of premises and grounds;

· Respond to calls outside normal working hours as a result of break-ins etc. and/or the setting off of the burglar alarm(s);

· Provide access, where possible, to the premises and classrooms in the event of snow or similar emergency situation ensuring the building and grounds are safe for pupils, staff and visitors;

· To lead/manage the operation, review and maintenance of the CCTV system.  Be first contact for evidential production of images for police or other legally entitled parties;

· Organise and oversee all site related works, ensuring that contractors are appropriately managed on site and that Risk Assessments, Method Statements, Insurance and DBS Checks are in place;

Management

· To have oversight and lead/manage the work of the premises and cleaning staff (including contractors where this is outsourced);

· Undertake recruitment, selection, induction and appraisal of premises and cleaning staff and allocate duties and hours of work;

· Plan own work and lead/manage that of assistant(s) and cleaning staff ensuring safe working practices are followed at all times;

· Monitor and evaluate the progress of the premises and cleaning staff and ensure appropriate training and development opportunities for team members are available to increase their effectiveness as part of the team.
Energy Management

· To ensure all heating/cooling plant is fully operational at all times with faults rectified in a timely manner;

· To ensure that the consumption of fuel and water is monitored with any peaks in consumption investigated and faults rectified;
· To identify potential savings in the schools energy usage.

Maintenance
· To lead on the site planned, preventative maintenance (PPM) ensuring all plant and site equipment is maintained in accordance to manufacturers guidance/warranty requirements and in line with statutory guidance and that a PPM schedule is maintained;
· To monitor the work of the premises and cleaning staff, to ensure that the school buildings and premises are kept to a high standard of cleaning and repair and are safe for staff, pupils and visitors.

· To be responsible for the resolution of all site-related issues and to identify and prioritise maintenance requirements, preparing and organising annual maintenance programmes;

· To monitor the grounds maintenance function, including managing the contract for the provision of grounds maintenance;

· Managing the monitoring of the cleanliness of the school premises and furnishings, including managing the cleaning staff or cleaning contract where one exists;

· Ensuring that all premises equipment is in a safe and working condition and arranging for their repair as appropriate;

· To ensure that the premises team (including the post holder) carry out first-line repairs which are not beyond the competence of the staff concerned and are economically viable.

Health & Safety

· To be responsible for all aspects of operational Health and Safety connected with the school premises and site, including the completion of all site related risk assessments, and ensuring compliance with all statutory regulations;

· Ensuring the implementation and compliance with appropriate Codes of Practice throughout the school (in relation to premises and premises/cleaning issues) in liaison with the School Business Manager;

· Monitoring the appropriate Health and Safety procedures in use in the school and reporting any issues to the School Business Manager;

· To develop and implement policies and procedures in the area of Health and Safety within the school;

· To ensure that the appropriate staff within the school are fully aware of and comply with relevant Health and Safety and C0SHH legislation;

· To deliver Health and Safety training for site staff within the school;

· Ensure that all statutory testing is undertaken including, but not limited to, fire alarm, emergency lighting, gas safety, catering equipment, portable appliances and water safety and that appropriate records in relation to such activities are maintained.
General

· To ensure that the site is managed to a high standard and reflects to all users of the premises the aspirational focus of the school.
· To oversee the out-of-school hours letting of the school premises ensuring procedures are in place for the safe use of the premises and for the control of keys.
· Support the Business Manager with inventory records in respect of all site related equipment;

· To investigate opportunities for recycling of the school’s waste, and offer advice and guidance to school staff on appropriate recycling systems;

· To act as the school’s energy manager, monitoring energy costs and ensuring conservation of energy through efficient procedures and systems;

· By involving pupils and staff of the school, to constantly seek ways of improving the working surroundings and of managing the premises in a more efficient and cost-effective way;

· To undertake training as appropriate.

· To fully participate in the School’s Performance Management scheme;

· Any other duties commensurate with the grade.


	Contract Details
	36 Hours / week with an unpaid lunch break of 30 minutes


	Conditions
	The person appointed will be expected to be available to manage lettings on some evenings and occasional weekends. Flexibility will be required in relation to working hours so that these fit in with the schools needs.

	Hours of Duty
	Working pattern to be agreed but is likely to commence with a split shift arrangement.
Daily working pattern may be subject to change to meet the needs of the school.

The post holder will, on occasions, be required to undertake paid overtime outside of normal school hours on occasion with due notice.

	Additional :
	To support and demonstrate a commitment to the distinctive Jewish Ethos of the school.


	Prepared by:
	H Cusick
	Date:
	13/01/2020


Review Arrangements

The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the school will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.
Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety  

All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-operate with us to apply our general statement of health and safety policy.

Safeguarding Commitment 

Broughton Jewish Cassel Fox is committed to protecting and promoting the welfare of children.
