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	Lyng Primary School

Job Description for Site Manager Grade D

P65
(April 2014)

	
	


	Job Title                                      Site Manager

        
	Service Area
Children & Young Peoples Service

	Post No.

	Grade
 D
	Section
Education
	Location
Lyng Primary School

	Responsible to
Business Director
	Contacts
All school based staff, pupils and parents, Governors, site visitors, including maintenance officers, workers and suppliers
	Persons responsible for:

Cleaning Staff 


	
	
	Special conditions
1. Holidays to be taken as required during school holidays.

2. Salary to include all traditional lettings in existence.   Lettings which occur on a Saturday, Sunday or Bank Holiday are excluded from this arrangement.  Any lettings not included will be paid in accordance with the Authority's Scheme at Manual Grade 5.

3. Any lettings during school holidays to be paid at Manual Grade 5.

4. Split shift working pattern if required.

5. Overtime as and when required is to be authorised by Head Teacher/Business Manager
6. Mobile Site Telephone will be provided.

	Working hours
37 hours x 52 weeks per year
	

	This job description is a guide to the work you will initially be required to undertake.  It may be reviewed from time to time to meet changing circumstances.


	Job Summary

	The Site Manager is responsible for:

A     improvement, maintenance and cleanliness of the school buildings and grounds;

· ensuring that the buildings, site and facilities are available for school use and other users, whenever they are needed

C    supervision of the cleaning staff.

	


	Your current duties and responsibilities are:-

	1. 
	The efficient operation of the school site in accordance with the Authority's policies where adopted, the individual site policies, and in particular those relating to Health and Safety at Work Legislation.

	2. 
	Ensuring that the buildings are ready for occupation at agreed times:

	
	· heating, lighting, furniture and cleanliness are of the standard agreed;

· access is available as agreed;

· to open and close buildings at agreed times during the day, initial inspection of site for vandalism or items requiring building maintenance;

· lettings as agreed with the Head Teacher/Business Director
· site security during the day and night.

	3. 
	Ensuring that buildings and site are secured and alarms are on as appropriate at the end of sessions:

	
	· windows and doors are locked;

· parts of the building not in use in the evenings are secured at the end of the session;

· gates and access points are secured between the end of lettings and sessions as agreed with the Business Director.

· In the absence of the Business Director, ensure that Health & Safety and Fire Risk Assessment are completed.


	Repairs and Maintenance

	4. 
	Identifying necessary repairs and maintenance, and ensuring that all necessary repairs are carried out promptly and efficiently, to report problems to the Business Director.

	
	· emergency action to minimise the effects from burst pipes, vandalism  or fire damage, prior to repair or remedial work being undertaken by specialist agencies;

· attend Governors' meeting of the Health, Safety and Buildings Committee;

· receive and collate reports of damage etc. from staff;

· liaise with the school's health and safety representative and also the area health and safety representative;

· ordering and replacement of low level fluorescent tubes and light bulbs and other fittings and supplies as required and the maintenance of appropriate records;

· inspection of the site to identify building defects (service, repair, decoration) the initiation and progression of works orders and the maintenance of appropriate records;

· termly visual checks of electrical appliances;

· termly visual inspection of outdoor play area equipment, repair safely where appropriate

· carry out repair/improvements where qualified to decorations, furniture, fabric and fittings where appropriate;

· the removal of graffiti (excluding that requiring removal by specialists);

· ensuring that fire alarms and fire fighting equipment is always ready for use and the maintenance of records of the servicing of fire fighting equipment;

· inspection and checking of blockages in gutters, sink waste traps, toilet cleanliness, the cleaning of areas affected by vomit which occur during normal school hours.
· In conjunction with the Business Director, upkeep of Premises Log, either by use of computer or manually.

	Building and Contracts

	5. 
	Monitoring the work of all contractors to ensure that work carried out is to the standard expected.  Taking the necessary action if work is not completed satisfactorily.  Advising the Business Director of any anomalies that arise:

	
	· discuss and identify with Business Director minor building and decorating work to be done;

· liaise with all agencies on particular requirements relating to the building;

· carry out all liaison with contractors prior to work commencing and during the period of contract;

· ensure that contractors conform to health and safety standards to protect themselves and other site users;

· advise the Business Director when work has been completed satisfactorily so that invoices may be passed for payment.
· In the absence of the Business Director, deputise on managing building/premises projects

	Cleaning

	6. 
	Setting duties and monitoring performance of cleaning staff to ensure high standards of cleaning are maintained throughout the school:

	
	· involvement in the recruitment and selection of cleaning staff;

· working within the allocated budget the purchasing of cleaning materials and equipment, also the purchase of toilet rolls, soap and paper towels etc;

· training staff in the use of electrical equipment (HASAW) cleaning chemicals (COSHH) and cleaning procedures to undertake all tasks;

· the cleaning of school toilets during the day and replenishing soap, toilet rolls, paper towels, etc;

· the cleaning/maintenance of the School Hall floors, all hard wood floors throughout school, eg: Classrooms
· taking down and re-hanging of curtains and blinds below 3.5 metres subject to maintenance of safe systems of work where no specialist contractors are required.

	Grounds

	7. 
	Maintaining a safe, pleasant and litter free environment as far as is practicable:

	
	· emptying external waste bins and collecting other litter;

· Jet wash/cleansing of Euro bins and external litter bins within periodic clean timetable,

· snow clearance to main routes of access/egress as far as is reasonably practicable and salt/grit treatment of icy paths.  Ordering of adequate supplies of salt and grit;

· maintenance of grounds, wooden fences, weeds around building and walls, help maintain planters, trees, hedges, flowers and school pond;

· grass cutting/leaf clearance and maintenance of machinery plant used for grounds maintenance.

	Energy

	8. 
	The monitoring of water and electricity consumption.  Care and operation of the heating plant including reporting any defects.  The general cleanliness and maintenance of the boiler house.

	9. 
	Act as energy conservation officer, investigate and make recommendations on energy conservation.

	Cont'd...


	Other duties

	10. 
	Such other duties as may be appropriate to achieve the objectives of the post to assist the Service Area in the fulfilment of its objectives commensurate with the post holder’s salary grade, abilities and aptitudes, including use of new technology as required, including:

	
	· the receipt and porterage of light goods or materials;

· setting out and clearing furniture for assembly and other functions as required;

· porterage and distribution of school milk/fruit and disposal of empty cartons from classrooms;

· removal of internal rubbish, cardboard boxes, large amounts of paper etc.

	11. 
	Such other duties as may be reasonably required by the Business Director/Head Teacher

	12. 
	It is the responsibility of each employee to carry out their duties in line with Council policies on equality (please refer to the Policy Statement), harassment, racial equality and the CRE action plan, and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment.  Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for in line with these policies and the CRE standards.

	13. 
	Use and development of ICT as required.

	14. 
	Such other duties as may be appropriate to achieve the objectives of the post to assist the Service Area in the fulfilment of its objectives commensurate with the post holder's salary grade, abilities and aptitudes.

	15. 
	The post holder must at all times carry out his/her responsibilities with due regard to the Council's policy, organisation and arrangements for Health and Safety at Work.

	16. 
	All staff within the Service Area will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect the changing roles and responsibilities of Education and Lifelong Learning.  Any changes arising will take account of salary and status.  They will also be subject to discussion with individuals or sections affected and with appropriate trades unions.
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