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Job Description: Site Manager St Werburgh’s CofE Primary school
Post Title: Site Manager
Reports To: Headteacher / School Business Manager
Responsible For: Caretaking and Cleaning Staff
Key Holder: Yes (including out-of-hours responsibilities)

Job Purpose
The Site Manager is responsible for the effective management, maintenance, and security of the school site, buildings, and grounds. The role ensures a safe, clean, well-maintained, and legally compliant environment that supports teaching and learning, the wellbeing of pupils and staff, and the school’s safeguarding responsibilities.
The Site Manager will lead on health and safety, security, cleaning, maintenance, energy efficiency, and contractor management, while supervising caretaking and cleaning staff. The post requires hands-on involvement, strong organizational and leadership skills, and the ability to respond effectively in emergencies.

Key Responsibilities
1. Safeguarding and Security
· Ensure the school site is secure at all times, preventing unauthorized access.
· Act as a key holder, managing access, unlocking, and locking in line with agreed schedules.
· Respond promptly to alarm call-outs, security incidents, or emergencies.
· Manage visitor and contractor access, ensuring compliance with safeguarding policies.
· Safely store hazardous materials and equipment, preventing unauthorized access.
· Follow the school’s safeguarding policies and procedures; report concerns promptly.
· Maintain a register of keys issued and ensure all key management complies with school policy.


2. Health, Safety, and Fire Compliance
· Lead operational management of health and safety on site, in line with relevant legislation (Health & Safety at Work Act, COSHH, Electricity at Work Regulations, Fire Safety Order, etc.).
· Conduct routine site inspections, risk assessments, COSHH assessments, and maintain accurate records.
· Carry out weekly checks of fire alarms, emergency lighting, extinguishers, and escape routes.
· Coordinate and participate in fire drills, ensuring compliance with statutory requirements.
· Ensure safe operation and maintenance of machinery, heating, lighting, electrical systems, and plumbing.
· Perform legionella and water system testing and maintain logs.
· Deliver health and safety training and inductions for site and cleaning staff.
· Take appropriate action or report unsafe conditions and emergency incidents (fire, flood, break-ins, accidents).
· Undertake emergency cleaning when necessary, e.g., spillage, illness incidents, or minor accidents.

3. Site, Building, and Grounds Maintenance
· Develop and implement a planned maintenance schedule in line with the school’s Premises Development Plan.
· Conduct minor repairs, maintenance, and improvements; escalate major works to the Headteacher or Business Manager.
· Maintain heating, lighting, water, and electricity systems, monitoring efficiency and promoting energy conservation.
· Produce and deliver painting and decorating schedules for school holidays and term-time projects.
· Inspect and maintain furniture, fixtures, fittings, drains, gutters, blinds, pumps, batteries, and ancillary equipment.
· Supervise grounds maintenance contractors and ensure high-quality external maintenance (lawns, flower beds, playgrounds, fences, gates, snow clearance, salting).
· Ensure school grounds are clean, safe, and welcoming, free of litter or hazards.

4. Cleaning and Facilities Management
· Supervise cleaning staff to maintain high standards of cleanliness and hygiene throughout the school.
· Monitor and replenish cleaning materials, consumables, and equipment within budget.
· Ensure safe storage and use of cleaning chemicals (COSHH compliance).
· Participate in cleaning duties as required, including emergency situations.
· Oversee deep cleaning during school holidays.

5. Contractor and Resource Management
· Liaise with contractors, ensuring risk assessments, method statements, and statutory compliance.
· Monitor quality, safety, and timeliness of contractor work.
· Obtain quotations and manage minor reactive works efficiently.
· Maintain records of equipment, inventories, and materials.

6. Energy, Heating, and Water Monitoring
· Operate heating systems to maintain required temperatures and hot water supply.
· Monitor energy and water usage; maintain consumption records and identify trends.
· Promote energy conservation among staff and pupils.

7. Porterage and Logistics
· Set up and clear furniture and equipment for school events, activities, and lettings.
· Move or remove classroom, office, and general furniture safely, observing manual handling procedures.
· Receive deliveries, store goods, and remove redundant equipment or furniture.

8. Leadership and Staff Management
· Line manage caretaking and cleaning staff, including recruitment, induction, training, performance management, and professional development.
· Allocate workloads, monitor staff performance, and provide guidance.
· Lead team meetings and promote a culture of safety, teamwork, and efficiency.

9. Community Use and Lettings
· Ensuring access, security, and compliance with school policies regarding school lettings.
· Ensure facilities are prepared, clean, and tidy for community and school use.
· Supervise activities as needed to ensure premises are respected and left in appropriate condition.

10. Professional Conduct and Development
· Model professional behaviour, respect, and positive interactions with students, staff, parents, and visitors.
· Support the school’s vision, values, and goals.
· Engage in continuous professional development and adopt innovative practices.
· Work inclusively, valuing diversity and equal opportunities.
· Attend essential training 
· Adhere to the trust’s code of conduct

Person Specification
Essential:
· Understanding of safeguarding and child protection in a school setting.
· Professional, approachable and warm manner: role model for staff and pupils
· Knowledge of health and safety legislation and compliance requirements.
· Ability to manage premises, facilities, and staff.
· Ability to prioritize, work independently, and respond to emergencies.
· Attention to detail, strong organizational, communication, and record-keeping skills.
· Commitment to maintaining a safe, welcoming, and professional school environment.
· Competence in minor repairs, painting, and decorating.
· Flexible, proactive and adaptable to changing priorities.
Desirable:
· Experience with energy monitoring and conservation initiatives.
· Knowledge of statutory compliance monitoring systems.
· Ability to use relevant ICT for reporting, record keeping and communication

Safeguarding Statement
This role involves regulated activity with children and requires an Enhanced DBS check. The postholder must commit to ongoing safeguarding training and comply with all school safeguarding policies.

Key Relationships
· Headteacher
· School Business/Finance Manager
· Caretaking and Cleaning Staff
· Teaching and Support Staff
· Estates and Health & Safety Teams
· Contractors and Facilities Management Providers

Key Performance Indicators
· Statutory compliance is maintained with accurate records.
· School site, buildings, and grounds are safe, secure, clean, and welcoming.
· Cleaning and caretaking staff meet high standards and perform effectively.
· Energy, heating, and water systems are monitored efficiently.
· Positive, professional interactions with all stakeholders.
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