
 

Page 1 

 

 
JOB DESCRIPTION 

 
Job Title: Site Manager 
 
Responsible to: Headteacher/Deputy Headteacher/School Business Manager 
 
Responsible for: School Site and Health and Safety 
 
To contribute to the smooth running of the school by organising and managing the cleaning 
team and undertaking effective supervision, caretaking, maintenance, Health and Safety and 
security of the school site and related resources including Legionella testing. 
 
Duties:  
   
The duties of the post as outlined will be subject to the appropriate risk assessment, safe 
systems of work and appropriate equipment being available and the relevant competencies of 
the postholder. 
 
Particular Responsibilities:  
 
Security and Supervision 
 

● To organise and manage the work of the cleaning team. 
● To act as a key holder and carry out security procedures. 
● To carry out the routine and non-routine opening of the premises and grounds. 
● To respond to call outside of normal working hours as a result of break ins and/or 

false burglar alarms 
● To provide access, where possible, to the premises and the classrooms in the event 

of snow or minor flooding or similar emergency situations 
● To support the Headteacher in dealing with enquiries from officers and employees of 

the Local Authority, workers and contractors. 
● To attempt to prevent unauthorised access to the school premises and grounds. 

 
Caretaking and maintenance 
 

● Operating the heating plant so that the required temperatures are maintained in the 
premises and an adequate supply of hot water is available. 

● Carry out frost protection procedures. 
● Making arrangements for the carrying out of routine procedures or inspections on 

ancillary equipment e.g. checking automatic pumps and the maintenance of batteries. 
● Carry out school based procedures in the event of fire, flood, breaking and entering, 

accident or major damage. 
● To identify and prioritise maintenance requirements and prepare and organise work 

programmes. 
● To carry out first line repairs and maintenance which are not beyond the competence 

of the post holder: 
○ plumbing work e.g. repairing a leaky pipe, plumbing in a new tap or replacing 

a washer; 
○ redecoration as appropriate; 
○ plastering work, such as repairing a cracked wall or broken plaster, making 

good damaged walls e.g. following the removal of a shelf; 
○ fencing and boundary repairs; 
○ glazing work, such as replacing a pane of glass in smaller windows, or re-

beading or re-puttying. 
● Drawing up, or assisting drawing up specifications for work to be undertaken by 

contractors; 
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● Arranging for works to be carried out and monitoring the progress of projects 
involving outside contractors. 

● Making arrangements for the washing of internal walls e.e. classrooms and corridors. 
● Making arrangements for the window cleaning by the cleaning staff.  Ensuring all 

areas within the confines of the site are free from litter and that all drains and gullies 
are free flowing and clean. 

● Making arrangements for the delivery of stores, materials and other goods and their 
conveyance to their points of distribution. 

● Dispatching laundry, good, materials etc. 
● Ensuring adequate supplies of cleaning materials and other supplies are available. 
● Ensuring that all caretaking equipment is in a safe and working condition and 

arranging for their repair as appropriate. 
● Preparing the school premises and site for out of school activities and clearing up 

after these activities. 
 
Other Duties 
 

● To organise Lost Property displays twice termly. 
● Testing portable electrical equipment once trained to do so. 
● Assisting in the recruitment and selection of cleaning staff. 
● Instructing cleaning staff in all aspects of their work. 
● Undertaking lettings and related duties as appropriate. 
● Provide the appropriate induction and training of cleaning staff. 
● Completing claims forms for caretaking fees for lettings and making out forms for the 

requisition of stores and repairs. 
● Maintenance of the school inventory and asset register with support from the office 

staff and carrying out an annual check of such register. 
 
Health and Safety 
 

● To be the lead member of staff for Health and Safety in the school. 
● Ensuring the implementation and compliance with appropriate Codes of Practice 

throughout the school. 
● Monitoring the Health and Safety procedures in the school and reporting any 

concerns to the Headteacher. 
● To ensure the annual Essex County Council Health and Safety monitoring form is 

returned. 
 
General 
 

● To participate in the performance and development review process, taking 
responsibility for identification of learning and development and training opportunities 
in discussion with the Headteacher. 

● To comply with individual responsibilities, in accordance with the role. 
 
 
Equal Opportunities 
 

● To develop the concept of equal opportunities in the school across all aspects of the 
school curriculum, so that it is an intrinsic part of everything the School does 

 
 
Liaison 

 
● To ensure effective and meaningful dialogue with contractors is developed and 

maintained. 
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● To plan and develop links with external agencies where possible or appropriate, to 
ensure constant contact with the community around us. 

● To foster and support extra-curricular activities in the interests of the School 
Community e.g. school concerts, sports fixtures and clubs etc. 

● To foster good relationships with all staff. 
● To liaise frequently with: 

o the Headteacher 
o other members of the SLT 

o parents 

o other members of staff  
 

Safeguarding 
 
Fulfil personal responsibilities, and support the headteacher in securing compliance by those 
working in school, for safeguarding as set out in the Children’s Act, Statutory Guidance and 
by the Local Children’s Safeguarding Board.  These include: 

● Operating a culture of listening to children and taking account of their wishes and 
feelings, both in individual decisions and the development of services. 

● Operating clear whistleblowing procedures. 
● Sharing information, with other professionals. 

 
 
The duties may be varied to meet the changing demands of the School at the reasonable 
discretion of the Headteacher.  This job description does not form part of the contract of 
employment.  It describes the way the post holder is expected and required to perform and 
complete the particular duties as set out above. 
 
The Governing Body is committed to safeguarding and promoting the welfare of children and 
young people, and expects all staff and volunteers to share this commitment. 
 
 


