Westcliff High School for Girls
JOB DESCRIPTION FOR SITE MANAGER

Job Title Site Manager

Grade Scale 7

Reports to Head of Estates

Hours of Work 37 hours per week, 52.14 weeks per year

Liaison with Headteacher, Assistant Headteacher (Safeguarding and Operations), Other Staff,

Contractors, Visitors, External Agencies, Parents, Pupils, South East Essex Academy
Trust Staff, Governors

Responsible for

Site Staff

Purpose of Role

Working with the support of Trust’s Head of Estates and the schools’ Senior
Leadership Team, the Site Manager holds primary responsibility for the
operational management, safety, and continuous improvement of the school
estate.

The purpose of this role is to ensure that all school buildings, grounds, and
facilities are maintained to the highest possible standards, providing a safe,
compliant, and inspiring environment for students, staff, and the wider
community by:

Championing Excellence: Ensure the learning environment and school
infrastructure operate at peak performance, reflecting the high standards of the
institution.

Leading with Impact: Directly manage and develop the premises team,
fostering a culture of pride, efficiency, and proactive service delivery.

Thinking Strategically: Collaborate with School Leadership and the Multi-
Academy Trust (MAT) on strategic facilities planning, capital investment
projects, and long-term asset management.

Ensuring Absolute Compliance: Act as the school’s custodian for health,
safety, and statutory compliance, ensuring the site meets all legal obligations
and safeguarding requirements.

1. Premises
Management,
Maintenance &
Capital Works

Strategic Planning: Assist the school and Multi-Academy Trust (MAT) with the
development of capital works programmes, major projects, and the development of
the school’s Asset Management Plan.

Contractor Management: Draw up work specifications, obtain quotes in line with
financial procedures, act as the primary on-site contact for contractors/surveyors,
and supervise their work.

Management of external contractors and consultants, ensuring standards are
maintained in line with expectation and SLA’s and that H&S requirements are
adhered to
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Contractor Safeguarding & Compliance: Strictly enforce safeguarding protocols
for all on-site visitors and contractors. Ensure that all contractors are safely
managed in accordance with KCSIE guidelines - including verifying Enhanced DBS
checks prior to contractor arrival and organising the appropriate supervision or
segregation of workers from students during the school day, or at other times when
the buildings may be occupied by children.

Routine & Planned Maintenance: Organise and execute a rolling programme of
routine maintenance, re-decoration, and servicing, recording all data via the
school’s maintenance and compliance software (IAmCompliant).

Operations & Utilities: Ensure the site is efficiently heated, and lit. Oversee the
operation, servicing, and maintenance of all heating plant, boilers, and machinery.

Hands-on Repairs & Maintenance: Carry out minor repairs such as plumbing,
painting and decorating and carpentry works, where external contractor
employment is unnecessary.

Site Inspections/Compliance Audits: Conduct regular checks to ensure all areas
of the estate are fully equipped, in good order, safe and fit for purpose. Use the
outputs of these inspections to prepare reports and action plans for senior
leadership and the Trust.

Waste & Environment: Ensure all refuse and redundant items are disposed of
legally and sustainably.

Cleaning Contract Oversight: Act as the school’s primary point of contact for the
external cleaning contractor, actively monitoring performance against agreed
Service Level Agreements (SLAs) and Key Performance Indicators (KPlIs).

Lead regular review meetings with the cleaning contractor’s regional manager or
on-site supervisor to address feedback, resolve service failures promptly, and
discuss operational adjustments.

Plan, schedule, and oversee specialised periodic deep cleans during school holiday
periods

Grounds Maintenance: Responsible for the look, presentation and safety of the
school grounds. Managing all related activity via either the schools’ groundskeeper,
or externally sourced grounds maintenance contractors.
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2. Health, Safety &
Compliance:

Statutory Compliance: Operational responsibility for ensuring the school remains
fully compliant with all UK building regulations and DfE guidelines. Maintain an
audit-ready compliance trail (via iAmCompliant) for all mandatory testing, including
Legionella, Asbestos, Fire Risk Assessments, Fixed Electical Testing (EICR), Gas
Safety, and Lift (LOLER) regulations.

Compliance Logging: Maintain a comprehensive premises register and schedule
of completed works (buildings, grounds, electrical, mechanical, water etc) using
iIAmCompliant.

Testing & Inspection: Ensure regular Portable Appliance Testing (PAT) is
conducted, alongside statutory testing for fire alarms, emergency lighting, and
water hygiene.

H&S Lead: Act as the school’s Health & Safety Co-ordinator for all facilities-
managed matters, maintaining an up-to-date knowledge of relevant UK legislation
and guidance.

Fire Safety: Coordinate prompt and effective responses to fire alarm activations
and actively contribute to the planning and execution of school fire drills and
evacuation procedures.

Asbestos Control & Management: Act as the school’s operational lead for the
Asbestos Management Plan (AMP) and Asbestos Register. Ensure that no
contractor commences any invasive or structural work on site without first checking,
reviewing and understanding Asbestos Register. Verify that asbestos surveys are
commissioned where required and immediately halt any works if suspected
asbestos-containing materials (ACMs) are disturbed.

Risk Assessments: Undertake statutory and operational risk assessments across
the premises to ensure a safe learning and working environment.

Advisory & Precaution: Ensure all reasonable precautions and corrective actions
are taken regarding safety hazards; liaise with and advise school staff as
necessary.

General H&S Activities: Ensure health & safety recommendations are actioned in
a timely manner and responsibility for maintaining general site safety standards,
conforming at all times to current legislation

Vehicle Maintenance: Manage the school’s minibuses, ensuring they are clean,
well-maintained, regularly serviced, and compliant with MOT requirements
(including arranging garage delivery/collection).
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3. Safeguarding,
Emergency
Planning &
Business
Continuity

Safeguarding Culture & Training: Ensure that all site team members complete
mandatory safeguarding training, understand the school’s Child Protection policies,
and confidently know how to report a concern via the school's reporting system.
Maintain an alert culture where the site team acts as an extra set of eyes and ears
to protect student welfare.

Business Continuity Planning: Assist the School Business Manager and MAT
Estates Team in developing, testing, and updating the school's Business Continuity
Plan, ensuring all site-specific recovery protocols are practical and up to date.

Critical Systems Isolation: Ensure all members of the site team are fully trained
on emergency isolation procedures for primary utilities (gas, water, electricity) to
prevent escalating damage during a crisis.

Lockdown & Evacuation: Coordinate the physical execution of school lockdown
or emergency evacuation procedures, ensuring automated access control systems
function as expected during an incident.

Incident Response: Act as a core member of the school’s Incident Management
Team, taking operational lead on all physical infrastructure failures (e.g., power
outages, leaks, heating failures etc) to protect the site and minimise lost learning
time.

4. Team
Leadership &
Management

Line Management: Plan, coordinate, and manage the daily workload of the site
team (caretakers/groundsman) to deliver an efficient, high-quality service.

Recruitment & Induction: Lead or assist in the recruitment of premises staff;
oversee their induction and ensure all mandatory training needs are met.

Staff Development: Contribute to the delivery of in-house training for site staff and
manage performance in line with school policies (including probation, appraisal,
and disciplinary procedures).

Administration: Plan, check, and manage staff working hours, shift patterns, and
overtime in consultation with the school Operations Manager

To ensure that the school’'s employment policies and procedures in relation to
recruitment, appointment, probation, pay, training and development, discipline,
grievance, etc are adhered to in respect of premises employees

5. Security &
Emergency Cover

Site Security: Ensure the physical security of the school buildings, grounds, and
assets.

Alarm Systems: Oversee the effective operation of fire and intruder alarms; liaise
with maintenance contractors and emergency services as required.

Incident Reporting: Act as a keyholder for emergency call-outs. Maintain
accurate, complete records of all security-related incidents or unauthorized entries.
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6. Financial
Management &
Sustainability

Budget Management: Manage designated revenue budget cost centres,
exercising strict budgetary control in line with "best value" principles.

Procurement Compliance: Oversee correct procurement processes—including
obtaining quotes/tenders, ordering goods, and authorizing invoices—in strict
accordance with the school’s financial regulations.

Value for Money: Monitor the cost-effectiveness of day-to-day premises
expenditure, proactively identifying efficiencies to ensure value for money.

Contractor Verification: Liaise with contractors to secure competitive estimates
and strictly verify that all works are completed to standard before signing off on
payments.

Sustainability: Monitor water and energy consumption in liaison with the school’s
energy consultant. Proactively audit the estate to identify and implement carbon-
reduction and energy-saving strategies (e.g., building management system
optimisation, waste reduction protocols).

Investment & Improvement Planning: Actively identify, research, and highlight
potential areas for sustainability investments and improvements (such as LED
retrofits, insulation upgrades, or renewable energy installations). Assist senior
leadership in building "return on investment" (ROI) business cases to support bids
for capital funding or MAT-level investment.

Utility & Energy Management: Monitor water and energy consumption,
implementing sustainability and energy-saving strategies in liaison with the school’s
energy consultant.

Asset Tracking: Contribute to the accurate maintenance and updating of the
school’s fixed asset register

7. Other

Additional Duties:

To liaise, where necessary, with licensing authorities, occupational health officers,
fire officers and other statutory body representatives, and to ensure the school
meets their minimum requirements.

To maintain an up-to-date knowledge regarding disabled access issues; to
contribute to the school’s accessibility plan and related improvements to facilities.

Event Support: Organize porterage, furniture setups, and logistics for school
assemblies, examinations, parents' evenings, and major school events

External Lettings: Liaise professionally with third-party hirers and leaseholders
regarding their use of the school site, ensuring facilities are ready and secure post-
use.

Deliveries: Ensure the efficient receipt, storage and distribution of incoming goods
and deliveries
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8. General

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

Ensure that safeguarding as a culture is embedded within the site time, taking
personal responsibility for understanding it's implications and requirements are
understood and acted upon within the site team.

To comply with individual responsibilities, in accordance with the role for health
and safety in the workplace

Ensure that all duties and services provided are in accordance with the School’s
Equal Opportunities Policy.

The Governing Body is committed to safeguarding and promoting the welfare of
children and young people and expects all staff and volunteers to share in this
commitment

The duties above are neither exclusive nor exhaustive and the post holder may be
required by the Headteacher to carry out appropriate duties within the context of
the job, skills and grade.
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PERSON SPECIFICATION

General heading

Detail

Examples

Qualifications &
Experience

Specific qualifications &
experience

Experience of working within a large site.
Relevant Qualifications

Experience of work planning, contract negotiation
and supervision

Knowledge of relevant policies

and procedures

Knowledge of First Aid and Health & Safety
Understand general school policies and procedures

Literacy

Good reading and writing skills

Numeracy

Ability to count and undertake mathematical
calculations

Information Technology

To be computer literate

Technology Excellent knowledge of security, heating plant and
other building systems Ability to undertake DIY
tasks

Communication Written Ability to complete complex forms, write letters and
detailed reports

Verbal Ability to exchange complex verbal information
clearly

Negotiating Ability to negotiate effectively to achieve best
outcomes.

Ability to manage difficult or controversial
exchanges.
Working with SEN Understand and support the differences in children
children and adults and respond appropriately.

Curriculum Basic understanding of the learning experience
provided by the school

Behaviour Management Understand and implement the school’s behaviour
management policy

Health & Wellbeing Understand and support the importance of physical
and emotional wellbeing

Working with Relationships Ability to establish rapport and respectful and
others trusting relationships with others

Team work Ability to make a distinctive contribution to the work
of a team.
Information Contribute to the development and implementation

of effective systems to share information

Organisational skills

Excellent organisational skills
Ability to remain calm under pressure

Responsibilities

Line Management

Ability to supervise and monitor the work of others
Ability to manage works contracts

Time Management

Ability to manage own time effectively Demonstrate
a flexible approach

Creativity Demonstrate ability to resolve complex problems
independently.
Equalities Awareness and commitment to equality

General

Health & Safety

Excellent understanding of Health & Safety
regulations
Ability to advise others.
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Child Protection/Safeguarding

Understand and implement child protection
procedures

CPD

Demonstrate a clear commitment to develop and
learn in the role

Ability to effectively evaluate own performance and
share knowledge with others




