JOB DESCRIPTION


SCHOOL:  			St Gregory’s Catholic High School


POST DETAILS

Job Title:			 Site Manager/Health and Safety Officer

Grade:			 G8

Directly Responsible To:	 Director of Finance and Resources

Directly Responsible For:  Maintenance Officers
				  Caretakers
				  Cleaning Staff

Hours of Duty:		  37 hours per week/ 52weeks per year

Primary Purpose and Scope of the Job:

The postholder will manage the work of the premises team and the premises budget ensuring that the buildings and grounds of both sites of the school are maintained to a high standard, ensuring compliance with Health and Safety legislation and managing building development projects for the school.

WORKING RELATIONSHIPS

Headteacher
Deputy Headteachers
Finance Manager

KEY TASKS AND ACCOUNTABILITIES

1. The postholder must carry out the duties with full regard to the Health and Safety Policy.

2. Manage the work of the premises team (including cleaning staff) prioritising their workload and arranging their work schedules and rotas. Be responsible for the allocation, checking and monitoring of the quality of their work. 

3. Ensure that premises team rotas include coverage for all school events and out of hours working in line with the whole school calendar.

4. Work with the Archdiocese to ensure a full Planned, Preventative Maintenance schedule is in place, ensuring that the buildings and grounds are well-maintained and fit for purpose.
 
5. Report regularly to the Strategic Director of Finance and Resources and the Headteacher on the future resource requirements with regard to the general maintenance of the site and fabric of the school. 

6. Work with the Director of Finance and Resources in the appointment of site contractors in accordance with the school’s Finance regulations and seeking to ensure that best value is obtained at all times.

7. Manage the day-to-day premises budgets holding responsibility for the authorisation of work and the signing of relevant purchase orders and the monitoring of utility consumption to identify potential savings

8. Manage the work of maintenance and cleaning contractors, ensuring that the standard of work is in accordance with agreed Service Level Agreements or contract agreements. 

9. Be responsible for the management and operation of site security systems including fire alarm systems, intruder alarm systems, CCTV and security door systems.

10. In conjunction with an outside company, be responsible for all Health and Safety regulations connected to the school premises and site including, for example, fire regulations, risk assessment, management of COSHH, provision of PPE, working at height, management of work equipment, management of contractors

11. To develop and implement policies and procedures in the area of Health and Safety ensuring all appropriate staff are fully aware of and comply with Health and Safety legislation. Management of all relevant paperwork including risk assessments for teaching areas and school kitchen

12. Conduct Health and Safety inductions for newly appointed staff.

13. To design and deliver Health and Safety training for staff where appropriate.

14. Carry out risk assessments on individual members of the pupil and staff body as required.

15. To lead on the planned, preventative maintenance on site ensuring all the plant and site equipment is maintained in accordance with manufacturers guidance/warranty requirements and in line with statutory guidance and that the PPM schedule is maintained with regular communication with the Archdiocese nominated buildings architect/management company

16. Management and coordination of all major projects in collaboration with the Archdiocese and their nominated architect.

17. Ensuring that all premises equipment is in a safe and working condition and arrangement for their repair as appropriate

18. To ensure that the premises team carry out first-line repairs which are not beyond the competence of the staff concerned and are economically viable

19. To be responsible for the resolution of all site-related issues and to identify and prioritise maintenance requirements

20. 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 students, staff and visitors.

21. Ensure safe and effective school site entry including management of the carpark and monitoring appropriate usage.

22. Be responsible for the overall coordination and management of the school minibus including servicing, MOT and routine maintenance.

23. Responsibility for communicating with our partner sports club with regards to usage of the school playing fields including arrangement of usage schedule to allow the school to invoice for payment.  Responsibility for coordination of any routine or additional grounds maintenance to the school field.

24. Carry out all duties with due regard to confidentiality and data protection regulations.

25. The postholder will adhere to the school’s safeguarding policy which safeguards and promotes the welfare of children.

26. To undertake such additional duties as are reasonably commensurate with the level of this post.

[bookmark: _GoBack]REVIEW ARRANGEMENTS

The details contained in this Job Description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the jobs may change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post 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.


Job Description revised: November 2025
Revised by: Director of Finance and Resources
Postholder:

Signed:  …………………………………………………………….

Date: ………………………………………………….

