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Assistant Site Manager





	Job Title
Assistant Site Manager 

	Job Description
	Reporting To
	Headteacher/Business Manager/Site Manager

	Job purpose
	To support the Site Manager in his duties. 
To ensure that the site and grounds are maintained at all times in a safe, clean and healthy state for pupils,
staff and visitors and other users of the site facilities.
To manage and ensure the safety and security of the academy/school premises at all times

	Internal Liaison with
	Pupils, staff, governors and visitors
	External Liaison with
	Contractors

	Supervision Of
	N/A
	
	

	Key Responsibilities
	Security
· Responsibility as a key holder to lock up the school site
· To notify the Police of any damage to the building, obtain a crime number, and secure the building if necessary. 
· Monitor onsite traffic, reporting any issues as necessary to school management.
· Responsibility for the security of the building(s) and their contents including patrolling the school, opening and locking of gates and doors, ensuring that windows are locked and secure that security systems are activated accordingly
· Requesting unknown persons on site to furnish proof of identity to prevent trespassing on premises, referring to the Head Teacher and the police where necessary; where appropriate, to prevent unauthorised parking on the school site.
· Carry out daily perimeter checks and playground inspections for any hazards and establish and maintain records of these for evidence.

Health and Safety
· To monitor Health and Safety at the academy/school and to attend appropriate ‘Health and Safety’ training courses when requested
· To ensure Personal Protective Equipment (PPE) is used wherever there are risks to Health and Safety that cannot be adequately controlled in other ways
· When on site ensure that areas affected by body fluids are cleaned immediately and disinfected within a reasonable time scale, and ensure that cleaning staff are aware to carry out deep cleaning.
· Ensure that all equipment and machinery is in a safe working condition and properly stored when not in use, reporting any concerns about the condition of equipment to the Head Teacher or SBM as quickly as possible.
· To work alongside the Site Manager to act as one of the designated persons responsible for staff asbestos training and awareness 
· To support the Site Manager to take responsibility in checking water temperatures and make records on a weekly basis ensuring that all legionella assessments are up to date
· To undergo training in relation to Fire Warden Responsibilities, including examination, safe use and inspection of fire equipment and alarm system.
· To identify and carry out first line minor repairs and maintenance where requested.
· To carry out snow clearing and gritting to ensure essential pathways are safe to use 
· To keep school grounds and premises litter free, ensuring any hazardous materials or items are disposed of safely.


Risk Assessments
· Draw the attention of the Head Teacher/School Business Manager to any Health and Safety issues and repairs or maintenance work required at the site

Cleaning
· The maintenance of all hall floors as appropriate, including application of floor seals where not covered by contract cleaning specifications

Grounds Maintenance
· To ensure that external litter bins are emptied daily and that the site is kept clear of litter and animal excrement.
· Weeding of paths, paved areas and gutters etc as required. 
· Snow clearing and gritting of all essential paths as required.
· Ensuring that all hard playing areas and paths are free from hazards and that all drains and gullies are free flowing and clean, reporting any blockages to the Head Teacher/School Business Manager as appropriate.
· To follow the maintenance programme for all outside areas and equipment and to keep records of when these maintenance procedures are carried out to enable a timetable of work to be developed. 

Other Duties
· Porterage of goods and materials and movement of furniture and equipment as required. 
· Accepting delivery of goods and materials for distribution and storage, always taking into consideration health and safety factors when moving heavy or awkward items
· Ensuring that all rubbish and broken furniture is removed from the building and is taken to bins or to a safe storage area so that it can be disposed of.
· Report to SBM any malicious vandalism.
· Carrying out authorised procedures in the event of a fire, flood, breaking and entering, accident or major damage
· Exercising judgement in assessing and carrying out minor repairs
· At Summercroft - Recording planned tasks targeted for the week and producing an overview for the year ensuring working targets are met.
· Undertaking other reasonable tasks as required by the Head Teacher/SBM.


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
· 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






We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. This post is subject to an enhanced DBS check.
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