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August 2017 
 

Ref: SI/PY 
 

Dear Colleague 
 

School Site Manager – Level 2 
37 hours per week, Full year, Fixed Term (until 31st August 2018) 
  
Thank you for your interest in the above post at York High School. 
 
The main aspect of this role will be supporting the Facilities Manager with the day to day 
operation of the school buildings and premises. Experience of facilities management 
procedures and working on a busy school site will be advantageous in your application. 
The post will work on a weekly rotating shift pattern of early and late shifts and include 
some regular and ad-hoc weekend work depending on the school’s priorities. 
 
This is an excellent opportunity for a committed professional to work cohesively with a 
team of colleagues who have significant skills and experience. York High School is a 
happy, inclusive 11 to 16 school located in the historic city of York. We are a community 
focussed school who place the achievement of our students at the heart of everything we 
do. A disappointing Ofsted inspection earlier this year, which saw us be judged to require 
special measures, has provided leaders and governors at York High School with a 
renewed focus and we are poised to join a local, successful MAT in the next academic 
year.  

 
York High School opened its doors in September 2007 and in January 2009 we moved   
to our present site on Cornlands Road. This move to our new premises marked a 
significant stepping stone in achieving our aim of becoming a School at the heart of the 
community. 
 
We are a comprehensive school which serves a mixed catchment area.  Our commitment 
to Inclusion is absolute and we strive to meet the needs of all our pupils whether they are 
capable of gaining 11 A*s at GCSE or require the support of full time assistance and an 
individual personal package of learning.  We believe York High School has the potential 
to play a leading role in transforming the lives of young people and their community.   
 
We are seeking to appoint colleagues who share our sense of excitement and belief in 
the success of our school and our vision for the future.  This includes the expectation of 
high quality teaching and learning which is consistently good or better and an 
environment in which all colleagues work to the highest standards of professionalism.  
Our teachers prepare, teach, mark, assess and contribute to the development of all pupils 
in a rigorous, creative and effective way.  Our support staff are valued and have the skills 
and commitment to work alongside teachers and young people in a way that ensures that 
they are contributing to the enhancement of our provision. 
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York High School is a community that cares for each other and expects each individual to 
do their very best by accepting personal responsibility and always striving to do better.  
These expectations extend far beyond learning. 
 
We expect the highest standards of behaviour, creating an environment where pupils feel 
safe, sanctions are applied fairly and positive contributions are recognised and rewarded.  
We have a strong commitment to the personal development of our young people, which 
we believe enables them to become responsible citizens who go on to play their part in 
improving their community.   
 
If you would like to know more about our school before you complete your application, 
you are welcome to view our website at www.yorkhighschool.co.uk, or contact our School 
Business Leader by telephone (01904 555560) or email i.parnaby@yorkhighschool.co.uk  
We will be delighted to answer any questions you may have. 
 
To make an application please complete the online form on the City of York Council 
recruitment page by following the appropriate link. 

 
 
Please note: Application by CV will not be accepted.  The closing date and time for 
applications will be Thursday 31st August at 12:00am. 
 
If you feel you have the skills required and possess the desire to contribute to the 
development and achievement of our young people, I look forward to hearing from you. 
 
Yours sincerely 

 
Rod Sims 
Head of School 
 
Attachments: 

 York High School Mission Statement 
 Safeguarding Children Statement 
 Information About York High School  
 Administration, Finance and Business Support Team 
 Person Specification 
 Job Description 

 
Available for download: 

 Prospectus  www.yorkhighschool.co.uk 
 Ofsted Report  www.yorkhighschool.co.uk 
 

 

http://www.yorkhighschool.co.uk/page_viewer.asp?page=Recruitment&pid=11
mailto:recruitment@yorkhighschool.co.uk
http://www.yorkhighschool.co.uk/
http://www.yorkhighschool.co.uk/


 
 

 

 
 
 
 
 

MISSION STATEMENT  

 



 
 
 

 
 
 

 

SAFEGUARDING YOUNG PEOPLE 
 
 

Safeguarding and promoting the welfare of young people is a key priority at York High 
School.   

 
We have robust Child Protection and Safeguarding Policies and all staff receive training 
relevant to their role in line with the policy at induction, and throughout their employment at 
the school. 
 
Declaration of Criminal Records, Convictions and Cautions 

 
The post you are applying for involves regular care for, training, supervision or contact with 
those under the age of 18 years and is, therefore, exempt from the Rehabilitation  
of Offenders Act.  This means you must disclose information about any spent or  
unspent convictions when completing the Declaration of Criminal Records,  
Convictions and Cautions attached to the Job Application included in the pack.   
You must also provide information about cautions, no matter how long ago they occurred 
and regardless of whether the offences were committed as an adult or juvenile.   
 
Failure to complete and sign the Declaration of Criminal Records, Convictions and 
Cautions declaration attached to the enclosed City of York application, will invalidate your 
application for this post. 
 
References 
 
In relation to this appointment process you should be aware your referees will be asked, 
“Are you aware of any Child Protection allegations or issues of a similar nature in relation 
to this person?  If so please provide details.” 

 
Personal Identification 
 
If you are shortlisted for interview, you will be asked to present original documentation 
which confirms your identity, address and any relevant qualifications for this post, when 
you attend for interview.  The authenticity of these documents will be verified by our HR 
Manager and photocopied as evidential confirmation of your identity. 
 
DBS Enhanced Clearance 
 
All appointments to York High School are subject to Enhanced Disclosure and Barring 
Service Clearance (On 1 December 2012, the Criminal Records Bureau merged with the 
Independent Safeguarding Authority (ISA) to become the Disclosure and Barring Service) 
 
You will be asked to complete a DBS Disclosure Application Form if you are successful in 
your application; Enhanced clearance is a prerequisite for employment. 
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GENERAL INFORMATION ABOUT YORK HIGH SCHOOL 

 
York High School is an 11-16 mixed comprehensive school of approximately 750 pupils 
which opened in September 2007.  In January 2009, we moved to our site on Cornlands 
Road where we are housed in an £18 million school and leisure facility fit for purpose in the 
21st century.   
 

We work in partnership with the local authority, ensuring our school and buildings are at the 
heart of its community.  We have excellent sports facilities on site including climbing centre, 
fitness suite, dance studio, sports hall and all weather pitch, as well as a 6 lane swimming, 
learner and hydrotherapy pools. Our drama and recording studios, well-appointed 
classrooms, modern learning resource centre, excellent ICT facilities, café style catering 
amenity, and central atrium offer our pupils the very best environment in which to learn and 
develop as individuals and as a school community. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Our PRIDE values reflect our commitment to achieve the very best we can for our young 
people and staff.  They also reflect our high expectations of behaviour in which we create 
a community where young people feel respected, valued and safe; where it is recognised 
that rewards and sanctions are applied positively and fairly.  Our aim is to develop citizens 
who can play a full part in their local community. 

 
York High School is committed to using international links to raise aspirations and 
broaden the experiences of young people.  We have links with schools in Tanzania, 
Uganda and Holland, and we used the 2012 Olympics to become the lead school in York 
for the International Inspirations Programmes.  Over the years we have supported school 
trips to France, Belgium, Austria, Italy and Spain.  We want our pupils to understand, and 
experience first hand, the global community and the contribution they can make as 
citizens in a rapidly changing world. 
 

Our school is situated on the west side of the historic city of York and we have a very 
strong relationship with the City of York Local Authority.  Schools across the city work 
together in community and learning partnerships.  We also work closely with our partner 
primary schools on the west side of the City through the West of York Education 
Cluster.  York High School is making an increasing contribution to the development of 
other schools at a local, regional and national level. 
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ADMINISTRATION, FINANCE AND BUSINESS SUPPORT TEAM 

 
Team and Roles 
 
The Administration, Finance and Business Support Team, consists of a team of staff who 
contribute to work in the areas of: 

 Achievement 

 Examinations 

 Attendance  

 Communications 

 Business, Finance and Resource Management 

 Facilities Management 

 Inclusion 

 Pastoral Care 

 Personal Development 

 Human Resources 

 School Health 

 Learning Resources 

 Reprographics 

 Extended Schools 

 School Reception 

 Health and Safety 

 Educational Visits 
 
Our Vision 
 
We are committed to: 
 
1. Delivering a high quality, professional service which supports the teaching, learning, 

progress and achievement of all our young people. 
2. Ensuring the overall success of the school. 
3. Communicating in an effective and professional way with young people, colleagues, 

parents/carers and members of the community. 
4. Working together as a team and supporting one another. 
 
Buildings and Resources 
 
The team is housed in 4 locations throughout the School which include shared and private 
areas.  These facilities are organised in such a way as to allow those who work most        
closely together to communicate effectively with their immediate colleagues. 
 
ICT software packages used by our team include the Microsoft Office Suite, SIMS Modules 
(School Information Management System), Civica Financials Web, 4Matrix, Booking Pro and 
Every™ Facilities Management. 
 
CPD Opportunities 
 
Specialised training will be made available to support the successful applicant in their new   
role.  Further CPD opportunities are available to support your personal professional 
development.  All staff are encouraged to discuss personal CPD with their Line Manager during 
review meetings.   
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Site Manager - Level 2 - Person Specification 
 
This is an opportunity for a skilled individual to work in a key site management post which 
supports all staff, pupils and our link with the wider community.  The successful candidate will 
work in close partnership with a number of colleagues within the school.  

 
Essential qualities for all York High School Staff include: 
 

 Integrity and Honesty 
 Capacity for Hard Work 
 Commitment to High Standards 
 Flexibility 
 Determination 
 Sense of Humour 
 Optimism 
 Creativity 

 
 
Qualities specific to the post of Site Manager include: 
 

Essential Qualities 
 

 Able to communicate effectively at all levels. 
 Extremely well organised. 
 Creative and innovative approach to problem solving. 
 Have a flexible and professional approach to work. 
 Able to work under pressure and meet deadlines. 
 Able to organise own workload effectively. 
 Good Team Player 
 Able to establish good relationships with pupils and colleagues.  
 Able to deal with difficult situations. 
 Able to exercise good judgement. 
 A pro-active record of CPD. 
 Flexible to working alternative and occasionally additional hours 

 
 

Desirable Qualities 
 

 Experience of working in a school setting. 
 Experience of facilities management procedures. 
 Practical approach to computer software systems. 

 
 



 
 

 

JOB DESCRIPTION                                
 

DIRECTORATE: 
Children’s Services Education & Skills 

DEPARTMENT: 
York High School 
   

JOB TITLE:  
Site Manager Level 2 
 

POST NUMBER: 
  

REPORTS TO (Job Title):  
Head Teacher/Deputy Head/Other designated 
member of staff 

Current Grade  
Grade 5 

1. MAIN PURPOSE OF JOB  
To make sure that the buildings and grounds are in proper working 
order, maintaining a safe working environment for all users of the facility. 
 

2. CORE RESPONSIBILITIES, TASKS & DUTIES: 
 

 i. To act as keyholder as first point of contact for access to school 
premises out of hours. 

 ii. To carry out minor repairs eg securing broken windows, changing 
light bulbs, lighting tubes and unblocking sinks and drains and 
report any faults requiring specialist help eg electrical contractor. 

 iii. To carry out checks ensuring lighting, heating, hot water, toilets 
and drainage are working adequately at the appropriate times. 

 iv. To make sure the premises are clean and that rubbish is collected 
and taken away, and any graffiti is removed. Includes cleaning up 
when children are ill or have accidents.  

 v. To maintain the grounds and remove litter. Includes salting and 
gritting and clearance of snow in adverse weather conditions. 

 vi. To be responsible for ordering of supplies and related budgets.  

 vii. To be responsible for the security of the buildings and grounds eg 
monitoring of surveillance equipment and intruder alarms. Includes 
accepting deliveries and checking off receipt of goods.  May be 
responsible for supervising contractors who are on site, 

 viii. To carry out security checks to the buildings and grounds. 
Unlocking and securing of buildings which may include room hire 
for non-school activities outside normal school hours. 

 ix. To ensure the safe storage of equipment and supplies and the 
keeping of appropriate records. 

 x. To make sure that all fire safety and health and safety regulations 
are adhered to eg testing of fire equipment and following the rules 
for evacuating the buildings and grounds.  

 xi. To be responsible for the planning of maintenance of plant and 
equipment eg portable appliance testing, boilers. 

 xii. Arranging furniture and preparing rooms for meetings and activities 
and clearing away afterwards.  



3. SUPERVISION / MANAGEMENT OF PEOPLE 
No. reporting - Direct:  
None 
 
Indirect: 
Contact with contractors in respect of access, security, progress against 
their contract/programme of work and general conduct whilst on site. 
 

4. CREATIVITY & INNOVATION 
The work is generally covered by guidelines and policies but does 
require the postholder to be involved in the improvement of systems and  
the development of procedures within their areas of responsibility. 

 

5. CONTACTS & RELATIONSHIPS 

 Internal 
Comes into regular contact with cleaning staff and other staff. Most 
issues will usually be on well-established matters. 

 External 
Comes into contact with suppliers and contractors, Education, planning 
and building professionals, parents, members of the public, the Fire 
Service and Police service. 
Most of the relationships are straightforward although there may be a 
need for the postholder to negotiate with contractors over site access, 
balancing the need to minimise disruption to school activities whilst still 
allowing building projects to progress according to the programme. 
 

6. DECISIONS – discretion & consequences 
Discretion 
Makes decisions about the day to day running of the school premises 
within clearly defined procedures.  Many decisions are dictated or 
influenced by risk assessment, Health and Safety legislation and school 
protocols.   
Consequences 
Ensures the efficient operation of the school site with minimal disruption 
to the provision of education. Also ensures that the premises are 
available for hire if required which may provide additional income for the 
school.   

 

7. RESOURCES – financial & equipment 
(Not budget, and not including desktop equipment.)  

    
Keyholder responsible for the proper use and safekeeping of school 
buildings and grounds, plant and machinery, may also include vehicles 
eg school minibus. 
 
 

8. WORK ENVIRONMENT – work demands, physical demands, 
working conditions & work context 
Work demands 
The work is subject to change and interruption.  
Physical demands 
Work requires normal physical effort with periods of substantial effort 
involved in the maintenance of the entire site.  
Working conditions 
Work involves significant elements of inside or outside work  involving 
some exposure to unpleasant or difficult surroundings eg ladder work, 
boiler house, drains etc 



Work context 
May involve contact with potentially hazardous substances eg 
chemicals, hypodermic needles but training and protective equipment is 
given where appropriate. 
     

9. 
 

KNOWLEDGE & SKILLS 
The post holder needs a good level of practical skills in the following 
areas: 

 Buildings and grounds maintenance 

 Safe use of ladders and platforms 

 Manual handling techniques 

 Fire safety measures 

 Security issues (including re-programming alarms) 

 Safe use of power tools 

 Boiler maintenance 

 Locksmith techniques 

 Cleaning and maintenance of floor coverings and use of specialist 
equipment 

Needs to have a good awareness and knowledge of: 

 Health & Safety legislation and the practical implications 

 Safe disposal of sharps  

 COSHH issues 

 Electrical safety 

 CYC procurement /contractor lists 

 Waste disposal procedures 

 School protocols, policies and procedures 
 
 
 

10. Position of Job in Organisation Structure 
 
 
 
 
 
 
 
 
 

 

 
 

Job reports to: 
Facilities Manager 

THIS JOB Other jobs at this level: Site Manager 


