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Welcome Letter 
 
 
Dear Colleague, 
 
Thank you for your interest in the role of Site Superintendent for Manston St. James C of E 
Primary Academy. 
 
We hope you will find all the information you need to inspire you to join our team.  This pack 
contains information about the Site Superintendent role, from which we hope you will gain 
an understanding of our ethos and approach and the high aspirations we have for ourselves 
and our pupils. 
 
“To work in partnership to educate, nurture and empower” 
 
Our vision is that the academies, supported by Abbey MAT, will provide an environment 
which is welcoming, caring, calm, disciplined and purposeful and will stretch our young people 
academically, support them pastorally and help them develop socially and spiritually. 
 
We are committed to raising the skills base across our communities by ensuring a focus on 
quality, encouraging innovation and strengthening the ethos of the academies as distinctive 
schools. The framework will strive to maintain academies which will retain their own 
independent culture and ethos whilst operating within a strategic partnership to improve 
quality, share best practice and operate effectively and efficiently. 
 
If you are seeking a truly distinctive role within a unique environment, please come and visit 
us and see what Manston St. James and Abbey MAT have to offer. 
   
We look forward to meeting you and reading your application. 
 
Helen Pratten & Catherine Garrett 
Co-CEOs 
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Advert 
 
Position: Site Superintendent 
 
Reference:  MSJ45 
 
Salary:  B3 scp 7 - 11 £20,092 - £21,748 

37 hours a week, 52 weeks per year 
 

In Partnership to Educate, Nurture & Empower 
 

Manston St James Primary Academy require a Site Superintendent who is able to provide a high quality 
services to the Academy. The academy has dedicated staff and wonderful children who take pride in 
their school.  
 
In return, we can offer the successful applicant the following additional benefits: free secure onsite 
parking and membership of a local pension scheme. 
 
Abbey Multi Academy Trust is a Trust consisting of eight academies (three secondary, five primary) 
in the geographical areas of the Anglican Diocese of Leeds and Calderdale.  
 
All our academies share in the Trust’s mission to work In Partnership to 'Educate, Nurture and 
Empower'. For more information about us or our primary academies please visit the following links: 
http://www.abbeymat.co.uk/ 
 
For more information on the academy please visit http://www.manstonstjames.co.uk/ 
 
To apply please download recruitment pack and email an application form to 
Recruitment@abbeytrust.org by or before the closing date. 

Closing Date: 5pm Friday 21 January 2022 
Interviews: to be advised  
  
Due to the expected number of applications, the academy retains the right to amend the closing 
date for this vacancy upon receipt of an exceptional application. Those wishing to apply are strongly 
encouraged to submit applications at their earliest opportunity.  

This school is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. The successful candidate will be subject to 
a Disclosure and Barring Service check. We promote diversity and want a workforce which reflects the 
population of Leeds. 
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Visits or Informal Discussion 
Whilst we would normally welcome visits, given the current situation we are facing regarding COVID-
19 we are unable to fully accommodate this at present and request that where possible visits are 
requested for out of school hours, however, if you would like to ask any questions please contact the 
Recruitment Team via Recruitment@abbeytrust.org who will ensure your query is responded to by 
the relevant person. 
 
Alternatively, if you would like the opportunity to have an informal discussion with the Head of 
School this can be arranged by making a request via the Recruitment@abbeytrust.org email address 

Application Process 
 
Closing Date: 5pm Friday 21 January 2022 
Interviews: to be advised  
 
Applications 
Applications will only be accepted from candidates completing the Trust’s Application Form. 
 
Please note all sections of the Application Form should be completed. Supporting statements should 
evidence skills and experience against the requirements of the job description and person 
specification. 
 
Completed applications should be returned by email to recruitment@abbeytrust.org 
 
CVs will not be accepted in place of a completed Application Form. 
 
All applications will be acknowledged within 24 hours. Should you fail to receive confirmation of 
receipt please call 0113 273 9152. 
 
Invite to Interview 
After the closing date, short listing will be conducted by a Panel. 
 

Candidates selected for interview will be informed after shortlisting and full details of the interview 
programme will be provided. If you do not hear from us within 14 days of the closing date of this 
position, unfortunately you have been unsuccessful on this occasion. 
 

Candidates will be selected for interview entirely on the content of their application form. Candidates 
are advised to read the job description and person specification carefully before completing an 
application form. 
 

In addition to candidate’s ability to perform the duties of the post, the interview will also explore 
issues relating to safeguarding and promoting the welfare of children, including: 
 

 Motivation to work with children and young people; 
 Ability to form and maintain appropriate relationships and personal boundaries with children 

and young people; 
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Abbey Multi-Academy Trust is robust in promoting the safeguarding of children and is rigorous in its 
recruitment checks.  An enhanced disclosure from the DBS and Barred List check will be required for 
this post. 
 
Standard Checks 
All candidates invited to interview must bring the following documents: 

 Documentary evidence of right to work in the UK; 
 Documentary evidence of identity that will satisfy DBS requirements; 
 Documentary proof of current name and address; 
 Where appropriate any documentation evidencing change of name; 
 Documents confirming any educational or professional qualifications that are necessary or 

relevant for the post. 
 

Please note that originals of the above are necessary, photocopies or certified copies will not be 
accepted. 
 
Pre-Employment Checks 
Any offer to a successful candidate will be conditional upon: 

 Verification of right to work in the UK; 
 Receipt of at least two satisfactory references (if these have not already been received); 
 Verification of identity checks and qualifications; 
 Satisfactory Enhanced DBS Check; 
 Verification of professional status; 
 Satisfactory completion of a Health Assessment; 
 Satisfactory completion of the probationary period; 
 Where the successful candidate has worked, or been resident overseas in the previous five 

years, such checks and confirmations as may be required in accordance with statutory 
guidance. 

 
Abbey Multi Academy Trust is committed to safeguarding children. This means that all employees (on 
either a paid or voluntary basis) require an Enhanced DBS check and/or Barred List check. 
 
References & Verifications 
We will seek references on shortlisted candidates and may approach previous employers for 
information to verify experience or qualifications before interview. 
 
Any relevant issues arising from references will be taken up at interview. 

 
Queries 
 
If you have any queries on any aspect of the application process or need any further information 
please contact Recruitment@abbeytrust.org 
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Equality and Diversity 
 

Abbey Multi Academy Trust promote diversity and want a workforce which reflects the population of 
Leeds and Calderdale. We are committed to creating and sustaining a positive and supportive working 
environment for our staff, and an excellent teaching and learning experience for our students. We 
aspire that staff are equally valued and respected, and students are encouraged to thrive 
academically.  
 
As a provider of employment and education, we value the diversity of our staff and students. We are 
committed to providing a fair, equitable and mutually supportive learning and working environment 
for our students and staff. 
 

We acknowledge the following basic rights for all members and prospective members of our 
community: 
 

• to be treated with respect and dignity 
• to be treated fairly with regard to all procedures, assessments and choices 
• to be encouraged to reach one’s full potential 

 

These rights carry responsibilities and we require all members of our community to recognise these 
rights and act in accordance with them. In addition, we will comply with all relevant legislation and 
good practice. 
 

No individual will be unjustly discriminated against. This includes, but is not limited to, discrimination 
because of age, disability, gender reassignment, marriage and civil partnership, pregnancy and 
maternity, race, religion and belief, sex and sexual orientation. 
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Job title:  Site Superintendent - Primaries 

Salary Scale:   B3 

Reporting to: Facilities and Estates Manager 

Main Academy: Manston St James 

Overall purpose of the post: 
 Be part of the Primaries Facilities and Estates team, working across the trusts primary academies as 

required to ensure a high level of compliance and service is provided. 
 Support the Senior Academy Management by taking responsibility for management of the school site 

and associated facilities under an agreed system of supervision, taking responsibility for the 
management and development of specialist site services within the Academy 

 Oversee external contractors working on site, ensuring compliance with the trusts H&s procedures 
and policies 

 Maintain the overall conditions of the academy and provide reports as required, ensuring the 
appropriate systems (Ticket system, Every system) are utilised effectively and as instructed by 
“Facilities and Estates Coordinator – Primaries”. 

 Ensure the Trusts compliance procedures and policies are undertaken with the highest level of detail 
and accuracy, as instructed by the “Facilities and Estates Coordinator – Primaries” 
 

Key Responsibilities: 
As part of the site team lock/unlock and secure the Academy buildings and areas and provide a 
comprehensive day to day maintenance and security of the Academy site  
 
Key Tasks: 

 Unlock / Lock Academy buildings and areas 
 Undertake regular security checks, respond to alarms and monitor CCTV systems 
 Liaise with police, security and surveillance contractors, provide emergency access when required 
 To carry out various maintenance/DIY duties to ensure that the general upkeep and maintenance of 

the premises is satisfactory, as per the Academies schedule 
 Undertake regular site inspections, identify defects and record repair and maintenance requirements 
 Undertake cleaning duties such as graffiti removal, litter-picking 
 Co-ordinate deliveries to the Academy site 
 Manage the Academies general facilities budget. Monitor & manage stock within the agreed budget, 

cataloguing resources & undertake audits 
 Porter duties, moving furniture and equipment 
 Line manage cleaning staff and assist with clean up from evening events 
 Ensure that good levels of caretaking, cleanliness and hygiene are achieved and maintained through 

the whole of the premises 
 To carry out various grounds maintenance duties such as mowing grass, cutting hedges and line 

marking etc.  
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 Ensure all external areas are kept clean, free of litter and weeds and that they are gritted or salted 
when required during wintry conditions 

 Provide information as required to “Senior Site Superintendent”, regarding all areas of H&S 
compliance 

 Be responsible for maintaining records, information and data, producing analysis and reports as 
required 

 Create and maintain a purposeful, orderly and productive working environment. 
 Promote and ensure the health and safety of students, staff and visitors in accordance with 

appropriate health and safety legislation at all times. 
 Where appropriate to organise and administer the use and maintenance of Academy mini-buses and 

carry out driving duties when required. 
 Comply with health and safety policies at all times 
 Assist in the supervision, training and development of staff 
 First Aider Certified or (willingness to train as First Aider) 
 Undertake as requested by senior staff any other tasks commensurate with the general nature of the 

post 
 
Note: 
 
This Job Description provides the overall strategy and remit of the post holder.  This Job Description will be 
reviewed annually and may be subject to amendment or notification at any time after consultation with the 
post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations 
of the school in relation to the post holder’s professional responsibilities and duties.  Elements of this Job 
Description, and changes to it, may be agreed at the request of the Executive Headteacher or the incumbent 
of the post.  The above must be viewed in conjunction with the relevant sections of the School Teachers’ Pay 
and Conditions of Service document which is published annually. 
 
I have read the Job Description and agree to all the terms and conditions set out therein.  I also agree to 
comply with all Abbey Multi Academy Trust Policies, Child Protection and Health & Safety regulations.  I 
understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any 
reasonable request made by the CEO/Principal/Headteacher. 
 
Name: Signature: 

 

Date:  
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 SITE SUPERINTENDENT 
PERSON SPECIFICATION CRITERIA 

Qualifications ESSENTIAL DESIRABLE 

1 Good general level of education to GCSE, or equivalent 
including Maths and English GCSE Grades A* - C or equivalent 

     A R  

 2 First Aid Certificate, or working towards one within 6 months 
of appointment 

   A    I 

Professional knowledge, skills and abilities ESSENTIAL DESIRABLE 

1 Ability to work as part of a team  A R I      

2 
Ability to relate to people both in person and on the 
telephone 

A    I     

3 Ability to deal with day to day issues on own initiative A   I    

4 To possess basic DIY skills  A   I      

5 Awareness and understanding of basic safety and security 
measures  

A  I    

6 Working knowledge of relevant policies/codes of 
practice/legislation 

   A  I 

7 Knowledge of Health & Safety procedures and precautions A  I    

8 Knowledge of COSHH regulations    A  I 

9 Willingness to develop knowledge of use of ICT and other 
specialist equipment/resources 

A  I    

10 Awareness of health and hygiene procedures A  I    

11 Knowledge of moving and handling procedures A  I    

Experience ESSENTIAL DESIRABLE 

1 Experience as working as part of a team A R I    

2 DIY experience  A R  I      

3 Caretaking/site-keeping experience in a school or similar 
environment 

A R I    
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The criteria will be evidenced as indicated below:  
 
‘A’ refers to the candidate’s Application form and covering letter 
‘I’ to interview 
‘R’ to reference 
 
Candidates should address at least all items marked ‘A’ 
 
Referees are asked to comment on items marked ‘R’ 
 
Where many candidates meet the essential criteria, the desirable criteria will be used to shortlist for 
interview. 
 

 

Professional Attributes, Qualities and Values ESSENTIAL DESIRABLE 

1 To take personal responsibility for standard of work carried 
out. 

 A    I       

2 Willingness to participate in development and training 
opportunities 

A   I       

3 Excellent working relationships with members of staff A   I    

4 UK Driving License and use of own Vehicle A      

5 Support the Christian ethos and values   I    


