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Oaklands School
Job Description
Facilities Manager
Grade:  PO3
Hours of work: 
To be confirmed
Contract Type: 
Full Time, and permanent
Responsible to: 
Business Consultant
Main purpose of the job

To be responsible for all aspects of estates and facilities management that covers two school sites; the catering facilities, retail outlet, sixth form cafe and housekeeping. Detailed responsibilities include ensuring the maintenance of the plant, facilities and fabric of the school building and the grounds of the school; security, promoting Health and Safety to staff, students and visitors at all times.

Responsible for:  Site Manager, Caretaker, Cleaners, Catering staff 
Main responsibilities and tasks

MANAGEMENT 

(a) General management 

Manage and plan the most effective and efficient recording, monitoring and reporting systems for information concerning all premises and estates related matters. 

To keep the Head Teacher and Business Consultant fully informed about all areas of responsibility and manage all issues that arise in relation to this role. 

(b) Project Management 

Produce condition reports for each school’s buildings and estates.  Proactively lead on identifying the priorities from the report together with the Head Teacher and Business Consultant. 

In conjunction with the Business Consultant, liaise with appropriate organisations/agencies in connection with planning and conducting major works and ensure compliance of contractors with Health and Safety requirements and regulations, in liaison with the Headteacher.  

Be responsible for the management of any planned building work whether it is funded by the Schools or other agencies. 

Plan and implement any proposed building work which may affect the use for the Schools or community activities, including preparation of reports detailing specifications, costs, Health and Safety plans and proposed timelines, for submission to the Governors for approval. 

(c) Resource Management 

To be the budget holder for all premises and estates related budgets. 

To ensure all orders for materials are generated in line with the School’s ordering guidelines ensuring best value. 

To ensure that appropriate stock levels of consumable resources are maintained


To recommend and order new furniture when necessary. 

(d) Personnel Management 

To be the line manager for the premises and catering personnel; managing their working and holiday hours according to the needs of the School, ensuring delivery of tasks set and best value for the Schools.  

To assist in the recruitment of premises and catering staff.

Deliver the induction process to new premises and catering staff.

To participate in the School’s Performance Management process, and to undertake reviews for those line managed. 

To ensure that Oaklands School continues to support the principle of employing staff with disabilities where-ever possible, to design job roles suitable to employees with learning disabilities, and to design a staff structure that supports this end.

SITE MAINTENANCE 

Responsible for maintaining the school sites in a good state of repair and appearance including all buildings and facilities, estates, roads and pathways, grounds and gardens. 

Principal tasks 

1. Ensure that there is an annual planned preventative maintenance programme in place at school sites, which is adhered to.  

2. Ensure that emergency and planned maintenance and repairs are carried out, and a record of all such works is maintained.

3. Liaise with the Business Consultant in the preparation of maintenance and capital expenditure project / work plans; liaise with contractors and be their main point of contact. 

4. Manage all School contractors, ensuring that all Health and Safety requirements are met; monitor their performance and inspect completed work. 

5. Undertake regular visual inspections of school sites including daily maintenance checks. Maintain a log of inspections carried out.

6. Responsible for heating, ventilation and lighting systems throughout the school sites.

7. Undertake and document termly risk assessments of school sites and health and safety checks as required. 

8. Attend regular weekly/monthly site review meetings with the Business Consultant.

9. Be aware of the location of essential services including water isolation valves, fire points, drainage systems, gas and power supplies. Maintain a detailed plan showing the location of these on the school sites. 

10. Having overall responsibility for monitoring the use of energy and make recommendations on potential sources of energy savings. 
11. Having responsibility for monitoring all external contracts relating to estates and facilities

12. To oversee PAT testing and 5 yearly fixed electrical testing.
HEALTH AND SAFETY 

Principal tasks 

1. To ensure systems are in place so that all practices and emergency procedures are safe and adhere to Health and Safety requirements. 

2. To take an agreed lead in the review, writing and implementation of the School’s Health and Safety Policy.  

3. To lead on the Annual Health and Safety Audit and the termly Health and Safety Reviews. 

4. To lead on risk assessment review, writing and implementation and authorisation 

5. Arrange all necessary annual inspections and follow up maintenance work, e.g. fire equipment, ladders, legionella, asbestos checks etc and be responsible for appropriate action at school sites. 

6. To be responsible for the implementation of COSHH requirements.

7. To report any defects/ Health and Safety Risks to the Business Consultant/ Head Teacher

8. Support Health and Safety training initiatives and deliver components where required. 

9. To ensure all duties carried out by premises staff is carried out according to the School’s Health and Safety policies, undertaking risk assessments where appropriate. 

10. To ensure buildings and external areas are maintained to ensure good health and safety practices. 

11. To respond to all instances where Health and Safety issues are raised or noticed and where possible make safe / isolate. 

12. To successfully complete the IOSH Managing Safely course. 

13. To be aware of the School’s emergency response procedure. 

14. To manage the Asbestos Management Plan and to raise awareness within Schools, of the risks of asbestos in the workplace.  

15. Attend the Governor’s Health and Safety Committee termly and take part in  the school’s inspection team during the termly health and safety inspections.

16. To provide essential first aid cover when no other staff are available e.g. when dealing with contractors, cleaners etc. out of school opening hours.

FIRE AND SECURITY 

To ensure that all systems are regularly maintained and tested, appropriate records kept and all related policies and procedures are reviewed and updated as necessary. To ensure School sites are secure in line with safeguarding legislation. 

Principal tasks 

1. Ensure that the buildings are locked and unlocked at appropriate times (including daily opening and closing); setting and disarming of alarm systems.

2. Traffic is monitored on site including adherence to school rules, and regularly assess and review traffic and parking policy to ensure optimal safety. 

3. Ensure fire alarm call points are tested weekly and other fire equipment is regularly checked for damage or expiration; change in batteries in detection equipment as required; maintain logs of all checks through Site Services Personnel. Liaise with the fire and security contractors to arrange for servicing and repairs. 

4. Ensure the provision of fire drill notices and be responsible for fire evacuation plans their outcomes and the subsequent analysis. 

5. Maintain and review the Fire Safety Risk Assessment annually and resolve any issues. 

6. Provide safe access to buildings and classrooms in the event of snow, minor floods and similar emergency situations. 

7. Initiate the necessary procedures quickly and accurately relating to the emergency services, e.g. Police, Fire Gas and Electricity Board. 

8. Ensure effective lettings working with the school letting partner, ensuring clients are briefed on fire safety and evacuation, the premises are cleaned as required and the site is secure. 

9. To maintain service records of all emergency equipment.

10. Ensure Fire Wardens are trained in their duties. 

11. Ensure that the specific Fire Checklist contained in the London Borough of Hounslow’s Fire Safety Policy is completed as necessary

12. To be a main key holder of the Schools and to ensure that all school keys are securely stored and available as required.

13. To attend the school premises with another key holder, senior member of staff or member of the site team if an alarm is raised or some other emergency occurs on the school premises out of normal school operating hours.

14. To oversee day to day management of intruder alarm, gate locking and fire alarm systems. 

15. To liaise with the police if required in the event of any break in or damage to the school premises 
LETTINGS 

1. To assist with effective use of the estates and facilities in optimising the income available from lettings. 

2. To liaise with letting partner. 

3. To ensure that a designated person is contactable during all school events and lettings either via two way radio or mobile phone. 

CLEANING 

1. To develop and operate a cleaning specification/ schedule of cleaning for the site.

2. To monitor the work undertaken by cleaners ensuring that good working practice is followed and health and safety is adhered to at all times.

3. To ensure that cleaning chemicals are stored securely to prevent unauthorised access and use.

4. To ensure a clean and tidy site is maintained.

5. To ensure drains are maintained, disinfected and kept clear.

6. To organise/carry out emergency / occasional cleaning and clearing requirements across the site.

7. To manage the cleaning of door entrances, yards, paths, and gullies including removal of graffiti if necessary. 

CATERING 

1. To be responsible for overseeing the catering facilities at the school which may consist of directly managed employees or a catering contractor ensuring value for money and quality or provision in accordance with the approved SLA. 

2. To work with the educational vocational staff to develop and manage the retail outlet and Great Oaks Café. 
SCHOOL MINIBUSES

1. To ensure daily safety checks on all minibuses are carried out.

2. To ensure minibuses are compliant with all legal and safety requirements including servicing/MOT.

3. To ensure weekly external and internal cleaning of all buses.

4. To ensure that the minibuses are fuelled on a regular basis.
GENERAL
1. To be aware of and comply with policies and procedures relating to child protection, disabled access, health and safety and confidentiality, reporting all concerns appropriately.

2. To ensure that premises staff administer the setting out of chairs and/ or other furniture for assemblies, meetings and other school functions as required.

3. To ensure the provision of portering duties as required including moving new stock and occasional furniture redistribution.

4. To ensure the clean up of spillages of both biological (e.g. bodily fluids) and non-biological fluids in a quick and efficient manner, using London Borough of Hounslow Hygiene Control Procedure.

5. To respond positively to reasonable requests, commensurate with the role made by the Business Consultant and or Headteacher.

6. To assist the Business Consultant to maintain a full and accurate asset register for the school.

KEY RELATIONSHIPS (INTERNAL AND EXTERNAL) 

1. Staff at Oaklands School

2. Contractors

3. Suppliers

Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated……………………………….

Name of Post holder: ………………………………………………………………...

Signed…………………………………………. Dated………………………………

The duties of this post will change and develop over time.  It is the manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
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