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Name:  	

Job Title:  Premises Manager

Accountable to:  Headteacher through the School Business Manager

Date:  May 2024	

         General Information
1. Details of the general terms and conditions applying to this post are outlined in the Statement of Particulars provided to you on appointment to this post.  The post holder should familiarise themselves with the school’s policies which can be found on the staff area on the school’s IT system.
1. The following is an outline of the range of duties that can be expected of a member of staff in the above post.  It is not a comprehensive or exclusive list and duties may be varied from time to time, according to the needs of the school and the children, without changing the general character of the job or the level of responsibility entailed.




	  Primary Responsibilities
0. To prepare and maintain a 5-year rolling repairs and improvements plan to ensure the buildings and site remain at a high standard of care.
0. To ensure all health and safety testing is carried out in line with COSHH guidelines and the buildings and site are compliant with all regulations.
0. To ensure there is a comprehensive planned maintenance schedule and that contracts are put in place for key services.
0. That we have a monitor system in place for the reporting of premises related issues.
0.         To manage and ensure that all premises staff are supported and receive appropriate training and that their work is monitored.
0.         To oversee and be the point of liaison with any planned works
0.         To develop the site and buildings to support and optimise learning experiences and encourage sustainability for all staff and pupils.
0.        To undertake practical works such as minor repairs and redecoration as needed
0.         To act as the schools Health and Safety Responsible Person and also the schools Fire Officer

Premises Management - Strategic
1. Provide information to the Head /SBM on matters relating to the management of the site.
2. Ensure that arrangements for securing the premises and contents are in place;
3. Issue, order keys and maintain a record of all keys and keyholders. 
4. Ensure the schools security and call out arrangement information is updated and distributed to all keyholders
5. To act as the School’s Fire Responsible Person, ensuring compliance with regulations and accurate reports kept. Complete Fire Risk assessment annually and PEEPs (Personal, Emergency Evacuation Plan) as required and instigate fire alarm practices and alarm tests and keep records. Complete the annual fire review document. Inform all staff of their roles and responsibilities in the event of a fire or fire drill.
6. Ensure the school is open and staffed by the premises team for all school activities. Manage Lettings Policy. 
7. Ensure the school complies with all regulatory requirements in relation to the land and buildings. 
8. Ensure systems are in place for emergencies including emergency repairs and call-outs
9. Monitor the work of all contractors and liaise with the SBM/Head as required
10. Ensure that all furniture arrangements and accommodation requests are in place on time.
11. [bookmark: _GoBack]Ensure all Premises related policies are up to date and relevant and present to Governors at each meeting
12. Attend Estates And Security Governors meetings and provide a termly premises report
Personnel Management
1. Lead and monitor the work of the premises and cleaning teams to ensure effective working practices to meet the on-going needs of the school
2. Ensure staff work efficiently and effectively to prioritise workload
3. Ensure all staff members understand their roles and perform to their full capacity
4. Manage staff absence, arrange cover and authorise timesheets as required
5. Ensure effective communication between staff, contractors and others as appropriate.
6. To deliver or arrange training as and when appropriate. 

Premises Management – Finance & Administration

1. Act as budget manager for premises related cost centres, authorising and signing orders and Invoices ensuring compliance with the Schools financial policy.
2. Preparation and planning for all works on site to include the collation of appropriate third party health and safety risk assessments, insurance, and safe systems of work
3. Keep clear and accurate records of the site and all works carried out which will include compliance legislation monitoring
4. Manage external bookings and lettings as required to increase revenue from hiring activities

Premises Management – Maintenance and Repairs

1. To ensure all, items of damage or disrepair around the school are repaired or replaced
2. To work with Governors in implementing the 5-year maintenance plan. To be proactive in completing as much work as possible ‘in house’ in conjunction with the premises supervisor.
3. To facilitate contractors to carry out both planned and reactive maintenance as required in law
4. Change lamps where necessary..
5. Attend callouts if required, liaising with police, security and surveillance contractors as appropriate, and if necessary conduct emergency boarding up to secure the school premises
6. Ensure regular minibus checks are carried out and arrange maintenance, cleaning, MOT, tax and servicing. 
7. Keep accurate records of motor vehicles/cars that are donated and record SORN declarations for motor vehicle and ensure maximum value for disposal is achieved
8. To ensure that all equipment is regularly maintained according to the equipment’s’ agreed safety guidelines e.g. ramps, tyre changers etc and a record/log of such maintenance is kept.
Premises Management – Caretaking and Cleaning

1. Ensure the appropriate set up of school events, eg for Parents’ Evenings 
2. Ensure prompt distribution of all deliveries around the School
3. Ensure an appropriate level of stock of cleaning consumables is maintained and that stock and equipment is safely stored when not in use.
4. Regular painting of the school in rotation to ensure the buildings are maintained to the highest standard.
5. Provide emergency cleaning when needed.
6. Provide keyholder duties in absence of usual keyholder staff

Premises Management – Environment
1. Ensure the efficient operation of the schools heating systems, and ensure that the boiler
2. rooms are clean, tidy and safe and clear of all rubbish and debris
3. Manage the main school BMS system which is linked to Torbay Council (TDA) including reducing energy use; Manage the operation of the ‘in school’ BMS systems linked to individual boilers (6th form and café have control panels, MV and Construction have thermostatic time clocks)
4. Ensure and encourage the economic use of the school’s energy supplies.
5. Ensure the grounds are maintained in a safe and orderly manner
6. Take a lead role in recycling and waste reduction and to ensure all waste is properly and appropriately disposed in compliance with the law.
7. To ensure pest control is monitored.
8. To carry out cleaning audits as required.

Project management
1. Be responsible for the planning and management of minor building works providing advice and information to the Head Teacher.
2. To act as the point of liaison with appointed professionals for major building projects, ensuring clarity is information is given and received
3. Manage procurement of services from construction professionals.
4. Be responsible for the management of expenditure within an agreed budget.
5. Be responsible for the submission of relevant information to the SMT and the Governing body.
6. Provide information about Combe Pafford School to outside professionals to ensure we receive the best possible service that supports our values and ethos.
7. Complete funding applications to funding organisations including the DfE.
8. Ensure all funding is spent appropriately ensuring best value at all times.

Continuing Professional Development - Personal
1. In conjunction with the line manager, take responsibility for personal professional development,
keeping up-to-date with research and developments related to School efficiency, which may
lead to improvements in the day-to-day running of the School
2. Undertake any necessary professional development as identified in the School Improvement
Plan taking full advantage of any relevant training and development available
3. Maintain a professional portfolio of evidence to support the Performance Management process -
evaluating and improving own practice.
4. In liaison with the SBM, carry out premises department reviews as required.
Carrying out any other duties which may reasonably be required by the SBM/Head







Signed by Head Teacher	_____________________________

Name				_____________________________

Date				_____________________________



Signed by Teacher		_____________________________

Name				_____________________________

Date				_____________________________
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