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Job Description


Post Title:		Facilities Manager and Health & Safety Officer

Hours:	This is a full-time, 52 week position. 
	Core hours will total 37 hours per week which will consist of daytime, evenings, weekends and school holiday periods.

Responsible to:	SLT Lead
Responsible for:	Any staff who may be assigned to the post. 

You are required to preserve the confidentially of any information regarding staff (in connection with their employment) and students and this obligation shall continue indefinitely.  A breach of this requirement will be regarded as misconduct and as such may be grounds for dismissal.

Apart from the duties summarised in your job description, we retain the right to include other reasonable duties which are part of, and incidental, to this type of work.   
As you are aware, any post working within a School includes substantial access to young people and all appointments are subject to an enhanced Disclosure and Barring Service check and a satisfactory result being received. All employees (temporary or permanent) are required to inform the School of any subsequent convictions or other matters whilst employed by the School.  Failure to do so will result in the disciplinary process being invoked. All employees in posts eligible for an enhanced check are contractually required to undergo a re-check on request.  
 
CORE RESPONSIBILITIES  
To provide efficient and effective support for the School, undertake the full responsibility of a Facilities Manager ensuring all legislative requirements and policies are fully implements.
1. To ensure the security, care and availability of the building, furniture, fittings and equipment. To ensure a satisfactory, physical environment and to promote the efficient use of the School’s assets.
2. To raise standards and set benchmarks for premises care to ensure a high quality environment in which learning can take place. To lead and manage the Site Team so as to provide an efficient and co-ordinated service to meet the full requirements of the School.
3. To act as Health and Safety Officer for the School, working towards a nationally recognized qualification. Carry out regular termly inspections and ensure that the full requirements of health and safety legislation and best practices are met. 
4. To advise on strategic matters relating to the management of the premises in terms of its maintenance and refurbishments for the future. 
5. To work alongside the Learning Services Manager to support the continued development of the School’s extended services and activities, with particular emphasis on after school, weekends and holidays. 
6. Take a lead role in the identification and successful procurement of new sources of external funding. 
7. Actively participate in the work of the Governors’ Facilities and Governors’ Health and Safety committees, to include attendance at meetings. 
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Specific Duties (to include):
 
Fund Raising
· Actively seek additional sources of funding for the School. Take the initiative to secure financial support for specific projects by making bids for any special funding made available by central government. In addition, make application to charitable and other philanthropic associations know to support educational initiatives. 
· Make termly reports to the Head Teacher on progress.

Capital Works
· Prepare reports for Governors and SLT to seek approval for any proposed projects.
· Act as project leader/coordinator for all capital building and grounds works. Organise feasibility studies as necessary, manage/oversee the tendering process to appoint architects, design teams and contractors. Act as the School representative at design team/contractor meetings and report back to the Head Teacher, Governors and SLT as necessary. Monitor the day to day work on site and deal with any issues arising.
· Provide support as required with other capital projects including tendering.

Specific Projects
· As requested by the Head Teacher or Governors, undertake specific facilities management related projects which could include, for example, forward planning exercises, investigations into energy savings and efficiency measures, service delivery options, policy options, budget savings, value for money exercises, office space allocation, tendering processes for school contracts etc. 
· Prepare reports for the Governors, Head Teacher and SLT and make recommendations.

Security
· Be responsible for the security arrangements of the site including ensuring that staff are aware of the procedures on security and the use of alarm systems, that there is appropriate key holding management and that periodic reviews of site security are conducted and appropriate follow up action taken as necessary. 
· Investigate any breaches of security. Recommend ways of making improvements and act as adviser to the Governors and Head Teacher on security issues.
· Be the line manager with regard to call-outs in the event of break-ins and to make appropriate emergency arrangements as required including the necessary reports. 


Signature…………………………………………………………………..

Name…………………………………………………………..

Date………………………………………………………














Health and Safety
· Provide advice and guidance to on health and safety matters.
· Carry out termly inspections of the buildings and grounds and report the findings to the next meeting of the Governors’ Health and Safety Committee.
· Investigate accidents and incidents and prepare reports as required. Assess and respond to health and safety hazards. Act as the School’s contact for the Fire Officer and the Health and Safety Executive.
· Play an active role in fire evacuation duties. Act as Fire Warden and lead the team of wardens. Deputise in the absence of the Deputy Head, Learning Services.
· Ensure the maintenance of fire and other safety equipment.
· Ensure that policies and procedures for the Site Team are regularly reviewed and put into effect. 
· Carry out risk assessments (preparation and review). 
· Ensure the safe storage of any potentially harmful materials and that there is appropriate and effective signposting and labeling. 
· Hold (or undertake training for) a suitable health and safety qualification. Maintain a current First Aid at Work certificate.
· To ensure that Portable Appliance Testing is undertaken according to legislation.


Premises
· Act as principal point of contact for contractual issues with regard to premises related contracts such as those for grounds maintenance, plant maintenance and CCTV/alarm/door access. On termination or expiration of contracts organise the tendering process to make a new appointment.
· Prepare and regularly review a maintenance plan/risk assessment register relating to site maintenance for the buildings and grounds, to include regular visual inspection of all areas of the site for defects,  potential hazards and possible improvements (noting anything that may be detrimental to the desired appearance of ‘an attractive school in which it is pleasant to learn and work’).
· Ensure the School is kept clean, safe and litter free.
· Work alongside the Learning Services Manager to operate systems of staffing cover for letting and other community usage of the premises.
· Move furniture and equipment and other related tasks.
· Provide safe pedestrian access in bad weather.
· To be the client link with cleaning contract staff, ensuring that contract specification is achieved and that any errors or omissions are remedied swiftly. 
· To be responsible for the ordering of stock, checking of invoices, monitoring of budgets and checking of inventory items of all equipment and tools within the facilities management sphere of responsibility. 
· To arrange for the disposal of refuse, liaising with external contractors.
· Ensure rooms are prepared for lunches, exams and other events. 
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Budgetary Control
· Control and monitor the budgets for all facilities management areas. Report regularly to the Head Teacher and SLT immediately highlighting any budget pressures and the measures taken to deal with them. 

General Duties
· To pro-actively lead, motivate and supervise the work of the Site Team to increase knowledge, skills and performance. To include the creation of efficient work rotas.
· To be responsible for the insurance, testing, valeting etc. of the School mini-buses.  
· Be available to work flexible hours, including early mornings, evenings and weekends, as the needs of the School dictate. 
· Be prepared to provide cover, as required, for other members of the team.
· Attend meetings on request.
· Any other duties commensurate with the general level of responsibility of the post as directed by the Head Teacher, Governors or SLT.
· Hold role of Designated Premises Supervisor.
 
Other Duties:
0. To positively promote the good name of the School and actively support its aims.
0. To take reasonable care for the health and safety of her/himself and other persons who may be affected by her/his activities and, where appropriate, safeguarding the health and safety of all other persons under her/his control and guidance, in accordance with the provisions of the Health and Safety Legislation and the School’s own policies.  This will involve liaising with the Health and Safety Officer in areas of emergency such as fire drills.	
0. To exercise proper care in handling, operating and safeguarding any equipment, systems or appliances provided or issued by the School for the post-holder’s individual or shared use in the performance of his/her duties including computer equipment.
0. To be involved in the Performance Management/Personal Review procedures of the School either in the role of a reviewee responsible for continually seeking to develop professionally and/or in the role of a reviewer responsible for supporting the work of colleagues as they seek to develop professionally.
0. To support the examination process of the School in any way necessary, including invigilation duties.
0. To undertake any other tasks which may reasonably be regarded as being within the nature of the duties and responsibilities of the post defined above, subject to the proviso that any significant and permanent changes shall, after satisfactory negotiation by both parties, be incorporated into a revised job description in specific terms.
0. To support the lunchtime supervision of students when required during emergencies.   

Apart from the duties summarized in your job description, we retain the right to include other reasonable duties which are part of, and incidental, to this type of work.  For operational reasons, we also reserve the right to transfer you to alternative duties.  For this reason, it is a condition of employment that you are willing to do so, if requested, from time to time.
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The Ecclesbourne School
FACILITIES MANAGER PERSON SPECIFICATION
  
	
	ESSENTIAL
	DESIRABLE

	SKILLS
	Intellectual: can analyse problems, recognise key issues, propose relevant and workable solutions, devise means of evaluation; can argue coherently and in a manner which can be understood; has a well-developed critical faculty.
Managerial: can articulate aims, plan objectives and organise to reach them; a successful    team-worker.
Professional: can stimulate learning in others; recognises the implications for learning in organisational proposals; can communicate effectively with pupils, staff, governors and parents.
Personal: enthusiastic, self-motivated, optimistic, hard-working, honest and a strong sense of humour
Information Technology: confident in the use of word-processing, spreadsheets and/or databases.  

Hold a current driving licence. 
Hold a category C1 licence or be prepared to undertake training for. 
	 
 


	KNOWLEDGE AND EXPERIENCE
	Knowledge/experience of:
· Building trades
· Building services  - boilers, heating, lighting, sewage, plumbing.
· Organising and negotiating contracts.
· Recognised time serviced in the building trade or experienced as a facilities manager.

Sound understanding of Health and Safety regulations and practice. 

Experience of successfully leading a team and being involved in Personal Reviews. 
	 Good general knowledge of current issues in secondary education.

	QUALIFICATIONS
	Hold (or undertake training for) a suitable health and safety qualification. Maintain a current First Aid at Work certificate.

Commitment to continuing professional development.

Undertake training as Designated Premises Supervisor.
	Recent attendance on courses of professional studies relevant to this position.  

	OTHER
	Physically fit and emotionally robust; in sympathy with the aims and ethos of the school; committed to the philosophy of continuous improvement and a ‘No-Blame’ Culture.
[bookmark: _GoBack]Ability to work flexible hours.
Willingness and ability to manage own time and take full responsibility for work. 
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