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Job description

	Job title
	Premises & Safety Manager

	School
	Ilford County High School

	Reports to
	School Business Leader

	Salary
	LBR 10 -£40,833-£42,840

	Hours
	· 36 Hours
· 52 Weeks per year 


	Responsible for
	Premises team x3

	Purpose of job

	We are seeking to appoint an enthusiastic and committed Premises and Safety Manager with knowledge of building and property management. Line managed by the SBL, the post holder will proactively manage, through a team of three site staff, the security, cleanliness and maintenance of the school and associated sites along with the management of school lettings. You will also be responsible for the Health & Safety Management of the school. The postholder will ensure compliance with legislation and policy and assist the SBL in the development of school facilities with a view to increasing and/or improving provision. This role incorporates a range of reactive and scheduled work, therefore attention to detail and a ‘can do’ attitude are a must.


	Main duties and responsibilities 

	•As a Manager within the Operations team, the Post-holder is required to display a calm,

helpful and efficient disposition with a solution focused approach and a can-do attitude,

whilst always promoting a professional image and will:

• Provide a high-quality Premises and Project Management support to the school;

• Oversee the Premises staff, ensuring school is safe, warm/cool, and clean for students and staff at all times;

• Oversee contracts/contractors to ensure compliance and value for money

• Act as ‘Competent Person’ for Health & safety

Principal Accountabilities:

A Management Responsibilities

B Oversight of Premises

C Health and Safety
Management responsibilities

1. Manage the Health and Safety at Work Regulations and take reasonable care for the health & safety for everyone onsite

2. Manage the Premises Team (including cleaning and lettings staff), to ensure that there is always

sufficient staff on site to provide for the day-to-day requirements and respond to any premises

matters arising. Manage out of hours cover, investigate and respond to emergency call-outs as

needed.

3. Responsible for efficiency of all maintenance contracts and utility provision;

4. Key Holder and Officer in charge of site security, locking up school on a rota basis;

5. Maintain excellent electronic records;

6. Proactively research updates and relevant changes to legislation and good practice and advise

SBL of actions arising;

7. To be an alarm contact person responsible for back-up/support and helping with out of hours

problems, alarms etc.

Oversight of Premises

1. Monitor and prioritise tasks list and monitor the progress/completion of tasks, ensuring all

maintenance requests are logged on Every system and carried out in a professional and timely

manner;

2. Liaise with companies/contractors for all maintenance contracts, ensuring efficiency, value for

money and safe working practices are in place, including operating a permit to work system

ensuring all safeguarding requirements are met;

3. Approve and monitor daily maintenance and repairs across whole school site e.g. lifts, kitchen

equipment etc;

4. Ensure all statutory checks are carried out and logged 

5. Ensure all contracts are managed 

6. Ensure asset management records are accurately maintained;

7. Co-ordinate and assist with relocation of furniture across offices/classrooms (some manual

handling required);

8. Co-ordinate the set-up of furniture for whole school events/parents evenings etc. in collaboration with the site supervisor;

9. Ensure that risk assessments and management plans are up to date for the whole school and implement any action plans to rectify any deficiencies identified;

10. Attend internal and external meetings as determined by the SBM
11. Manage and oversee monitoring of school site e.g. refuse, heating and lighting systems on daily rounds, turning heating and lighting on and off when appropriate and picking up rubbish;

12. Undertake a weekly site walk with SBM to record issues and plan resolutions;

13. Act as contact person for emergency services when required;

Security:

1. Act as Manager in charge of site security;

2. Ensure site is secure and monitor site walks, addressing and resolving issues arising in a timely

manner;

3. Ensure all alarms are serviced and in good working order;

4. Investigate any security concerns and refer or resolve;

5. Access management –maintain fob access around school;

6. Act as Responsible Officer for keys, ensuring SLT/ appointed key-holders have full instructions for Lock –up;

7. Undertake unlocking/locking of school premises on a rota-basis, including occasional weekends and school holidays 
Fire and Evacuation:

1. Act as Chief Fire Marshall;

2. Ensure procedures and plans are accurate and up-to-date;

3. Ensure equipment is maintained;

4. Ensure signage around the school is accurate, current and H&S compliant;

5. Plan annual fire training and fire Marshall training and maintain accurate records;

6. Undertake weekly fire alarm tests with premises staff, to ensure safety and maintain records;

7. Undertake fire drills, ensuring fire marshal roles are fulfilled and any problems resolved;

8. To ensure Lockdown procedures are up to date, circulated and regular drills are carried out.

	General 

	Attend and participate in relevant meetings, training and other learning activities and performance development as required.

Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.  To demonstrate an understanding of and a commitment to equal opportunities and diversity and to the standards of customer care.

Be responsible for own health and safety, as well as that of colleagues, pupils and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management.

Duties and responsibilities of the post may change over time as requirements and circumstances change.

All schools and services in Redbridge are committed to safeguarding and promoting the welfare of children and young people. Therefore, all workers and employees within Redbridge are expected to share this commitment.
The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder.
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Person specification

	Job Title
	Premises & Safety Manager
	Grade
	LBR 10

	School
	Ilford County High School

	Education and Qualifications:
· Good general standard of education to ‘A’ level / NVQ level 3 standard or equivalent or

       substantial successful experience in a similar role

· Accredited H&S Competent Person, or working towards NEBOSH certificate/Diploma
· Project Management experience, experience with working within compliance, H&S or evidence of basic practical competencies: plumbing, electrics, carpentry, low-level handy-person skills, IOSH certification.
· First Aid

	Experience/Knowledge/Skills:
· Have an awareness of health and safety issues within the school environment

· Understanding of relevant polices/codes of practice and awareness of relevant legislation.

· Commitment to and understanding of Equal Opportunities.
· Ability and experience to undertake DIY tasks

· Good communication skills written and verbal

· Good organisational skills

· Good level of skills for Microsoft packages (Word, Excel, PowerPoint etc.)

· A positive role model of professional practice and conduct of others

· Good working knowledge of heating, cooling, security and plant systems

· Working knowledge of Data Protection and Confidentiality 

· Ability to relate well to pupils and adults.

· Able to work constructively as part of a team, and responsibilities and your own position within these.

· Appropriate knowledge of first aid.

· Ability to identify own training & development needs & cooperate with means to address these 

· Ability to work independently and take initiative when appropriate

· Ability to pay close attention to detail

· An understanding of the necessity for maintaining strict confidentiality

· Resourcefulness, enthusiasm, patience 

· Understanding of professional boundaries/child protection procedures
· Flexible approach and positive attitude towards work

· Punctual and reliable

· Ability to adapt to changes in the workplace


	Other job requirements:

· Enhanced DBS check.

· Flexible in approach and attitude

· Willing to undertaken training
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