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Purpose
The purpose of the Facilities Manager is to contribute to the smooth running of the school site by organising and managing areas of responsibility including: cleaning, repairs & minor maintenance works, undertaking effective supervision, caretaking, health and safety and security of the site.

Key Accountabilities


· To comply with all Health & Safety issues and other reasonable instructions and to rectify and/or report on any Health and Safety issues that need to be addressed and carry out risk assessments as required.
· To record and monitor all maintenance work completed and to deal with associated correspondence and to take appropriate action. To refer the matter to the Business Manager where necessary
· To make arrangements for the carrying out of routine procedures or inspections on ancillary equipment, e.g. checking automatic pumps and areas subject to flooding, maintenance of batteries etc.
· To have the day to day responsibility for ensuring that the following service systems are functioning effectively and be able to deal in an appropriate manner with any breakdown in these services:
1. Electricity
2. Gas
3. Water
4. Telephone
5. Fire and Security alarms
6. CCTV
· To carry out first line repairs and maintenance within the capability of the job holder and following appropriate risk assessments. (This job is not an exhaustive list and there may be other duties that the job holder would be reasonably expected to undertake)
1. Re-decorating
2. Plumbing work (e.g. involving simple installation and maintenance work, etc.)
3. Basic carpentry (e.g. repairing items of furniture, locks on doors, etc.)
4. Re-glazing work below 2 metres (e.g. replacing smaller windows, re-beading or re- puttying glass panes, internal and external etc.)
5. Basic electrical work (e.g. changing of plugs and bulb fittings etc._)
6. Plastering work (e.g. repairing cracked or broken plaster, making good damaged walls, etc.)
7. Fencing and boundary repairs (e.g. mending broken fencing panels or stakes, repairing holes in chain link fences etc.

· To be responsible for the premises so that adequate temperatures are maintained in the buildings and an adequate supply of hot water is available
· To carry out frost precaution measures and other seasonal checks

[bookmark: Supervision]Supervision
· To act as the school’s first line client inspector for cleaning. To oversee and ensure that all work is completed in accordance with the cleaning standards, methods and specification and to take appropriate action where necessary
· To agree, under the direction of the Business Manager together with the contractor, any necessary variations to the
cleaning of premises and grounds to meet the needs of the school
· To act as the main point of contact for all external contractors and to ensure that all work is done at the direction of the school, in accordance with the standards and contract arrangements
· Provide appropriate induction and training of cleaning staff;
· To plan own work and that of cleaning staff, particularly in school holidays. To deal with any issues relating to the supervision of the staff and where necessary liaise with the contractor and/or the Business Manager/Headteacher;
· To ensure that all contractors and visitors to the school are aware of the school procedures and to act as the main point of contact for any queries. Records must be made and retained for all contractors and visitors to the school;
· Supervision of the facilities co-ordinator.

Health & Safety



	· To work under the direction of the Business Manager and ensure the implementation and compliance of appropriate codes of practice and health and safety legislation throughout the school.

	· To monitor the appropriate health and safety procedures in use in the school and report any issues to the Health and Safety Officer for the school.

	· To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the working environment

	· To undertake, under the direction of the Business Manager, risk assessments, action plans to support Health and Safety procedures.

	· To be responsible for ensuring that all risk assessments and other appropriate measures are taken in accordance with the COSHH Regulations with particular regard to cleaning/maintenance supplies. Strict control must be made for chemicals and COSHH
documentation must be carried out and logged at all times.

	· To be responsible for carrying out regular health and safety inspections, including the monitoring and logging of fire alarm tests, emergency lighting checks, water treatment tests
and ensure up to date records are kept

	· To undertake Health and Safety training as appropriate, and to ensure that appropriate training is given to cleaning staff.

	· To deal with spillages, including the removal of bodily fluids, using safe handling techniques.

	· To be responsible for the temperature readings and weekly check of water management within the school.
Security
· To act as the first point of contact for all queries relating to the security of the premises and grounds, and where appropriate refer to the Business Manager / Headteacher
· To act as main key holder and carry out security procedures for the premises and grounds.
· To be responsible for the whole school premises, its content, pupils and staff, and other authorised users
· To be responsible for the routine and non-routine opening and closing of premises
· To respond to calls outside normal working hours as a result of break ins, fire alarms etc, and/or setting of the burglar alarm.
· To liaise with members of the contracted security company as necessary and upkeep documentation of security system and visits by security patrols
· To provide access to the premises and grounds in the event of snow, minor flooding or similar
emergency situations




	· To prevent unauthorised access onto the premises or grounds and to take appropriate action where necessary
· Monitor people on the school premises.

	Cleaning
· To act at the first point of contact for all queries relating to the cleaning of the premises and grounds, and where appropriate refer to the Business Manager
· To organise and manage the work of the cleaning team, particularly in school holidays;
· To ensure the school premises and furnishings are cleaned in accordance with expected standards, methods and specifications.
· To undertake as required, cleaning, washing, sweeping, vacuum cleaning, emptying of bins, polishing and dusting of areas, clearing pathways etc.
· To clean, as required, at height including vertical surfaces, walls, doors and partitions, including cleaning glass and working off steps/and or step ladders, moveable towers and scaffolding.
Lettings
· To be responsible for the processing and management of school lettings
· To prepare the school for out of school activities and clear up after these activities, in preparation for normal day to day school life.
· To be available to cover lettings during the week and at weekends, including out of hours, if required.
· To make out weekly timesheets and claims for lettings and complete all necessary paperwork for administrative purposes, under the direction of the Business Manager.
Administration
· To be responsible to the Business Manager/Headteacher about matters of concern affecting the premises and school, including documenting issues that arise. To report to the Business Manager on a regular basis about premises and grounds’ matters.
· To liaise with stakeholders on general maintenance matters.
· To ensure all paperwork is completed as required for Health and Safety, securing, maintenance and weekly checks.
· To monitor the supplies and materials at the school and anything else that the school may need in terms of the premises and grounds. To be responsible for the purchase of materials, supplies, equipment, furniture etc in conjunction with the Business Manager.
· Manage costs in alignment with budget following the school’s purchasing policy.
· Maintain facilities and Health & Safety records and ensure relevant folders are up to date.
Traffic Management
· Picking up and dropping off times.
Other Duties
· To be responsible for the delivery of furniture, materials and other goods and store them in a safe place
· To undertake any necessary porterage duties to transport stores, furniture and equipment around the premises including managing and handling deliveries, in line with the manual handling policy.
· To ensure that all Site Manager equipment and tools are maintained in a safe working condition and environment.
· To review working practices to ensure that they accurately reflect the needs of the school, within the standards and guidelines set.
· To encourage and ensure that the school also works towards energy conservation in its use of electricity, gas, water.
· To complete school based induction and any subsequent training which may improve development and performance.
· To take part in the school performance management system.
· To work the under the direction of the Business Manager / Headteacher and to work flexibly within the framework of the duties and responsibilities defined. This means that the post




holder may be required to carry out work that is not specified in the job profile, but which is within the remit of the duties and responsibilities
· Staff in schools work subject to statute and many policies and procedures. The job holder will be expected to become familiar with these and work in accordance with them.



Person Specification

	
	ESSENTIAL
	DESIRABLE

	


QUALIFICATIONS
	The ability to undertake general repairs/refurbishment at ‘DIY’ level and security experience.
Knowledge of electrical, mechanical and building structures.
Ability to identify harmful or potentially harmful conditions practices/procedures with general areas of responsibility.
Ability to liaise with repairmen/contractors.
	

	SKILLS
	Intermediate IT skills (including knowledge of Microsoft
packages).
	

	PERSONAL QUALITIES
	Good interpersonal skills with the ability to liaise with all members of staff, contractors and visitors.
Good team member, aware of the needs of others
Flexible approach to working hours and duties where appropriate
	



Key Stakeholders

Internal – Communicating and consulting with staff and parents.

External – Communicating and co-operating with persons or bodies outside the school.


Signed………………………………………………………Print Name………………………………………………

Date………………………….
