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	PFM Compliance and Site Officer
Beechwood School

	Responsible to:                 
	Deputy Headteacher / Trust Business Manager 

	Main purpose of the job

	To lead the school's operational compliance functions, ensuring that the PFI contractor delivers services in accordance with contractual standards and that the school remains safe, compliant and fully operational.
The postholder will act as the school's principal liaison with the Facilities Management provider, monitoring performance across site services, statutory compliance, health and safety and contracted services. They will support GDPR compliance and contribute to the efficient day-to-day operation of the school.
This is a varied role requiring excellent organisational skills, sound judgement and the ability to build effective working relationships with colleagues, contractors and external agencies.


	Key Responsibilities

	PFI Contract and Facilities Performance
· Act as the school's day-to-day liaison with the PFI Facilities Management provider.
· Monitor the delivery of contracted services, ensuring performance standards and contractual obligations are consistently achieved.
· Identify, record and escalate service failures where standards are not met.
· Work collaboratively with the Facilities Management provider to resolve operational issues promptly.
· Monitor planned preventative maintenance, reactive maintenance and lifecycle works to minimise disruption to the school.
· Support the planning and delivery of refurbishment and construction works, ensuring operational requirements are considered.
· Monitor the performance of contracted services including cleaning, catering, security, grounds maintenance and building services.
· Ensure safeguarding requirements are met by all contractors working on site, including the verification of appropriate DBS clearance where required.
· Work alongside the Headteacher with the catering provider to promote healthy food choices and maintain a high-quality catering service.
Health, Safety and Compliance
Lead the school's operational Health and Safety arrangements by:
· Acting as the school's designated Health and Safety Coordinator.
· Acting as Fire Safety Officer and coordinating all fire safety procedures in addition to shelter in policy and procedures
· Maintaining the school's Health and Safety Policy and associated procedures.
· Coordinating statutory inspections and ensuring all compliance documentation remains current.
· Arranging and monitoring risk assessments across the school.
· Maintaining systems for reporting, investigating and monitoring accidents and near misses.
· Coordinating regular fire alarm tests and evacuation drills.
· Leading and supporting the school's Fire Warden Team.
· Monitoring contractor compliance with Health and Safety requirements.
· Ensuring appropriate COSHH arrangements are maintained.
· Preparing compliance reports for Senior Leadership, Governors and Trustees.
· Liaising with external agencies where required, including the Health and Safety Executive.
· Promoting a positive health and safety culture throughout the school.
GDPR
Support the Deputy Headteacher in maintaining the school's GDPR compliance by:
· Administering the school's GDPR management system - all information to be updated on GDPR data Sentry
· Regulatory Compliance & Strategy: Monitor internal compliance with data protection laws, draft policies, and advise senior management on privacy risks. 
· Data Subject Rights: Oversee subject access requests (SARs) and ensure all data queries (e.g., data deletion or rectification) are resolved within legal timeframes.
· Training & Awareness: Produce and deliver compliance training to employees to build a robust culture of data protection.
· Breach Management: Coordinate with the IT/Information Security teams to manage data breaches, including leading reporting procedures and remediation. 
· Record Keeping: Maintain comprehensive Records of Processing Activities
Operational Support
· Maintain the school's key management system.
· Coordinate access arrangements for contractors and visitors where appropriate.
· Support procurement relating to operational services.
· Assist in maintaining operational records and compliance documentation.
· Contribute to emergency planning and business continuity arrangements.
· Produce reports for Senior Leaders, Governors and Trustees as required.
· Take responsibility of the school Minibuses (insurance, servicing, cleaning etc.)
· Oversee the school lettings during the school day
· Check the receipt and content of parcels from the Purchase Orders received from the Finance team, and instruct the FM provider for their distribution to the relevant departments across the school
· Support wider operational activities across the school as required.
General
The postholder will be expected to undertake other duties appropriate to the grade and nature of the post as may reasonably be required by the Headteacher or Trust.
The Trust is committed to safeguarding and promoting the welfare of children and young people. The successful applicant will be required to undertake an enhanced DBS check and all pre-employment safeguarding checks.
The Trust is an equal opportunities employer and welcomes applications from all suitably qualified candidates.

	Confidentiality

	During the course of your employment you may see, hear or have access to, information on matters of a confidential nature relating to the work of Beechwood School or to the health and personal affairs of students and staff.  Under no circumstances should such information be divulged or passed on to any unauthorised person or organisation.  

	Data Protection

	During the course of your employment you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 2018 (DPA 2018).


	Safeguarding Children

	In accordance with the School’s commitment to follow and adhere to the Department for Education’s guidance entitled “Working together to safeguard children” and Keeping Children Safe in Education and all other relevant guidance and legislation in respect of safeguarding children, you are required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people in the School.  You will also be required to have satisfactory Enhanced DBS clearance.


	Health and Safety

	You are required to comply with the school’s Health and Safety policy at all times.
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