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The Links Academy
Job Description

	Name: 
	Date: 

	Job Title: Premises Manager

	Job Purpose:   Day to day management of site and grounds 

	Salary Grade: H5
	Hours:   Full Time: 37 hours per week 52 weeks

	Line managed by: School Business Manager
	

	
Purpose of the Role: 

Responsible for the security of the premises across both sites and related Health and Safety, maintenance and cleaning within the School and providing an appropriate environment for students to work and learn.



	
Main duties of responsibility:

· Complete daily, weekly and termly H&S checklist inspections and file in H&S file.
· Complete termly ladder checklist inspections and file in H&S file.
· Ensure that copies of the hazard data sheets are available in a central register.
· Ensure that any contractors visiting the site are shown and appropriately use the asbestos register and that it is duly authorised.
· Ensure that any contractors visiting the site are made aware of the school policy in relation to smoking, of the fire evacuation procedure and park in a designated area.
· Obtain risk assessments and method statements from 3rd party contractors prior to them starting work on site.
· Operate a permit to work scheme for all contractors and ensure that all contractors are in possession of a permit prior to starting work and have the appropriate DBS.  Continuously monitor compliance with H&S regulations.
· Responsible for contractors whilst on site and ensure work is completed to the required standard, co coordinating projects where appropriate.
· Ensure that the fire alarm is checked weekly and a record of the test maintained.
· Ensure there is a fire drill each term and a record of the test is maintained.
· Ensure that the emergency lighting is checked monthly and a record of the test maintained.
· Ensure that firefighting equipment is checked weekly.
· Ensure the sites are checked weekly for any possible H&S hazards and any issues are recorded in the site diary and reported to the School Business Manager.
· Responsible for weekly health and safety checks of buildings, grounds, fixtures and fittings, (including compliance with fire safety regulations) and equipment.

· Responsible for regular maintenance checks and follow-up actions.
· Manage the Schools maintenance requirements to support a regular and cost effective maintenance programme.
· Maintain a director of contractor – contacts, emails and telephone numbers to be kept in SBM’s office.
· Ensure that the water temperature checks are completed fortnightly and records kept.
· At the start of each term or half term all taps and toilets are flushed through.
· Ensure all school vehicles are checked weekly and records kept.
· Ensure the insides of all vehicles are cleaned each week.
· Ensure that the site is secure and that entrances and exits are monitored throughout the school day.
· Ensure that the school is properly prepared for use during inclement weather.
· Monitor the condition of site buildings and grounds to ensure that appropriate standards are achieved and any issues are recorded in the site diary and reported to the School Business Manager.
· Ensure affective risk management, for example, in H&S and in the management of third party service contracts.
· Know about risk assessment tools and how to use them to establish hazards within the school and the associated risk involved.
· Ensure that the planned maintenance programme for the school is understood and implemented.
· Manage and monitor affectively the lettings of the site, including all rooms and external areas.
· Responsibility for the coordination of lettings and seeking opportunities to maximize bookings.
· Undertake cleaning duties (for instance graffiti removal, picking up of litter etc.) on a daily basis.
· Manage the provision of alarm systems and CCTV.
· Lock/unlock school buildings and areas.
· Ensure the buildings are cleaned to the agreed standard by monitoring the contract cleaning staff on site.
· Act as a designated key holder, providing out of hours, holiday and emergency access to the school site.
· Arrange for general maintenance within specialist areas such as heating, lighting and plumbing to ensure safe and effective operation.
· Purchase premises related equipment and supplies within agreed budget.
· Responsible for the regular checking and operation of systems such as heating, cooling, lighting and security (including CCTV and alarms).
· Undertake risk assessments, ensure compliance within the school with all health and safety responsibilities for example COSHH, ladder, asbestos, legionella and asset register.
· Liaise with other school staff/departments on premises issues.
· Monitoring utility usage and taking action to reduce expenditure where appropriate.
· Any other duties as requested by SLT.



Knowledge:

NVQ level 2 (or equivalent)
Minor DIY repairs and maintenance 
Level 1 Safeguarding / Awareness of keeping children safe
Awareness of Control of Substances Hazardous to Health (COSHH)
Working knowledge of Health and Safety at Work 
Working knowledge of policies and procedures
Knowledge of legionella and asbestos  testing
Understanding of the Schools Ethos, Vision and Values
Manual Handling


	Competencies:

Communication (written and verbal)
Listening 
Team working 
Monitoring 
Planning and organising 
Flexibility
Customer service


	General:

To take part in:
•	Professional development training.
•	School performance management process.
•	Any other reasonable duties as requested by members of SLT.





EQUALITIES
Be aware of and support differences and ensure that the academy’s equalities and diversity policies are followed.
HEALTH AND SAFETY	
Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.
CRIMINAL RECORDS BUREAU
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.
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ADDITIONAL INFORMATION
The post holder is required to contribute to and support the overall aims and ethos of the Academy.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the academy’s’ policies and practices.
The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
Behaviour management training and an induction process will be included for all staff. All staff will be trained through the Hertfordshire ‘Steps’ programme and this is integral in the support and management of the young people on site and in schools.
The post holder is required to work across both Links Academy sites.
CONTACTS
The post holder works directly with teachers, specialist support workers, instructors, support staff and young people and has routine and regular contact with parents and carers and with external agencies.
KNOWLEDGE, EXPERIENCE AND TRAINING
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
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