[image: image1.jpg]National
Autistic
Society

Autism Specialist
Award Advanced
2022




James Rennie School

California Road

Carlisle

CA3 0BU
Premises Manager
Job Share
Accountable to:
Northern Hub Business Manager and Headteacher. 

Line Managers:

Northern Hub Business Manager 
Salary:



Grade 8 NJC 19-20 
Working hours:

22.5 hours per week, term time plus 6 weeks during school closure.
Working Pattern:
Wednesday – Friday 8am – 4.00pm 
Main Objectives:
The Premises Manager is responsible for ensuring that the school building, grounds and installations are maintained to the highest possible standards, so as to provide an appropriate, safe and secure environment for the education of the pupils and the work of all the staff.  They are expected to use initiative and to make decisions to achieve this. They will be a fully participating member of the school community and will be expected to take an active interest in the day to day running of the school and in the promotion of an environment of goodwill within the neighbourhood.  They will liaise positively with all staff, parents, local community members.

Line Manage:


Supervise All External Contractors. 

Detail of key responsibilities: 
To maintain the highest standards of professionalism, understanding that to hold the role is to represent the school, and to reflect this in terms of personal conduct both online and offline, and in dress, timekeeping, and working relationships. 

To work in a way that facilitates productivity, and that makes it easy for other people to carry out their roles and responsiblities 

To bring that same disposition of calm professionalism to the following responsiblities: 

Security and Safety

a. To take on responsibility for all aspects of site health and safety, understanding this role as a logical extension of safeguarding 

b. To be proactive in the maintenance and safe upkeep of the building, identifying issues through regular site walks, responding to issues raised by staff, and dealing with these in an efficient and timely way 

c. To undertake a termly health and safety check of school buildings and site at times negotiated with the Northern Hub Business Manager and keep appropriate up-to-date records. To initiate and follow up items identified.

d. To ensure any contractual or trades visitors to the site are fully compliant with safeguarding requirements, and to emphasise, ahead of visits, contractor responsibility in evidencing appropriate checks, and the expectation of professional conduct from any site visitors
e. To be part of the team who support emergency evacuations for fire or terror threat, and invac marshall for terror threat, etc. and ensure:  

1. full training on the requirements of the fire marshal role, and what is expected of those staff, including but not limited to competence and appropriate use of firefighting equipment, i.e. fire extinguishers, fire blankets. 

2. named fire warden staff on the school’s written plan are familiar with the fire evacuation plan and assembly points. 

3. Routine checks and inspections on all fire equipment 

4. arrange for drills, in consultation and agreement with requested by the Northern Hub Business Manager

5. Full reporting to Northern Hub Business Manager on effectiveness of evac and invac procedures, and pro-active suggestions on practical ways to improve these procedures

f. Ensure the school is fully compliant with equipment inspections, premises inspections, health and safety checks, and to take responsibility for the maintenance and upkeep of those systems, recording electronically in conjunction with the office administrator, and reporting to the Northern Hub Business Manager 

g. Maintaining a clear audit of products, the school uses, ensuring data sheets are saved and stored electronically and centrally

h. To be proactive in the adoption and implementation of any recommendations arising from (f), and ensure changes of policy, protocol and procedure are both modelled for staff, and shared with staff, in a timely and appropriate way – such as through sharing this information at staff briefing meetings 

i. To take all reasonably practical steps to prevent accidents (e.g., arranging and assisting with prompt removal of snow and ice on snow days, notification of wet floors), and being proactive in issuing rapid, effective repairs, so that known issues don’t become ‘wallpaper’

j. To unlock and check all buildings in preparation for the school day. Disarm any alarm systems. 

k. To check and secure the site including windows, exit doors and gates, and rearm the alarm system when lone working. 

l. To maintain site security during the day according to the requirements of the school, and in accordance with agreed protocols and procedures 

m. To supervise the safety of the carpark during transition times. This may include, but not be limited to: 

1. Ensure safe arrival, park up and departure of transport bringing children to/from the school site – including assisting traffic flow when leaving the site

2. To facilitate the smooth transition of pupils into the building via the agreed routes 

3. To welcome drivers / escorts, engage with any issues arising, and work constructively to resolve issues quickly and without fuss, mindful always of the presence of the children and the need for total professionalism 

n. To ensure regular testing of safety systems and procedures. This includes, but need not be limited to: 

1. fire alarm systems, fire extinguisher checks, and update logs 

2. running water and completing sentinel checks to remain compliant with legionella procedures

3. PAT testing

o. As a keyholder, to maintain scrupulous records of keys and key holders, when they are cut, who they are distributed to, ensuring that all key holders and fob holders are held on an audit, and that keys and fobs are handed back in and accounted for when a key/fob holder’s employment with the school ends

p. To ensure that combustible materials are safely stored.

q. To ensure that dangerous substances and equipment are used and stored safely, in lockable cabinets, and are never left accessible to pupils

r. To follow up on accident reporting, liaising closely with senior leaders, and taking appropriate, timely action, that deals with the issue effectively

s. To ensure school minibus safety checks are completed weekly 

t. To ensure clear contingency planning – that when not present on the site, duties and responsibilities are clearly understood, presented in written form, to those who may need to be aware of them (e.g. Protocols for safe evacuation in case of fire alarm) 

u. To ensure that, in exceptional and emergency circumstances, visitors to the site who are completing essential emergency works are supervised at all times, in the rare instance that they are unable to evidence appropriate DBS checks 

v. To be ready and available to return to the site if required, between shifts, in case of unforeseen circumstance or emergency 

2. Use of gas, electric and water 

a. To ensure that the premises are adequately heated and well lit, taking any remedial action that might be necessary. Inform Northern Hub Business Manager of any problems and action taken, or repairs made.
b. To operate plant, e.g., extended heating.

c. To make a note of repeat problems/failures, such as fuses blowing, and seek appropriate professional advice as necessary, in a timely way

d. To ensure maximum energy conservation, through timely repair, protocol change, etc. This includes reminding staff to power down PCs each day, close external doors in winter time, etc.

3.          Porterage
a. To organise the moving of furniture, staging, paper, equipment, chairs etc., paying due regard to health and safety 

b. To retrieve apparatus from hard to reach areas, such as the roof of the school 

c. To ensure deliveries are well received, and that good systems exist to ensure equipment is taken to the right part of the school, at a time and in a manner that is helpful and efficient for the school  

4. Cleaning

a. To attend to incidents when on the site, e.g., floods, spillages, sickness etc.

b. To keep all areas free of litter and debris, as far as is reasonably practicable.

c. To sweep all outside hard surface areas, as necessary. To ensure that the entrance and driveway to the school are kept clear and free from weeds and leaves.

d. To take particular care of the school site and specific areas that might be hazardous to children, when affected by snow, ice etc.

e. To ensure prevention / removal of vermin in combination with the appropriate contractors.

f. To arrange for removal of external graffiti where possible, following COSH regulations.

g. To continue to assess the site for hygiene and to ensure all methods are reviewed to include Covid Secure.

h. To ensure consistent supply of cleaning materials, hand towels, etc. in key places, working with cleaning teams (external contractor) to ensure they are aware of this responsibility in the first instance, and ensuring that stock is in place to make this possible 
5.  Hydrotherapy Pool

a.        To undertake daily tests to ensure that the pool and plant room meet with required health and safety requirements for safe use by service users.

b.        To undertake and complete the National Pool Plant Operations Certificate.
6. Monitoring

a. To ensure full compliance of any health and safety requirements placed upon the school, in a timely, transparent way, to a high standard, evidencable through organised electronic record keeping.

b. To check at regular intervals, the security of the school’s perimeter fencing.

c. To monitor regular collection of rubbish and recycling.

d. To routinely visually inspect equipment that is in regular use between agreed inspection periods, keeping records of these, e.g., playground equipment, PE equipment, ladders.

6. Repairs, Maintenance and Internal Decoration

a. To plan a schedule of maintenance, including an assessment of the duration and method of dealing with each issue, seek estimates from outside contractors where necessary and present to the Northern Hub Business Manager and, where applicable, the Executive Headteacher.

b. To complete day to day maintenance and repairs throughout the school.

c. To be motivated to research and self- learn basic maintenance skills, where this is appropriate and safe to do so. This might include, but not be limited to, the fitting of basic locks, carpentry and basic plumbing tasks 

d. To be proactive in problem solving, researching solutions, and being willing to take on this work, where appropriate and within sphere of experience and skill – and making good judgements about where to draw in other trades and specialisms

e. To undertake use of emergency glazing material and reglaze where necessary.

f. To replace fluorescent tubes, bulbs, shades, diffusers, starters as required, using appropriate access equipment.

g. To monitor free flow of guttering and remove leaves if necessary.

h. To undertake the emergency clearing of shrubberies, cutting of overhanging branches etc.

i. To draw up a decorating schedule in conjunction with the Northern Hub Business Manager, which covers both internal and external aspects of the building. External works will be likely to focus on steam cleaning or pressure washing in the first instance. 

j. To undertake some decorating, particularly during the school holidays, paying particular attention of areas of high footfall or which are prone to knocks and bumps, such as doors and woodwork

7.    Line management
a. To ensure the cleaning contractors are used to maintain and achieve a high standard of cleanliness, hygiene, and infection prevention and control. This may include, but need not limited to: 

1. ensuring ‘touch’ surfaces and contact surfaces are regularly cleaned,

2. that appropriate cleaning products are used, 

3. that the areas to be cleaned and regimen for cleaning is clearly understood; 

4. that cleaners maintain good health and safety habits (e.g. ensuring vacuum cleaner cables do not trail across corridors; different colour floor mops for kitchen/corridor/toilet areas) 

b. To ensure the grounds maintenance contractors are used in a way that prioritises areas of the site, leaves no area neglected, and where opportunity arises, improves the appearance and presentation of the site 

c. To monitor and supervise visiting contractors and workmen on site. Contractors must be appropriated vetted before entering the school site, and the premises manager must establish this with them at the time any appointments are made 

8. Other uses of the site: Holiday Clubs, Saturday Clubs, Lettings / Marketing

a. To manage the site during holiday periods in such a way that other site functions can continue whilst essential maintenance is carried out, understanding that pupils and staff will be present for at least part of this time

b. To facilitate the safe arrival and departure of groups such as youth clubs who use the school site on some Saturdays. If necessary, and in liaison with family services, to provide cover on the site for the duration of the club 

c. To prepare the required parts of the site in accordance with Lettings Regulations.

d. To undertake security supervision on site throughout the duration of the Letting, unless an authorised person has been delegated and has accepted responsibility during the let.

e. To undertake security and cleaning of the premises on completion of the Letting, as necessary, with additional payments as necessary.

f. Lettings may be out of hours; appropriate payment is arranged during these periods.

9. Administration

To attend to all aspects of administration relating to the responsibility of the premises, which will include:

a. To be responsive to needs identified by the school, prioritising tasks and giving timescales, in consultation with the Northern Hub Business Manager 

b. Obtaining the appropriate number of quotes from contractors in conjunction with the office team, agreeing a quote in consultation with the Northern Hub Business Manager, supervising contractors to ensure they carry out their work safely and to a satisfactory standard. 

c. Communicating with contractors and resolving any problems that may arise during the course of the work. 

d. To be proactive in helping the Northern Hub Business Manager procure the best tradespeople for each job, without favour, considering both overall cost and value for money, being willing to work with new trades and organisations when need arises. 

e. Ensuring all contractors, including those attending the site routinely to complete SLA’s, understand the need for appropriate DBS checks, are providing that evidence prior to attending the site, and sharing this information with the admin team so that SCRs remain reliably up to date

f. Raising and following up maintenance requisitions.

g. Being an active participant in regular monitoring meetings, by bringing or contributing to the agenda, reporting on progress, keeping track of agreed actions, and reporting on progress towards those actions at each meeting.  The times and dates to be agreed with Northern Hub Business Manager. Regular meetings will include, but need not be limited to: 

1. School/Trust Health and Safety management plan 

2. works requiring attention

3. works ongoing

4. invoicing 

h. Maintaining the register of dangerous chemicals used for maintenance and cleaning purposes, and ensuring all such chemicals, including those used by contractors (e.g. Cleaners) are tidied away and locked away from children 

i. Maintaining an up-to-date inventory of school tools and equipment, and notifying the Northern Hub Business Manager when new equipment needs to be purchased or replaced

j. Ensuring the school’s compliance calendar is updated with routine checks, inspections, and that office staff are notified of planned for site visits in conjunction with the office administrator
k. Ensuring scrupulous electronic record keeping, including but not limited to: 

1. Inspection reports

2. Actions arising, actions outstanding, actions completed

3. Tasks requiring attention as raised by staff

4. Health and safety records 

10. CPD, Professional and Training 

a. To be responsible for the upkeep of own mandatory, advisory, and worthwhile training, ensuring this does not lapse. 

b. To fully engage with performance management processes of the school.

PERSON SPECIFICATION                 

Premises Manager
E = Essential
D = Desirable
How identified: Application Form = (AF); Interview = (I); References = (R)
Personal Characteristics 

To represent the school’s values well to all stakeholders, remaining calm, professional, courteous and organised, at all times, and to build good, effective working relationships with staff in the school 

To manage workload well, understanding the requirements to balance planning, organising, researching, and completing tasks on behalf of others 

To be pro-active in raising and seeing through actions for attention

Qualifications and Experience 
1. Hold recognised training/qualifications associated with premises management (D) (AF) 

2. Significant experience or skills in a trade  (E)(AF)

3. The ability to understand and apply regulations such as health & safety, manual handling, COSHH, Legionella etc (E) (AF)

4. The ability to operate and understand electrical/mechanical systems (E) (AF) (I)

5. Risk Assessment experience/qualification (E) (AF) (I)

6. Competent at basic building repairs and maintenance (E) (I)

7. To be able to use small industrial, electrical and mechanical equipment (E) (AF)

8. Staff management experience (D) (AF) (I)

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

Ability, Skills, Knowledge 

1. Ability to perform the physical tasks required by the post including lifting, carrying and pushing various equipment to undertake the duties of the post (E) (AF) (I)

2. Good communication skills (E) (AF) (I)

3. Excellent numeracy and literacy skills (D) (AF) (I)

4. Good IT skills (D) (AF) (I)

5. Sound planning and negotiating skills (E) (I) 

6. Ability to gather information, analyse data and problem solve (E) (I) 

7. Ability to manage own time effectively and demonstrate initiative including establishing priorities (E)  (I) (R) 

8. Ability to prioritise and manage workflow whilst maintaining a flexible approach to respond to urgent requests (E) (I)

9. Display a conscientious and logical approach to the variety of tasks necessary for the smooth running of the school (E) (I)

10. Ability to manage people directly and indirectly (E) (I) (R)

11. Ability to adapt to changing and conflicting demands (E) (I) (R)

12. Ability to be flexible and work as part of a team or individually as required (E) (I) (R)

13. Ability to demonstrate an understanding of children (E) (I)

14. Ability to contribute to the life of the school (E) (AF) (I)

15. Ability to adhere to the school’s policies and procedures and most importantly the equal opportunities policy, child protection policy and all health & safety related policies (E) (I)

16. Ability to comply with Health & Safety regulations to ensure that all duties are carried out safely (E)(I) (AF)
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