
 
 
 
 
 
 
 
 

 
 
 

 
  
 

Facilities Manager 
 

Venture Academy, Henley-in-Arden, Warwickshire 
 

Recruitment Pack 
 

  



 

Recruitment Advertisement 
Teacher 

 
Job title: Facilities Manager Reference No(s)  
Salary: Scale D-E, points 26-32 

£21,579 - £25,604.83 
Location: Henley in Arden, Warks 

Hrs of Work: 30 hrs a week Days of work: Mon – Fri 10:30am – 5pm 
Start Date: TBC Interview Date: TBC 

 
We are currently recruiting for an organised, efficient and innovative Facilities Manager to join this new and 
exciting school, this is an opportunity to be part of something very special as we continue our journey to 
become a centre of excellence.  

The Role 

Reporting to our Business Manager, you will have overall responsibility for the site’s security, cleaning, 
building and grounds maintenance. You will oversee health and safety of the site ensuring that all planned 
preventative maintenance is carried out in a timely manner. You will line manage a facilities team and 
ensure that the academy maintains high standards of presentation, repair and cleanliness. You will work 
with the Business Manager to develop schedules of maintenance work to be carried out, agree budgets 
and negotiate preferred rates with contractors. 

About You 

You will ideally be undertaking a similar role with experience of facilities management either in the private 
and public sector to include demonstrative experience of building maintenance and repairs. You will have 
the relevant knowledge of regulatory bodies relating to facilities and the associated health and safety to 
include writing Risk Assessments. You will be an effective communicator both written and verbal and in turn 
be a confident negotiator. We need someone who will have a commitment to ensuring that all work that is 
carried out is undertaken to a very high standard. 

Due to the size of our school we require the right candidate to be reactive and operational as well as 
organised and compliance focussed. You will need to be prepared to take a hands on approach to tasks 
throughout the school. 

You will also need to be able to work on your own initiative, able to prioritise your workload effectively and 
you will need to be able to work flexibly during the school holidays in line with contractor management. 

You need to be sensitive to the needs of children and young people with learning disabilities and have an 
attitude towards others based on respect, dignity and equality. 

Benefits 
 
In return, we can offer you a competitive salary, Teacher Pension Scheme, Cycle to Work scheme (upon 
successful completion of probation period), an Employee Assistance Programme to support your health 
and wellbeing and full induction, training and career opportunities. 
 
MacIntyre Academies Trust is committed to safeguarding and promoting the welfare of children, young 
people and vulnerable adults.  All positions will require an enhanced Disclosure and Barring Service check 
and registration with the DBS Update Service together with all other relevant recruitment checks including 
obtaining references.  This post includes engaging in regulated activity relevant to children and  is exempt 
from the Rehabilitation of Offenders Act, 1974 and the amendments to the Exceptions Order 1975, 2013 
and 2020.  Further information about filtering offences can be found in the DBS filtering guide: DBS filtering 
guide - GOV.UK (www.gov.uk)  It is an offence to apply for this role if you are barred from engaging in 
regulated activity relevant to children.  Referees will be asked to assess suitability of candidates to work 
with vulnerable adults, children or young people and will be verbally verified.   Individual Safeguarding 
Policies for our Academies can be found on our website under ‘Essential Information’ and candidates will 
be asked about this as part of the recruitment process. 
 

http://www.gov.uk/


*Salaries are based on Full-Time-Equivalent and are pro-rata for part time roles.  Salaries are dependent on 
experience with option of additional hours through the extended school provision. 
 

 
When completing the application form please account for all your time since leaving full time education 
including part-time, voluntary, travelling and independent work – explaining any gaps.  
You must also ensure you complete the section relating to previous criminal convictions and sign the 
application form.  
 
Pre-Interview checks /References  
Details of two referees must be provided on the application form including full postal address and an email 
address. Referees must know you in a professional capacity and should be well placed to comment on your 
suitability for the position for which you are applying. One should be your current or most recent employer. 
References will be obtained if you are short listed for interview for consideration during the selection 
process unless you specifically state you do not wish this procedure to be adopted. We also reserve the 
right to approach any previous employer listed on your application form. We will ask previous employers to 
provide information on your suitability to work with children and any disciplinary offences, allegations and 
investigations, including expired offenses.  
Please note that the school may conduct a social media check on applicants invited for interview.  
 
Interviews  
You will be given the opportunity to tour the school and meet members of the team that you would be 
joining which will help you decide whether you would be happy working as part of the school’s team.  
Full details of all the selection activities will be provided in the letter inviting you to interview.  
 
The Asylum & Immigration Act 1996 and the immigration (Restrictions on Employment) Order 2004 require 
employers to establish that an individual is entitled to work in the UK prior to that person commencing 
employment. This entitlement must be evidenced at interview stage and a copy will be retained once a 
formal offer has been made and accepted. You will be therefore asked to bring documentary evidence of 
your identity to interview as evidence of your right to work in the UK such as passport, national insurance 
card or work permit. If applying for a teaching post, original documents confirming your educational / 
professional qualifications will also be required.  
 
Equalities  
Venture Academy is committed is to promoting equality and diversity in the education of our students and 
the employment of our staff and to avoiding unlawful discrimination in employment, the delivery of our 
service to students and interactions with our other customers.  
The school will avoid unlawful discrimination in all aspects of employment including recruitment, promotion, 
opportunities for training, pay and benefits, discipline and selection for redundancy.  
Job descriptions and Person specifications will be limited to those requirements that are necessary for the 
effective performance of the job. Candidates for employment or promotion will be assessed objectively 
against the criteria of the job, taking into account any reasonable adjustments that may be required for 
candidates with a disability.  
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Our Vision and Ethos 

 
We believe all children and young people, regardless of disability or difficulty, deserve the best education 
possible.  We want our pupils to be ambitious for themselves and we need to be ambitious on their behalf. 
Therefore our aim is to deliver an ‘outstanding’ school with outstanding outcomes. Our school welcomes the 
involvement of families, keeping education individualised to each child/young person. Venture Academy 
provides a healthy, safe and enjoyable environment, with excellent teaching and learning with a focus on 
high quality personalised education and positive behaviour support.  It will continue to evolve according to 
local needs.  

Venture Academy is delivered in close partnership with Warwickshire County Council and South 
Warwickshire Academy Trust to establish solid partnerships with all local stakeholders to ensure we provide 
innovative and child centered education to local children/young people and their families.  Many of the 
children and families may have struggled to access facilities and services successfully due to the complex 
needs of their children or other factors and it is anticipated that Venture Academy will extend the breadth of 
appropriate local services. By understanding and responding to the current and future requirements of local 
young people, our aim is that the academy will be a center of excellence within Warwickshire, with a national 
reputation. 

The main aims of the Academy are to: 

• Improve outcomes and life chances for children and young people; 

• Raise aspirations of both students and staff aspirations for their students; 

• Support children back into mainstream schools where appropriate; 

• Ensure better transitions, destinations and opportunities after school; 

• Accelerate progress in literacy, numeracy as well as a broad and balanced curriculum;  

• Operate a school which is environmentally sustainable and financially secure; 

• Strengthen community cohesion by being a keystone within the local community; 

With a curriculum that focuses on developing academic potential, social, vocational and life skills, we want 
every child to achieve his or her full potential. The academy’s curriculum is motivational and will make 
connections.  Learning is practical, will feel ‘real’ and relevant and builds on young people’s strengths.  To 
achieve this, learning happens in a wide variety of spaces including the local community, the school grounds 
and in specialist technology spaces.  Through engaging projects young people access a broad and balanced 
curriculum including developing the literacy and numeracy skills which will help them to succeed in their adult 
life.  

Supporting young people to improve their own well-being, particularly their communication, social, emotional 
and mental health needs, is central to the school curriculum.  This includes learning to build positive 
relationships, being active, contributing positively to their school and local community, broadening 
experiences and learning to understand and shape their own emotions.  We have a holistic and non-
judgmental approach to supporting behaviour that empowers the child or young person to engage in 



education. We believe that a student that is motivated, encouraged and made to feel worthwhile will choose 
to learn, and as a consequence behave well. Venture Academy supports students to become socially 
responsible, polite and caring young adults, who value the lives of others and the environment in which they 
live. All staff, not just teachers, are trained to support children to develop positive behaviours and develop 
strategies to manage their own behaviour positively. Good behaviour and attendance are a direct outcome 
of positive attitudes to learning - importantly, our vision is for all children and young people to enjoy attending 
school. 

 
 
 
  
 



 

 
Reporting to: 
 
School Business Manager 

 

Purpose: 
 
To have overall responsibilities for maintaining a high standard of Health & Safety, maintenance, cleaning, 
security and grounds maintenance across Venture Academy’s site, both internally and externally, including the 
school vehicles. 
 
To be responsible for the effective management of the site staff and resources. 
 
To work as part of Venture’s support team ensuring safety and high quality maintenance of all buildings and 
their contents. To maintain Health and Safety standards in all areas and to comply with good practice, policies 
and procedures, as laid down by statutory regulations; Venture’s Health and Safety policy and Manual, with 
particular regards to COSHH, Risk Assessments, Water Hygiene & Safety; Electricity at Work, Safety at Work, 
Manual Handling, and any other relevant legislative or regulatory requirements relating to Venture Academy. 

 
Key Responsibilities and Duties: 

1. Ensure effective and efficient maintenance, replacement and repairs are carried out to a very high 
standard. Prioritise repairs and requests ensuring work is carried out within the allowed timescales using 
the site team or external contractors if required. Ensure necessary weekly, monthly and annual checks (e.g. 
Legionella) are undertaken and recorded. 

2. Carry out regular site inspections. 

3. Manage emergency, or occasional, cleaning and clearing requirements in the event of leaks; floods; 
adverse weather; soilage; breakage and spills. 

4. Provide organisational and advisory support to the Principal, Local Advisory Board and Business 
Manager as appropriate, on buildings, Health & Safety and site issues. 

5. Manage the site team effectively to meet the relevant performance standards. 

6. Manage the cleaning contractor and grounds maintenance to meet the required standards based on the 
Service Level Agreement. 

7. Have overall responsibility for effective security within the school and its environment, including 
emergency call-outs as appropriate. 

8. To create, review and manage the effective communication of the Emergency Plan (including disaster 
recovery), liaising with the Business manager as required. 

9. Review the accident books on a fortnightly basis and report results to Senior Leadership Team. 

10. Drive and maintain (diesel, oil, tyres etc) 2 school vehicles as required. 

11. Liaise with the Business Manager with regard to insurance claims for vehicle damage or accidents and 
liaise with repairers. 

12. Liaise with the Business Manager to ensure that statutory Health and Safety training is accessible by all 
relevant staff. 

Facilities Manager 
Job Description 



 
13. Create and maintain a Health & Safety Induction procedure. 

14. Liaise with the Safeguarding lead regarding Fire training and practice drills. 

15. Ensure that Personal Protective Equipment and hygiene products are always available to colleagues. 

16. Manage a budget to ensure that budget control in planning for immediate, medium term and long term 
planning of the development of the site and ensuring all statutory requirements are undertaken and clear 
planning is in place 

17. Assist at events which may be out of normal working hours, using the Venture Calendar to plan for 
events including the setting up and clearing away of equipment and furniture. 

18. Attend staff meetings and training days as required 

Accountability 

1. To ensure that all site team activities meet the requirements of recognised regulatory bodies such as 
Environmental Health, Health and Safety Executive, Ofsted and any other relevant body. 

2. To strictly adhere to the School’s Safeguarding and Child Protection policies and procedures. 

3. To maintain records in relation to Health and Safety to include the creation and updating of risk 
assessments based on the Risk Assessment schedule, taking into account any changes in premises, 
procedures or risk over time ensuring that they are regularly updated, read, understood and signed by 
relevant colleagues. To provide Health & Safety advice to colleagues including Risk Assessments if 
necessary. To be proactive in reducing the risk of Health & Safety issues. To respond to all Health & Safety 
issues arising, and where possible make safe. 

4. To carry out compliance checks as required to meet statutory or Venture guidance; these include but are 
not limited to Fire Alarm and emergency lighting tests; plant servicing; PAT testing; checks of water 
temperature; water flushes and vehicle checks. 

5. To complete the Macintyre Academies Trust Quarterly Health & Safety Reports and Annual Health & 
Safety Audit. To share the resulting actions plans with the Senior Leadership Team 

6. To ensure that all equipment used to carrying out maintenance activities is kept well maintained, in good 
working order and accounted for. 

7. To ensure, with the Office Manager, the First Aid Boxes are stocked according to the Health & Safety 
Manual. 

8. To issue and collect keys and fobs for all staff, keeping up to date records. 

9. To procure quotes for any works required and submit to the Business Manager for approval. 

10. To negotiate prices, terms, conditions and timescales for work with external contractors, maintaining all 
required documentation for internal and external review. 

11. To manage the quality and progress of all work being carried out by external contractors working within 
the school buildings and ensure compliance with Discovery and regulatory standards. 

12. To create an annual programme of works to include the servicing, repair and testing of electrical, 
heating, water, alarm and fire equipment for Discovery. To advise senior staff of this programme and 
maintain all necessary records. 

13. To create an annual programme for major property repairs and renewals in consultation with the Senior 
Leadership Team. 



 
14. In consultation with the Senior Leadership Team, review all site aspects for Venture and develop an 
annual internal decoration programme. 

15. To plan a work schedule with the site team ensuring broad coverage for the day and week over 52 
weeks, to deliver best value for Venture Academy. 

16. To carry out on-call duties when necessary for any emergency and out of hours work ensuring there is 
adequate site team cover at all times including weekend work. 

17. To ensure that all school vehicles are maintained and serviced at correct intervals in accordance with 
the manufacturers guidelines and the Health and Safety Manual. 

18. To be responsible for your own personal and professional development and that of your team, 
undertake learning and development activities as required. 

19. To participate in Venture’s performance management process and to carry out the supervision and the 
appraisal of individual members of the site team if required. 

Additional Duties: 

• To safeguard and promote the welfare of all children and young people in the school by being 
familiar with and aware of the School’s Safeguarding and protection issues, procedures and 
guidelines and to adhere to them at all times. 

• To bring to the attention of a senior colleague any matter of concern over the wellbeing, safety or 
safeguarding of a person we support. 

• To be aware of your responsibilities in accordance with the current Health and Safety at Work Act 

Training Required: 
 

• Health and Safety for Managers 
• IOSH  
• Legionella Responsible Person 
• Fire Warden 
• Prevent 
• Safeguarding – Children & young people, Adults & Children, Safeguarding Vulnerable Adults. 
• Code of conduct 
• Accident Reporting 
• GDPR – Data protection Essentials 2019 
• Cyber Security 
• KCSIE  
• KCSIE annual update 
• Equality & Diversity 
• Stress Awareness  
• Slips, Trips & Falls 
• Display Screen Equipment 
• Risk Assessment 
• Manual Handling 
• Infection prevention and Control 
• Administering Medication 
• Working at Height 
• Lone Working 
• Electrical Safety 
• PPE 
• COSHH 



 

 
This description is not intended as a total definition of the post, only an outline of the duties involved. The 
post-holder will be expected to carry out any other duties commensurate with the level of the post and which 
may reasonably be required by the Principal according to the normal practice of the Trust. 
 

Education, 
knowledge 
and 
experience  

ESSENTIAL DESIRABLE 

• Relevant Health and Safety Qualification 
• Knowledge of working with regulatory 

bodies and associated legislation, to 
include: 
 COSHH 
 Electricity at Work 
 Safety at Work 
 Manual Handling 
 Water Hygiene & safety 

• Demonstrable experience in management 
and undertaking of building maintenance 
and repairs 

•  Experience working with Contractors 
•  Experience of working in a team 
• Excellent role model 
• Experience of managing Health & Safety 

requirements, compliance and writing Risk 
Assessments 

• Experience of managing budgets 
• Demonstrative experience of report writing 

and planning a schedule of works 
• Evidence of continuing professional 

development. 
• Practical experience of managing 

overlapping priorities and request 
• Use of IT – Email, Word and Excel 
• Hold a full clean driving licence and be able 

to drive a car/van (have driven for a 
minimum of one year). 

• Experience of working in a school 
environment 

• IOSH qualified 

Personal  
Attributes  

• Sensitive to the needs of children and young people with learning difficulties and an attitude 
towards others based on respect, dignity and equality 

• Excellent communication skills both written and verbal 
• Clear desire to work within an Academy setting comprising of education and children’s 

home 
• Commitment to flexible working hours 
• Keen to further professional development and skills 
• Enthusiastic and approachable 
• Hardworking and conscientious 
• Self-motivated 
• High expectations of staff behaviour and conduct 
• High expectations of staff performance 
• Willingness to share expertise 
• Ability to prioritise tasks 
• Flexible and adaptable to the role 
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Competencies 
 

Set high 
expectations which 
inspire, motivate 
and challenge 
pupils 

 
• establish a safe and stimulating environment for pupils, rooted in mutual respect  
• set goals that stretch and challenge pupils of all backgrounds, abilities and dispositions  
• demonstrate consistently the positive attitudes, values and behaviour which are expected 

of pupils. 

Promote good 
progress and 
outcomes by pupils  

  
• be accountable for pupils’ attainment, progress and outcomes  
• be aware of pupils’ capabilities and their prior knowledge, and plan teaching to build on 

these  
• guide pupils to reflect on the progress they have made and their emerging needs  
• demonstrate knowledge and understanding of how pupils learn and how this impacts on 

teaching  
• encourage pupils to take a responsible and conscientious attitude to their own work and 

study.  

Demonstrate good 
subject and 
curriculum 
knowledge 

 
• have a secure knowledge of the relevant subject(s) and curriculum areas, foster and 

maintain pupils’ interest in the subject, and address misunderstandings  
• demonstrate a critical understanding of developments in the subject and curriculum areas, 

and promote the value of scholarship  
• demonstrate an understanding of and take responsibility for promoting high standards of 

literacy, articulacy and the correct use of standard English, whatever the teacher’s 
specialist subject  

• if teaching early reading, demonstrate a clear understanding of systematic synthetic 
phonics  

• if teaching early mathematics, demonstrate a clear understanding of appropriate teaching 
strategies.  

Plan and teach 
well-structured 
lessons 

  
• impart knowledge and develop understanding through effective use of lesson time  
• promote a love of learning and children’s intellectual curiosity  
• set homework and plan other out-of-class activities to consolidate and extend the 

knowledge and understanding pupils have acquired  
• reflect systematically on the effectiveness of lessons and approaches to teaching  
• contribute to the design and provision of an engaging curriculum within the relevant 

subject area(s).  

Adapt teaching to 
respond to the 
strengths and 
needs of all pupils 

  
• know when and how to differentiate appropriately, using approaches which enable pupils 

to be taught effectively  
• have a secure understanding of how a range of factors can inhibit pupils’ ability to learn, 

and how best to overcome these  
• demonstrate an awareness of the physical, social and intellectual development of children, 

and know how to adapt teaching to support pupils’ education at different stages of 
development  

• have a clear understanding of the needs of all pupils, including those with special 
educational needs; those of high ability; those with English as an additional language; 
those with disabilities; and be able to use and evaluate distinctive teaching approaches to 
engage and support them.  

Make accurate and 
productive use of 
assessment 

  
• know and understand how to assess the relevant subject and curriculum areas, including 

statutory assessment requirements  
• make use of formative and summative assessment to secure pupils’ progress  
• use relevant data to monitor progress, set targets, and plan subsequent lessons  



 

 
  

• give pupils regular feedback, both orally and through accurate marking, and encourage 
pupils to respond to the feedback.  

Manage behaviour 
effectively to 
ensure a good and 
safe learning  
environment 

 
• have clear rules and routines for behaviour in classrooms, and take responsibility for 

promoting good and courteous behaviour both in classrooms and around the school, in 
accordance with the school’s behaviour policy  

• have high expectations of behaviour, and establish a framework for discipline with a range 
of strategies, using praise, sanctions and rewards consistently and fairly  

• manage classes effectively, using approaches which are appropriate to pupils’ needs in 
order to involve and motivate them  

• maintain good relationships with pupils, exercise appropriate authority, and act decisively 
when necessary.  

 

Fulfil wider 
professional 
responsibilities 

   
• make a positive contribution to the wider life and ethos of the school  
• develop effective professional relationships with colleagues, knowing how and when to 

draw on advice and specialist support  
• deploy support staff effectively  
• take responsibility for improving teaching through appropriate professional development, 

responding to advice and feedback from colleagues  
• communicate effectively with parents with regard to pupils’ achievements and well-being. 

Personal and 
Professional 
Conduct 

 
Teachers uphold public trust in the profession and maintain high standards of ethics and 
behaviour, within and outside school, by:  
 
• treating pupils with dignity, building relationships rooted in mutual respect, and at all times 

observing proper boundaries appropriate to a teacher’s professional position  
• having regard for the need to safeguard pupils’ well-being, in accordance with statutory 

provisions  
• showing tolerance of and respect for the rights of others  
• not undermining fundamental British values, including democracy, the rule of law, 

individual liberty and mutual respect, and tolerance of those with different faiths and beliefs  
• ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability 

or might lead them to break the law.  
 
• Teachers must have proper and professional regard for the ethos, policies and practices of 

the school in which they teach, and maintain high standards in their own attendance and 
punctuality.  

• Teachers must understand, and always act within, the statutory frameworks which set out 
their professional duties and responsibilities  

 



 
Macintyre Academies is an equal opportunities employer. Our policy on the Recruitment of Ex-Offenders is 
available to applicants on request and is also available on our website under ‘Work for Us.’   
 
 

 
 

602 South Seventh Street 
Milton Keynes 

MK9 2JA 
Tel: 01908 230100 

Twitter: @MacIntyre_ac 
Email: info@macintyreacademies.org 

Website: www.macintyreacademies.org 
LinkedIn: company/macintyre-academies 
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