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We are committed to safeguarding and promoting the welfare of children

JOB DESCRIPTION
Designation:			Premises Manager
Employed for:			Full time 37 hours per week
Grade: 			B1 Medway Scale Point 20-30
				£32,597- £40,777 per annum
Responsible to:		SLT/School Business Manager
Purpose of Job
Under the leadership of the Senior Leadership team and the School Business Manager to be responsible for the daily management of the school premises and buildings ensuring that the school is maintained in a safe, clean and secure condition and undertaking such tasks as necessary for effective site management.  
Responsibilities and Key Tasks
· Take responsibility for the timely completion of all compliance testing.
·  Ensure maintenance schedules on all relevant plant and equipment is carried out in accordance with the requirements of STATLOG.  
· Prepare work rotas covering daytime, evenings and weekends to ensure that the site is adequately covered for maintenance, security and lettings.
· Allocate the daily, weekly and monthly tasks for each member of the site team.
· To ensure that all premises staff and contractors wear appropriate PPE and clothing. 
· Line management of all staff on the premises team. 
· Monitor the condition of site buildings and grounds to ensure that appropriate standards are achieved.
· Ensure that a member of the Site team attends to co-ordinate any emergency repairs.
· 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.
· Ensure that the site is secure and that entrances and exits are monitored through the School day and out-of-hours, including ensuring that there is an adequate number of Site staff on site at all times when the School is open to the public.
· Ensure that the locking systems of the buildings are not compromised, and that the alarm system is regularly serviced and maintained.
· To ensure, as far as is practicable, that appropriate Health & Safety procedures are observed by everyone who attends, works at or visits the school site. To report any breaches of Health & Safety to the Headteacher. To provide advice and guidance to users of the site as required.
· Operating an agreed programme of planned preventative maintenance in consultation with the SBM and the SLT.
· Ensure that all equipment and machinery is in a safe working condition and properly stored when not in use, reporting any concerns about the condition of equipment as quickly as possible.
· Ensuring that the school and is heated to the correct temperature at designated times and that adequate hot water is eco-friendly, sustainable, available, monitoring and taking appropriate action where necessary
· To manage the control, monitoring, and safe storage of cleaning materials and supplies and ensure that assessments of all chemicals are requested and recommend safer alternatives as necessary. 
· Create and maintain a COSHH assessment file and ensure that the manufacturer or supplier submits a safety data sheet.
· Maintaining a location plan of all turn valves or switches for utilities, ensuring clear access and good working order.
· Ensure that external litter bins are emptied daily and that the site is kept clear of litter and animal excrement. 
· Ensure drains and gullies are free flowing and clean and clear from obstructions. 
· Ensure that there is an adequate stock of salt and sand.
· Prevent unauthorised/ unsafe parking in the designated bays during the school day.
· Carry out weeding of paths, paved areas and gutters etc. and ensure that all hard-playing areas and paths are free from hazards 
· Follow the maintenance programme for all outside areas and equipment, keeping records of when these maintenance procedures are carried out to enable a timetable of work to be developed. 
· Oversee the work of the Grounds Maintenance Contractors.
· Notify the appropriate agencies where there is a pest or vermin infestation and deal with the problem as directed
· Ensuring that a records of practice fire evacuation drills is kept, showing the dates of the fire evacuation and the time taken to evacuate the building
· Test and record fire alarm systems and emergency lighting on a weekly basis. 
· To be responsible for the production of the School’s Fire Evacuation Plan and managing the termly fire drills. 
· To undergo training in relation to Fire Warden responsibilities, including examination, safe use and inspection of fire equipment. 
· As directed by the School Business Manager and Senior Leadership Team, undertake additional duties and responsibilities that may arise from time to time commensurate with the grade of the post.
· Liaise with other users of school site 
· Oversee and co-ordinate deliveries of stock, supplies, etc. to correct storage site
· To attend for work reliably and punctually
· Ensure that Risk Assessments are completed and managed as necessary

Professional responsibilities
· Wear appropriate clothing at all times
· Sign in and out at reception as per contractual hours and following Health and Safety guidelines
· 30-minute break must be taken daily 
· Follow child protection and safeguarding procedures at all times.
· Request for absence for personal reasons must be made to the Headteacher giving at least one week’s notice
· If unwell and unable to work, telephone your Line Manager and the school absence line with details and expected return date to work. Complete necessary paperwork as per school policy upon return to work.



Staff Development:

· To assess development and training needs and discuss with line manager.
· To set your own targets before any development activity and review and evaluate the activity after completion, cascading information to the appropriate team when relevant.
· To keep personal records of all staff development activities in which you are/have been involved.

To carry out as requested from time to time any other relevant duties as may be reasonably required by the Headteacher.
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CATHOLIC COMPREHENSIVE SCHOOL

“Deo Reddite Dei”
“Give back to God what belongs to God”
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