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The King’s Church of England Primary School
JOB TITLE: 	Facilities Manager
HOURS:  	7:00am to 3.30pm.
Saturday/Evening overtime as required, by agreement.
52 weeks per year, annual leave as per NJC Green Book
GRADE: 	LBRuT Scale 6 (NJC points 18 to 20, £35,518 - £36,583))

JOB PURPOSE: 	To oversee the maintenance and security of the site, buildings and equipment, ensuring that they are maintained to a high standard appropriate to a primary school setting, compliant with applicable regulations, and kept safe and secure for all users.

RESPONSIBLE TO: School Business Manager (SBM)
Main roles and responsibilities:

Security
· Lock/unlock school buildings, gates and secure areas at specified times during the school day.
· Ensure parking safety signs are put up at pick-up and drop-off times.
· Undertake regular security checks and identify security risks.
· Ensure proper operation of fire safety equipment, intruder alarms and CCTV equipment. 
· Provide access to CCTV recordings in compliance with the school’s Security and CCTV policies.
· Act as first-call keyholder to provide emergency access to the school site out of hours.

Maintenance
· Manage the maintenance of the school within the agreed budget, obtaining approval in advance for any unbudgeted spending
· Maintain a schedule of inspection and maintenance works in line with regulation and best practice
· Organise routine maintenance works in line with the maintenance schedule.
· Undertake minor/simple repairs e.g. minor plumbing, changing light bulbs unblocking drains etc.
· Organise and carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is satisfactory. 
· Monitor the operation of the heating and ventilation system, including periodic cleaning / changing of air handling unit filters.
· Carry out minor redecoration works as agreed with the Headteacher.
· Organise and carry out minor improvement work e.g. erecting shelves, notice boards, bookshelves. 
· Ensure that playgrounds are kept clean and free of litter, emptying playground bins as necessary
· Monitor the state of the grounds to ensure they are kept safe and tidy.  Mow grass and trim hedges when required
· Ensure all drains, hoppers and gullies are free flowing and clean. 
· Periodically drag-brush the 3G pitch
· Ensure lighting is kept in good working order and order replacement lighting equipment as necessary. 
· Undertake regular maintenance checks.
· Be the point of contact for and liaise with service suppliers.

Health and Safety
· Carry out necessary weekly, monthly and annual health and safety checks for the water, fire alarm and emergency lighting and maintain logs.
· Ensure external maintenance and inspection of safety equipment is carried out at appropriate frequencies
· Oversee the electrical testing of portable electrical appliances and maintain the appropriate records.
· Visually inspect playground equipment weekly, adjusting fixtures where necessary and within your competence
· Ensure that roads and pathways into and around the school are kept clear and safe, including gritting/salting when required during wintry conditions.
· Make safe and/or segregate any areas of the school that become unsafe for any reason (eg fallen branches, damaged equipment).
· Ensure all hazardous materials are stored and used in compliance with COSHH regulations and general good practice
· Carry out all duties with appropriate care and regard for your own health and safety

Cleaning
· Oversee day to day operation of the cleaning contract.
· Maintain the school sanitation on a daily basis including restocking soap, paper towels and toilet rolls.
· Ensure waste and recycling containers are accessible on designated collection days.  Report and follow up any missed collections.
· Carry out any ad hoc cleaning duties as necessary. 
· Undertake emergency & specialist cleaning tasks such as graffiti removal and dealing with spillages.
· Clean internal, and ground floor external, windows on a termly basis
· Ensure that satisfactory cleanliness and hygiene are achieved and maintained through the whole of the premises, reporting issues promptly to the Headteacher.

Supervision of Contractors
· Build good working relationships with contractors.
· Schedule contractor visits to minimise interference with the school’s operations and to avoid risk to pupils and staff
· Liaise with contractors at the school or external agencies as appropriate, regarding access to the site.
· Ensure that contractors are aware of fire procedures, the location of first aid boxes and any hazardous materials or areas.
· Working with the SBM, periodically obtain comparative quotes for maintenance contracts to ensure best value
· Ensure that contractors comply with school policies, insurance requirements and statutory obligations – for example hot work permits, method statements, etc.
· Ensure all contractor staff have a valid DBS or are chaperoned at all times.
· Monitor contractors’ Health and Safety standards while they are on site, ensuring that equipment is stored safely.
· Be the initial point of contact for contractors who are working on site and monitor the quality of work.



Information technology

· Provide responsive support for basic classroom IT issues, raising tickets with the IT support contractor as necessary
· Liaise with the school’s IT support contractor to ensure IT platforms are kept secure and fully functional
· Support classroom staff with use of the AV equipment in the hall
· Maintain accounts for staff in the school’s access control system, programming new fobs and ID badges as required and disabling accounts for leavers
· Oversee operation of the telephone and emergency PA system, liaising with the service company
· Working with the SBM, develop and implement a multi-year strategy for hardware replacement

Support for school activities

· Assist with set up and take down of chairs, tables, equipment etc for school activities
· Liaise with relief / lettings caretakers to ensure proper site management during of out of hours activities
· Take responsibility for the school site during school holidays and deal appropriately with any concerns.

Miscellaneous
· Coordinate deliveries to the school site.
· Control the level of heating and ventilation throughout the building, using the central Building Management System, as required by the school ensuring efficient energy usage.
· Where appropriate, support and promote the work of the Parent Staff Association.
· Carry out other facilities-related tasks as requested by the Headteacher or SBM.

Training

· Complete all mandatory training for your role, working with the SBM to arrange required courses
· Monitor validity of all certifications and ensure that refresher training is arranged in good time
· Proactively work with the SBM to ensure that you receive the training necessary for safe and effective performance of your role.

Values

· Put children at the heart of all you do.
· Support and build on the school’s strong, inclusive Christian Ethos, ensuring that individuals feel valued, and encourage personal endeavour and responsibility.
· Foster and promote a sense of community within the school, including relationships with and between the children, staff, parents and carers.
· Take pride in your work so as to ensure the school is always a safe, clean and attractive place to work. 

Safeguarding and equality  

· Be familiar and comply with all school policies and procedures, especially those relating to child protection and safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and embrace diversity and difference, and ensure equal opportunities for all.

PERSON SPECIFICATION - FACILITIES MANAGER

CRITERIA	QUALITIES - Essential (E) or Desirable (D)
Education and Qualifications	English and mathematics to GCSE standard (E)	Qualifications in buildings-related areas (D)	Willingness to undertake relevant training (E)
Experience	Building maintenance (E)	Security procedures (D)	Regulatory compliance (D)	Managing a budget (D)	Work with children or young people (D)	Working in a team (E)	
Skills and knowledge	Knowledge of health and safety regulations (E)	Basic DIY skills (E)	Ability to plan, organise and prioritise (E)	Ability to work flexibly, independently and as part of a team (E)	Basic knowledge of computers and audio-visual equipment (D)	
Personal qualities	Commitment to respecting and abiding by the Christian ethos and values of the school and getting the best outcomes for all pupils (E)	Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school (E)	Ability to work under pressure and prioritise effectively (E)	Commitment to maintaining confidentiality at all times (E)	Commitment to safeguarding and equality (E)	Embraces change well (E)	Deals with difficult situations effectively (E) 	Able to work flexibly and out of school hours as required (E)
Physical requirements	Be reasonably fit to carry out the duties of the job (E)	Able to carry out some manual handling and lifting (E)	Able to carry out work at high levels using appropriate equipment (D)
Other	Live near enough to the school to respond to out of hours calls for eg alarm activations (D)


Encouraging every child to reach their full potential, nurtured and supported 
in a Christian community that lives and learns by the values of Love, Compassion and Respect
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