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	Post title

	Premises Manager

	Job Evaluation

	Yes/No

	Grade

	7

	Service

	Schools

	Service area

	Shotley Bridge Primary School

	Reporting to

	The postholder will be accountable to Headteacher

	Location

	Your normal place of work will be Shotley Bridge Primary School

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure



Description Of Role 
To work under the instruction and guidance of the Headteacher or designated member of staff and in accordance with the practices and procedures of the Local Authority.  The Caretaker will be responsible for the security of the premises and its contents (including the operation of fire and security alarms and key holder responsibilities).  Lighting, heating and cleaning premises, including the maintenance and operation of plant; porterage and handy person duties and such other duties which may arise from the use of the premises. Line management of the premises team and oversight of all health and safety.
Duties and Responsibilities
Specific responsibilities include but not limited to;

•	maintain good relationships with children, staff, parents, governors and visitors to the school
•	be the main keyholder for the school and the first contact for emergencies out of hours
•	line management of the premises team which includes caretaker and cleaning staff
•	co-ordination of annual leave and working schedules of all members of the premises team
•	assist with capital development projects, obtaining 3 quotations for works where required and sourcing tradespeople 
•	management of the health and safety of the school sites including preparation and updating of risk assessments
•	co-ordination of projects and activities taking place in school holiday periods including building works and lettings
•	monitor the provision and use of janitorial, cleaning and hygiene supplies, placing timely requisitions for supplies as required
•	move furniture and equipment, as required, within the guidance and regulations for safe handling
•	co-ordinate setting up the hall for assemblies and special functions
•	accommodate any reasonable requests for lettings and community use out of hours while observing and in keeping with the school’s lettings policy
•	attend relevant courses and training in connection with all aspects of the post
•	as the need arises, and by agreement with the Headteacher, carry out other duties necessary to benefit the school
•	supervision of the cleaning staff along with cleaning of specific areas
•	be responsible for the daily inspection of school premises and ensure that no hazards prohibit the safe use of the building or grounds, recording details in the appropriate register as required
•	co-ordinate and facilitate external companies/organisations/contractors to attend the site to carry out statutory health and safety inspections 
•	complete routine safety inspections of outdoor equipment, recording details in the appropriate register as required
•	report any damage to the Headteacher and the appropriate authority where necessary, and organise any emergency repairs
•	accompany contractors on site and ensure all contractors are referred to the asbestos register and sign the declaration sheet before carrying-out any work
•	be responsible for appropriately cleaning any accidental spillages in school or grounds when on duty
•	ensure internal litter bins are placed in their designated positions and emptied daily, with external waste containers locked and placed in their designated location away from the school
•	ensure that all areas of the school are free of graffiti and debris, including any litter or leaves
•	management and oversight of the Spidur system for reporting and confirming internal/external building works 
•	ensure that safe and adequate pathways are maintained and adequately cleared in icy or snowy conditions, in line with the ice and snow clearance plan
•	supplement the occasional cleaning of premises during times of staff absence, as agreed with the Headteacher
•	carry out minor repairs to the school building or equipment, as requested by the Headteacher: this may include a range of joinery, plumbing, electrical and painting tasks, such as clearing blockages to cisterns, making good existing paintwork or plasterwork, replacing fuses and plugs, and securing ironmongery to doors and windows 
•	ensure that the building and grounds are adequately lit: this will include changing light bulbs, ordering new supplies, or notifying the Headteacher of any damage or maintenance work required
•	ensure the building is adequately heated: this will include monitoring the boiler house equipment, bleeding radiators and ensuring thermostatic control equipment, switches and timers are properly set and functioning correctly
•	read and record utility meters and closely monitor and report on the economical use of all utilities across the site  
•	ensure the water run-off procedure is completed and recorded for showers and taps as part of a wider water management regime to assist with legionella prevention
•	ensure the CoSHH register of MSD sheets and risk assessments is understood, referenced and observed by self and all cleaning staff, with an ongoing contribution towards any update requirements 
•	receive deliveries from goods vehicles, check consignments and distribute resources accordingly
•	carry out various school safety inspections and routines as required, recording activity and findings as instructed, under the guidance of the Headteacher affecting the fabric and integrity of the building, and check that any remedial work has been carried out satisfactorily
•	ensure that the building is suitably secure when not in use:  this will include checking that windows are closed, all doors and exits are locked, and external gates locked or padlocked
•	regularly check that the fire safety equipment, alarm, emergency lighting and security systems are inspected and recorded accordingly, including maintenance of the fire drill register.
•	clearing pathways in icy or snowy conditions and informing the Headteacher/School Office when areas of the school are too dangerous to use
•	ensure that relevant health and safety knowledge is kept up to date
•	be responsible for appropriately cleaning any accidental spillages in school or grounds when on duty
•	ensure internal litter bins are placed in their designated positions and emptied daily, with external waste containers locked and placed in their designated location away from the school
•	ensure that all areas of the school are free of graffiti and debris, including any litter or leaves
•	management and oversight of the Spidur system for reporting and confirming internal/external building works 
•	ensure that safe and adequate pathways are maintained and adequately cleared in icy or snowy conditions, in line with the ice and snow clearance plan
•	supplement the occasional cleaning of premises during times of staff absence, as agreed with the Headteacher
•	carry out minor repairs to the school building or equipment, as requested by the Headteacher: this may include a range of joinery, plumbing, electrical and painting tasks, such as clearing blockages to cisterns, making good existing paintwork or plasterwork, replacing fuses and plugs, and securing ironmongery to doors and windows 
•	ensure that the building and grounds are adequately lit: this will include changing light bulbs, ordering new supplies, or notifying the Headteacher of any damage or maintenance work required
•	ensure the building is adequately heated: this will include monitoring the boiler house equipment, bleeding radiators and ensuring thermostatic control equipment, switches and timers are properly set and functioning correctly
•	read and record utility meters and closely monitor and report on the economical use of all utilities across the site  
•	ensure the water run-off procedure is completed and recorded for showers and taps as part of a wider water management regime to assist with legionella prevention
•	ensure the CoSHH register of MSD sheets and risk assessments is understood, referenced and observed by self and all cleaning staff, with an ongoing contribution towards any update requirements 
•	receive deliveries from goods vehicles, check consignments and distribute resources accordingly

•	carry out various school safety inspections and routines as required, recording activity and findings as instructed, under the guidance of the Headteacher

•	be aware of, and comply with, policies and procedures relating to child protection, health, safety and security, 
•	confidentiality and data protection, reporting all concerns to an appropriate person
•	be aware of and support difference and ensure equal opportunities for all
•	contribute to the overall ethos/work/aims of the school
•	appreciate and support the role of other professionals
•	attend and participate in relevant meetings, as required
•	participate in training and other learning activities and performance development, as required

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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