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	ORCHARDS ACADEMY JOB DESCRIPTION

SENIOR PREMISES MANAGER


	Job Title:  Senior Premises Manager
	Responsible to:  Business Manager
	Hours per week: 37

	Generic Duties and Responsibilities

	To support and follow the Academy’s policies by:
· Proactively promoting excellent working conditions and working to promote support systems for the staff and the Academy.
· Be committed to safeguarding and promoting the welfare of children and young people.  To undertake safeguarding training, be aware of Child Protection guidance and act with vigilance to ensure all students are safe. To report concerns as they arrive to the DSL via the school reporting system.
· Promoting positive partnerships.
· Maintain awareness of and commitment to the Academy’s equal opportunities policy in relation to both employment and service delivery.
· To ensure full compliance with the Health and Safety at Work Act, Data Protection Act and other relevant legislation.

	Specific Aims and Objectives

	· To be responsible for the maintenance, planning, safety and security of the school site and facilities.
· Implement and monitor whole school health and safety procedures.
· To work with the appointed contractors in overcoming the practical challenges of the new build of the school.
· To attend regular meetings with the appointed contractors to ensure the safety of the site once building works commence.
· To produce and maintain accurate records in line with current health and safety legislation.
· To provide the Business Manager with regular reports on contracts, health and safety and any potential issues related to the site.
· To line manage and develop the Site supervisor, Site team and cleaning staff.
· To maintain the designated trust wide computer system for health and safety.
· To be familiar with all aspects of the school’s health and safety policy.


	Professional Duties

	· To work with the Business Manager in planning the upkeep of the site.

· To attend weekly meetings with the BM and HT to discuss any site issues and how best to deal with them.

· To be aware of budget constraints and plan any maintenance with this in mind.

· To prioritise site works and direct the site staff as necessary.

· Produce and regularly update appropriate risk assessments for all aspects of site safety.
· To ensure legal requirements are adhered to in relation to Health and safety.
· To keep appropriate records regarding fire and evacuation, legionella testing and electrical testing.
· To arrange for estimates in relation to site works.
· To oversee any contractors and ensure that relevant paperwork is in place.
· To complete all relevant annual training.
· To report any incidents, near misses or concerns using the correct procedures and processes.
· To oversee the management of lettings and explore options for future growth in this area.
· Other duties as deemed reasonable by the Headteacher and Business Manager.
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