KING EDWARD VI GRAMMAR SCHOOL

PREMISES AND COMPLIANCE CO-ORDINATOR

	JOB DESCRIPTION



	JOB TITLE:  Premises and Compliance Co-ordinator


	GRADE: KE4

	HOURS/WEEKS: 22.5 hours per week (3 days which must include Thursday & Friday 

	REPORTS TO: Facilities Manager


	1.
	PURPOSE OF JOB: To take a lead role in the management and operational oversight for Health & Safety in the school, acting as Health & Safety Coordinator, chairing meetings, providing training and ensuring the school premises, its staff/students are fully compliant at all times. Other aspects of the role involve compliance of contracts, contractors, vehicles, insurance and management of the school lettings/hires and rented parking. Responsible for the school’s telephone system and assisting the Facilities Manager as required with site operations.


	2.

i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.


	MAIN RESPONSIBILITIES, TASKS & DUTIES

To ensure that health & safety of the School, it’s staff, students, visitors and premises are compliant with all current regulations e.g. Health and Safety at Work Act 1974; COSHH, CLEAPPS, PAT, DSE 
Acting as a conduit for information to staff, governors, parents and students. Ensuring all necessary compliance documentation and policies are current and up to date. Instigation and management of the annual formal H&S audit and six monthly informal department audits.
Chair the H&S Committee meetings, ensuring the timely issuing of agenda, papers and documents to members. Ensuring any items of concern are discussed by committee members and actions agreed and outcomes followed up. Providing any H&S updates to the Governors by way of a written summary to be available to Governors at the Finance, Audit and Estates meetings. Liaison with the Health and Safety link Governor.
To be responsible for and ensure the school has an appropriate ratio of First Aiders, managing a database with relevant information relating to individual First Aiders & Training, to arrange refresher training etc. where required.
To be responsible for ensuring all accidents are correctly reported as required by RIDDOR to the HSE.

To be responsible for dealing with lettings enquiries, arranging the booking of lettings, ensuring necessary facilities are available, checking insurance requirements, working closely with the Senior Caretaker to ensure a professional and trouble-free hire.  Ensuring the accurate recording of and invoicing information to Finance Office.
To annually review the charges for lettings, hire charges, breakage costs etc, investigating the marketplace for cost comparisons before recommending   rates to the Finance Office for inclusion in the Charging Policy.

To manage compliance of the site vehicles (Insurances, Mot, Tax & Inspections), including insurance and any claims relating to accidents etc. Ensuring all drivers complete the required annual compliance documentation for insurance purposes etc

To be responsible for checking and managing data relating to contractor compliance with school requirements i.e. DBS Checks, safeguarding policies, up to date Public liability insurance etc.
To co-ordinate and arrange the school’s insurance for all aspects of the school e.g. site, vehicles, public liability etc; ensure quotations are obtained for claims and overseeing insurance claims submitted. Liaison with staff and students as necessary.

To be responsible for the GDPR compliance of the CCTV system. 

To be responsible for the school’s telephony system, ensuring the system is up to date, change requests (names, extensions) are actioned, run reports as required and provide training. Liaising with the telephone support company.
To provide support as required to the Senior Caretaker, Caretakers and Assistant Caretaker and providing H & S training to all staff as required to ensure site compliance.

To assist the Facilities Manager with the management and oversight of contracts, assisting with reviewing tenders, quotes, raising purchase orders and ensuring all associated financial administration is undertaken accurately in line with the School’s Finance Policy and Academies Financial Handbook in a timely manner.

Provide H & S induction training to staff and updating of annual compliance documentation and policies

To provide support to the Facilities Manager in relation to site operations, attend site/online meetings with contractors/premises consultants and be a point of contact in his absence.



	3.
	MANAGEMENT OF PEOPLE 
None initially


	4.
	CONTACTS AND RELATIONSHIPS 
Day to day contact with the Site team, staff and pupils at the school.  Regular contact with Facilities Manager, Senior Caretaker and Finance Officers. Some contact with contractors, delivery personnel, emergency services, external bodies and members of the public.


	5.
	CREATIVITY AND INNOVATION

Postholder works within defined policies, procedures and legislation but creativity will be called for, applying logical thinking and the ability to problem solve, arriving at the best possible outcome for all parties.
 

	6.
	DECISIONS 

	a.
	Discretion – 


	b.
	 Consequences – 
Decisions may have an impact on the school, physical and financial resources.


	7.
	RESOURCES:-

Equipment would include personal computer and other equipment.



	8.
	WORK ENVIRONMENT 

	a.
	 Work Demands – 
Postholder subject to conflicting demands that may result in a change to the outcome.



	b.
	 Physical Demands – 

The post may involve some physical activity but this will be minimal 


	c.
	Working Conditions –


	d.
	Work Context – 
Some risk from chemicals and equipment



	9.
	KNOWLEDGE AND SKILLS 

Essential:
· GCSE (or equivalent) at Grade C or better in Maths and English

· A Good knowledge of H&S, COSHH, risk assessment, DDA, budget control
· H & S qualification e.g. IOSH (would be an advantage, but training will be given)
· Competent user of Microsoft Office software and an aptitude for working with a range of IT packages and databases

· Experience of dealing with difficult situations where the need for diplomacy, assertiveness and initiative is required
· Practical hands on experience/knowledge will be an asset in applying problem solving 
· Ability to demonstrate and use initiative and foresight.
· Ability to think creatively and strategically are an essential part of the role
· Good standard of written English

· Good inter-personal skills and confident to deal with contractors.
· Very good organisational skills and the ability to work under pressure
· Ability to identify and deliver excellent customer service
· Ability to present appropriate image of the school to external parties

· Experience of changing and implementing new processes/systems
· Ability to work flexibly as part of a team

· Flexible attitude
· Desirable: 
· Practical mindset and multiskilled 
· Knowledge of working in an education environment or similar
· Experience of staff line management 



	10.
	GENERAL

	Other Duties - The duties and responsibilities in this job description are not exhaustive 
The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.

	The role of Premises and Compliance Coordinator has been identified as significant and business critical to the day to day running of the school and therefore holiday allocation is 24 days + bank holidays (these are not usually permitted to be taken during term-time). However the school’s standard procedure for leave of absence will apply.  

	Equal Opportunities - The postholder is required to carry out the duties in accordance with School Equal Opportunities policies.



	Health and Safety - The postholder is required to carry out the duties in accordance with the Schools’ Health and Safety policies and procedures.



	Confidentiality - Any breach of confidentiality would automatically instigate disciplinary action in accordance with the school’s disciplinary policy

	All school staff have a responsibility to safeguard and promote the welfare of children and young people within the school.
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