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	READING BOROUGH COUNCIL


	Department/Directorate:  

	Post Reference No:


	Location:  Park Lane Primary School

	Job Title: Premises Manager

	RG Grade/Salary Range: RG5b scp 22-25 

Evaluation Code: J370
Date: August 2026

	
	

	JOB PURPOSE

	Manage and be responsible for the School Premises, including the overseeing of site controllers, external contractors on site, strong health and safety regime, good working practices on all the school's premises, and careful energy management. Reporting to the Headteacher with day-to-day reporting to Federation Business Manager.


	DESIGNATION OF POST AND POSITION WITHIN DEPARTMENTAL STRUCTURE

	Line managed by Headteacher (via Federation Business Manager)
Responsible to Headteacher and Governors

Contacts: site controllers, teaching and support staff, admin team, cleaners, kitchen staff, children, parents, governors, LA officers, contractors, security firms.


	MAIN DUTIES AND RESPONSIBILITIES

	Health and Safety

· Manage the Health and Safety Policy and operations of the school, including being responsible for the statutory Health & Safety inspections, and ensure emergency procedures are current and timely.
· Promote and ensure the health and safety of pupils, staff and visitors at all times.

· Undertake daily, weekly and monthly checks on the school buildings and fire safety equipment and reporting any concerns to the Headteacher and Federation Business Manager
· Complete the annual Compliance Audit with RBC’s H&S Officer, ensuring that all identified actions are completed in a timely manner.

· Assist the Federation Business Manager and Headteacher to complete the School’s Health & Safety Audit.

· With Senior Management carry out fire drills at agreed intervals.

· Ensure that emergency exits are free of obstruction and operable.

· Participate in Governors' site safety tours.

· Undertake safety audits of the premises and prepare relevant risk assessments as required.

· Maintain the COSHH register and ensure safe storage of chemicals ensuring all chemical products have data sheets and safety instructions.
· Ensure all allocated equipment is in a safe and working condition (visual check). 
· Undertake, act and advise on risk assessments made on site, where appropriate, to ensure safe working practices.

· Ensure appropriate safety notices in place through the site.

· Supervising and undertaking routine and regular checks of all heating and water systems in school, including legionella checks. 
· Monitor the condition of asbestos, following the asbestos management plan, throughout the school premises.

· In the event of an emergency respond as directed by the Headteacher or other senior leadership in accordance with the procedures laid down in the school's emergency plan.

· Act as the primary point of contact for all contractors on site ensuring that they have access to the relevant H&S, safeguarding and asbestos information. Co-ordinate access arrangements to ensure that the site is secure at all times.

· Work with Federation Business Manager to provide termly written reports (3 times a year) to the Governor Sites & Buildings committee on Premises and Health and Safety

· Supervise activities of outside contractors on site to ensure safe practices are followed.
Security
· Manage provision of safety equipment and alarm systems.

· Be a principal key holder and undertake the day-to-day operational responsibility for security activity within the site.

· Ensure that the site is fit to be occupied every morning and ensure that arrangements are in place so that the site is made safe each evening and that the alarm is activated by an appropriate person.

· Undertake regular security checks and identify security risks.

· Operate and respond to alarm systems where appropriate liaising with security company.

· Liaise with police and security contractors.

· Co-ordinate contractor deliveries to the school site.

· Provide emergency access to the school site.

· Maintain key fob security and management of issuing access fobs to staff and contractors.

Maintenance

· Develop and oversee a comprehensive maintenance plan and schedules for the school site, in liaison with the Federation Business Manager
· To co-ordinate purchase, repair and maintenance of all furniture and fittings

· To be responsible for the operation of a preventative planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess for minor works or repairs required to maintain safe conditions.

· To complete maintenance duties within skill set and to be prepared to undertake training to address skill shortages.

· Operation and maintenance of heating and plant lighting systems.

· To oversee and monitor the electrical testing of portable electrical appliances and to maintain the appropriate records.

· Undertake regular site inspections to check for maintenance problems; respond to issues raised by staff.

· To report, commission, oversee and follow up as required reactive maintenance by Reading Borough Council and specialist contractors.


· To liaise with the Grounds Maintenance Contractor to ensure the maintenance and planting of the school's green areas are as required.
· To clear and make safe the site after unexpected damage such as that through flooding, fire, vandalism etc. including temporary repairs to minor damage to building.

· Conduct quality checks on a daily basis on all external play equipment to ensure this is in working order and safe for pupils to play on and attending all external safety check inspections.
· Conduct termly checks on bark levels in play areas to ensure that they meet legislative requirements.
· Follow site task list of regular requirements to ensure site is maintained correctly and is safe for all users.
Cleaning


· Contractors - Oversee the appointed cleaning contractors on a daily basis, monitoring cleanliness of the whole school and raising any performance issues.  Liaise closely with the Federation Business Manager, so that performance is recorded against Key Performance Indicators.

· Staff Cleaning Team – Contribute to the planning, development and monitoring of premises services and supervision, training and appraisals of cleaning staff.

· Assist the Federation Business Manager in evaluating the cleaning needs of the school, helping to ensure that cleaning tender specifications meet the needs of the school.
· Devise, organise and monitor holiday cleaning programmes.

· Undertake specific cleaning duties such as graffiti removal, litter picking.

· Collect and assemble waste for collection.
· Emergency spot clean when cleaners are not in attendance.
· Act as a key point of contact for all other contracts and SLA’s relating to premises such as clinical waste, refuse collection, hygiene bins, grounds maintenance and tree management.
Resources


· Responsible for distribution and replacement of consumable items

· Monitor stock levels and order equipment and supplies - Issue soap, toilet rolls, tissues, cleaning materials and other such items as required by the school.

· Advise on matters relating to energy control and conservation.

· Be responsible for maintaining records, information and data, producing analysis and reports as required.

· Assist the Headteacher/Federation Business Manager in the preparation of the school's Asset Management Plan
· Maintain the school’s asset register
· Involvement in the control and monitoring of premises and/or cleaning budgets

Other responsibilities

· Staff have a responsibility to Safeguard and promote the welfare of children and must demonstrate a commitment to inter-agency working.

· General porter duties including the movement of furniture and equipment within the site and the distribution of items delivered to the site.
· Keep the school grounds, including the offsite field, tidy and outdoor equipment in good order, including clearing snow from paths and taking precautions against ice. Keep external drains and gullies that are accessible from ground level clear.

Be aware, as far as is practical, of water, electric and gas circuits and control valves, in order to operate them in cases of emergency.

· Contribute to planning, development and organisation of systems/procedures/policies.

· Use ICT (including RBC’s works management programme) and other specialist equipment/ resources effectively

· Work with Federation Business Manager to manage and monitor elements of premises related budgets, including Cleaning Materials, Repair & Maintenance Materials, Planned Maintenance.

· Assist the school in maximising income generated from lettings, by supporting the needs of the school in relation to evenings and weekend lettings.

· Provide H&S briefings to hirers, as necessary.



	

	SCOPE OF JOB (Budgetary/Resource control, Impact) 

	


	SPECIAL/OTHER REQUIREMENTS or RESPONSIBILITIES OF THIS POST

	What level of DBS check is required for this post ?    :  Please tick one from the list below

No check required

Basic (GCSX only)

Standard

Enhanced without a check of the barring list(s)

*Enhanced with a check of the barring list(s)

If *, does the post require a check against the list of people barred from working with vulnerable adults?                                           NO
If *, does the post require a check against the list of people barred from working with children?
YES
Is this post 'politically restricted'?                                                             NO
What Level H&S Responsibilities are applicable to this post?                  LEVEL 3


	PERSON SPECIFICATION
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	Reading Borough Council
	Department/Directorate: 

Park Lane Primary School

	Job Title: Premises Manager

	Post Reference No:



	
	

	Qualifications/Education/Training:
	
	

	· Good levels of Literacy and Numeracy.

· Practical handyperson skills necessary to supervise and undertake general building maintenance, minor repairs and porterage duties.




	Experience:
	
	

	· Experience and understanding of the day-to-day management of a public building, including heating, lighting, cleaning and maintenance.

· Experience of maintaining security in a public building.

· Knowledge and understanding of Health and Safety issues and legislation.

· Experience of managing others, instructing and communicating expectations and of working in a team.

· Experience of managing small building projects.

· Experience of dealing with school children and staff; members of the public; representatives of the LEA, contractors and suppliers.


	Skills, Abilities AND COMPETENCIES:

	· Ability to follow instructions, organize and prioritise workload.

· Ability to be self-directed and motivated and work on own initiative.

· Ability to communicate effectively with all members of the school community.

· Ability to maintain all relevant paperwork and to prepare reports as required. 

· Ability to deal on a credible level with building contractors, to organise tenders and report to Governing Body.

· Evidence of organisational and management skills including the ability to plan, schedule, monitor and evaluate work on own initiative.

· Ability to work to deadlines.

· Good health and attendance record.

· Experience of budget holding.

· Willingness to support the school ethos and policies.

· Willingness to undertake further training as required.

· Practical approach to problem solving.



	Specific Working Requirements:
	
	

	· Must be prepared to be the main keyholder on the keyholding team and to occasionally attend callouts outside normal hours.
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