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About Aldridge School - a Founder Academy of the  

Mercian Trust 

 
Dear Applicant 

 

Thank you for taking the time to find out more about Aldridge School.  This pack is 
intended to give you information about this role and our school's broader vision and 
ethos.  Further background information is available in our Prospectus and Sixth Form 
Prospectus on our website. 

We are a comprehensive school of over 1500 students situated near the centre of 
Aldridge village. We believe that it is our responsibility to work to meet the needs of 
every individual student, challenging them to achieve their best, supporting them to 
become responsible young adults and preparing them for their next steps into the world 
of work or further education. 

Aldridge School is a good school (Ofsted 2017).  It is a school which is proud of its 
traditions and successes which have been achieved through hard work and high 
expectations. particular, we encourage our students to be Respectful, Responsible, 
Resilient and Ready to learn in order that they will be happy and successful at school 
and in the wider world beyond. 

Aldridge School has a dedicated, talented and conscientious team of staff who work 
together to provide a high standard of teaching, excellent pastoral care and professional 
support services. Our broad curriculum is designed to meet national expectations, be 
relevant and interesting, support our students in achieving the best possible standards 
in external examinations and to equip them with the skills they need to be successful 
in adult life.  

At Aldridge School we have a popular and thriving Sixth Form. We are very proud of 
our students' success with over 80% securing places at some of the top Universities 
and on Higher Apprenticeships last year. We offer a very broad range of both academic 
and vocational courses at level 3, ensuring that Aldridge School Sixth Form is an option 
for a wide range of students. 

We also enjoy strong links with surrounding primary schools, working with students in 
Years 5 and 6 including work in Science, Maths, English, Performing Arts and Enterprise. 
We are proud of our community and we work hard to promote this pride in all our 
partnerships, so that we can make sure that future students from these schools enjoy 
an easy, enjoyable transition to Aldridge School. 

Students at Aldridge School are friendly, polite and respectful. Strong relationships 
between staff and students contribute significantly to ensuring that students are happy 
and feel safe. 

If you would like to find out more, please contact us to arrange a visit to see our school 
at work. We look forward to meeting you. 

 

 

Ian Bryant 

Head teacher 
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The Mercian Trust 

 

 

 
Aldridge School operates as an Academy Trust, and now as a founder member of the 

Mercian Trust.  

The Mercian Trust is a new and exciting development for education in Walsall. It brings 

under one banner six successful schools to work together as a Multi-Academy Trust or MAT.  

The six schools are unique in their identity and united by their ambition to offer the best 

possible future for their students.  

The six Schools are:  

• Aldridge School  

• Queen Mary's Grammar School  

• Queen Mary's High School 

• Shire Oak Academy 

• Walsall Studio School  

• The Ladder School 

 

Each School has its own distinct ethos and approach, but we have this over-arching aim in 

common: we prepare all our students to enjoy life to the full by inspiring them to:  

• Realise their potential as learners  

• Thrive in the world of work 

• Make a positive contribution to the local, national and international community 

 

The Mercian Trust respects the autonomy of its member schools but, through collaboration, 

fosters strengths that are greater than the sum of its parts. Working together as a Multi 

Academy Trust provides a framework for sharing expertise and enthusiasm, resources and 

ideas. 

We also enjoy strong links with surrounding primary schools, working with students in 

Years 5 and 6 including work in Science, Maths, English, Performing Arts and Enterprise. 

We are proud of our community and we work hard to promote this pride in all our 

partnerships, so that we can make sure that future students from these schools enjoy an 

easy, enjoyable transition to Aldridge. 

 

 

 



Page 5 of 12 
 

JOB DESCRIPTION – SITE & FACILITIES MANAGER 
Job Title:    Site & Facilities Manager 

Reports to:   Headteacher 

Internal contacts:  School employees, students, governors 

External contacts:  Parents, contractors, suppliers, external agencies 

Salary scale range:  Grade 7 – NJC 22-27 

Salary pay range:  £27,041 - £31,346 

Hours:    37 hours per week whole time 

 

Key Purpose of the Role 

To be responsible for the security and maintenance of the whole school site and 
to ensure the school complies with all current legislation relating to site safety and 
management. To promote and participate in achieving the most efficient and 
economic use of the school premises, facilities, plant, equipment and materials. 

 

1. Site Maintenance 

Responsible for maintaining the site in a good state of repair and appearance 
including all buildings and facilities, roads and pathways and grounds. 

Principal Tasks 

• Ensure that emergency and planned maintenance and repairs are undertaken; 
respond effectively and maintain a log of such works. 

• Ensure that all equipment, tools and plant are maintained in a safe and good 
condition; liaising with external suppliers and services where necessary. 

• Ensure that grounds are litter free. Where required, liaise with external 
contractors to maintain cost-effective schedules. 

• Undertake routine inspections of the site and carry out regular maintenance 
checks. 

• Maintain computerised record of all regular checks undertaken. 

• Responsible for heating and lighting systems throughout the premises; arrange 
to remedy any problems and to participate in cost saving projects. 

• Undertake and document whole site risk assessments and other health and 
safety checks as directed. 

• Be aware of the location of essential services including water isolation valves, 
fire points, drainage systems, gas and power supplies. Maintain a detailed plan 
showing the location of these. 
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• Ensure regular inspection of all drains and gullies for blockages remedying as 
necessary. 

• Ensure regular inspection of outside areas for defects and potential hazards 
including condition of boundaries, fencing, building exteriors and trees. 

• Liaise with the school’s grounds maintenance contractors ensuring that they 
complete all work in a timely manner and to expectations. 

• Manage the school maintenance budget and ensure replacement/repair of 
fittings and furniture as required. 

 

2. Fire and Security 

• As the designated Fire and Security Officer ensure that all systems are regularly 
maintained and tested, appropriate records kept and all related policies and 
procedures are reviewed and updated as necessary. 

Principal Tasks 

• Ensure the buildings are locked and unlocked at appropriate times (including 
daily opening and closing); setting and disarming of alarm systems. 

• Liaise with the school’s security provider regarding any out of hours call outs. 

• Ensure internal security procedures are adhered to; reporting any issues to the 
Headteacher. 

• Monitor maintenance standards, lighting and heating use. Report and act upon 
any issues with the appropriate staff. 

• Ensure the weekly testing of fire alarm call points and regular checks of other 
fire equipment e.g. extinguishers for damage or expiration; change batteries 
in detection equipment as required; maintain logs of all checks. Liaise with the 
fire and security contractors to arrange for servicing and repairs. 

• Maintain the Fire Risk Assessment, updating where appropriate and resolving 
any issues. 

• Provide safe access to buildings and classrooms in the event of snow, minor 
floods and similar emergency situations. 

• Initiate the necessary procedures quickly and accurately relating to the 
emergency services, e.g. Police, Fire, Gas and Electricity. 

• Ensure effective lettings, ensuring clients are briefed on fire safety and 
evacuation, the premises are cleaned as required and the site is secure.  
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3. Health and Safety 

Principal Tasks 

• Liaise with the school’s Health & Safety advisors and take action as advised by 
them. 

• Ensure the school complies with all current legislation in relation to site safety 
and facilities management; including the maintenance of appropriate records. 

• Participate in the continuing development of robust, transparent health and 
safety systems and procedures. 

• Support health and safety training initiatives and deliver components where 
appropriate.  

• Commit to the growth and maintenance of a positive risk management culture 
within the school; assisting staff where necessary. 

• Organise school Health and Safety committee meetings. 

• Management, maintenance and safe operation of the school swimming pool.  

 

4. Cost effectiveness 

Contribute to the school’s objectives of achieving greater value for money in the 
maintenance and day to day running of the buildings and site and to participate 
in developing community opportunities. 

Principal Tasks 

• Working with the finance team and promote and manage the letting of the 
school’s facilities within the local community. 

• Manage, schedule, and monitor the use of heating, lighting and other mains 
services to all areas of the site and produce reports as agreed in order to ensure 
the most economical use of utilities.  

• Oversee school lettings ensuring that all external users adhere to school 
lettings policy. 

 

5. Project Management 

Lead on the management of capital projects involving external contractors. 

Principal Tasks 

• Liaise with the Headteacher and Trust Head of Estates in the preparation of 
maintenance and capital expenditure project/ work plans.  

• Liaise with contractors and be their main point of contact. 

• Ensure that all financial regulations are followed when awarding work to 
contractors. 
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• Manage all contractors on site, ensuring that all health and safety requirements 
are met, monitor their performance and inspect completed work. 

 

6. Portering 

Provide a portering and furniture moving service to ensure supplies are in place 
and school activities can proceed as expected. 

Principal Tasks 

• Ensure that goods and materials delivered to the school are transferred to 
appropriate locations around the school site; assist with assembly of goods 
received where necessary and report any defects. 

• Ensure that furniture, equipment and other items are set out and cleared away 
when required in connection with assemblies, parents’ evenings and special 
events. 

• Supervise and assist with the erection and dismantling of temporary structures 
as required. 

 

7. Cleaning and Environment 

Ensure that the site is kept clean, tidy and attractive in order to minimise risks to 
the health and safety of those using the school site and to ensure the activities of 
the school can take place in an environment suited to learning. 

Principal Tasks 

• Main point of contact for cleaning contractors including owners and operatives. 

• Ensure high standards are maintained, operatives efficiently employed and 
value for money achieved. 

• Manage refuse and recycling procedures and ensure relevant staff are aware. 
Ensure that procedures are in place to deter pests and rodents. 

• Keep all outside areas clean and tidy, e.g. litter clearance, leaf and tree debris 
clearance, refuse bin compounds. 

• Ensure emergency cleaning as required. 

• Work with the caretakers and cleaning contractors to ensure the cleanliness of 
the site is maintained. 

 

8. Other 

• Responsibility for the school minibus/van including maintenance and 
compliance with legal requirements. 
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• To participate in your own professional development activities and performance 
management activities as required. 

• Line manage school caretakers and undertake their performance management 
reviews. 

 
 
Notes:  
Whilst every effort has been made to explain the main duties and responsibilities 
of the post, each individual task undertaken may not be identified. Employees will 
be expected to comply with any reasonable request from the Headteacher to 
undertake work of a similar level that is not specified in this job description. 

 

The job holder’s responsibility for promoting and safeguarding the welfare of 
children and young persons for who s/he is responsible, or with whom s/he comes 
into contact will be to adhere to and ensure compliance with the School’s Child 
Protection Policy Statement at all times. If in the course of carrying out the duties 
of the role, the Job holder becomes aware of any actual or potential risks to the 
safety or welfare of children in the school s/he must report any concerns to the 
School’s Child Protection Officer or to the Headteacher. 
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Person Specification 
 

           

 
Qualifications and Training 

 
Essential 

 
Desirable 

Recognised qualification for estates management/health and safety  X 

 

Experience Essential Desirable 
Management and use of IT for estates practices and health and safety reporting X  
Evidence of managing the health and safety of the users of facilities X  
Experience of working in a school environment or with young people  X 
Management and supervision of employees performing similar work  X 

 

 Knowledge and Understanding Essential Desirable 
Good knowledge and understanding of health and safety policy and practices X  
Knowledge of basic construction principles X  
Ability to procure contract services, evaluate performance and negotiate solutions with 
supplier 

 X 

 

Skills and Abilities Essential Desirable 
Able to communicate effectively with external agencies and colleagues X  
Ability to work with minimal supervision and direction X  
Ability to adjust to constantly changing work demands and to meet competing 
deadlines 

X  

Ability to develop the skills of others within a structured framework X  
Ability to manage the performance of others X  
Sound ICT skills X  
Ability to act on own initiative and make effective decisions X  
Analytical and literacy skills to be able to draft reports and understand written 
guidance 

X  

Possess energy, enthusiasm, resilience and perseverance X  
Good presentation skills  X 
Appropriate attitudes to the use of authority  X 
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How to Apply 

 

37 hours per week whole time 

Salary Scale: Grade 7 – NJC 22-27 

Salary pay range:  £27,041 - £31,346 

 

Closing Date 

Wednesday 07 July 2021 at 9.00am 

 

Start Date 

31 August 2021 

 

Visits to School 

Unfortunately, we are unable to accommodate visits to the school at the moment due to 

the current situation in terms of COVID-19.  For further information please contact the 

school either by email info@aldridgeschool.org or by telephoning Mrs J Timmis on 01922 

743988 ex 2224 

 

Applying 

To apply please complete an associate staff application form which can be found on our 

website and a letter explaining how your experience has prepared you for this role.  Please 

email your application to applications@aldridgeschool.org. 

 

Aldridge School - An Academy is committed to safeguarding and promoting the welfare of 
children and young people and expect all staff and volunteers to share in this 
commitment.  The post is subject to enhanced DBS and safeguarding checks. 

 

For further information please go to our web site www.aldridgeschool.org or contact Mrs J 
Timmis 01922 743988 ex 2224.  
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