


Job title Head of Estates (Health & Safety)

Salary Scale L4 - L8

Hours of Work Full Time - 37 hours

Weeks Worked Full year

Responsible to Director of Operations

Location Hewett Campus - with travel across the Trust

Main purpose of the role

To provide strategic leadership across all aspects of the role, the remit spans a combination of new
and old estates.

High-level strategic planning and operational delivery to include delivering estates initiatives, capital
projects, contract negotiations and facilities management within large, complex and customer-centric
organisations.

To engage effectively at all levels across the Trust, and to foster productive relationships with a wide
range of internal and external bodies.

Through robust policies, procedures and practices, prevent accidents, injuries and work-related
illnesses in the workplace.

Create and implement health and safety policies in accordance with the latest legislation and to
ensure that these policies are implemented by management and employees.

Maintain the health and safety policy; ensuring such reflects any changes to the law; ensuring each
member of staff is aware of and adheres to this policy.

Undertaking regular inspections and risk assessments, and ensuring that any hazards or defects are
rectified immediately.

Maintain a system to oversee all accidents and near misses; ensuring all are appropriately recorded
and investigated; recommending any improvements in safety standards if required.

Ensure all staff are suitably trained in regards to health and safety.

To be the designated “competent person” in discharging H&S responsibilities for the Trust

Responsible to the Director of Operations.

Liaising with Academy Principals and other senior managers within the Trust.
Responsible for the Area Estate Managers.
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Responsible for providing advice and guidance to contractors in relevant roles.
Other key contacts include external agencies including working closely with health and safety
inspectors and unions.

Principal accountabilities and responsibilities

Overall ● To promote and lead on Health & Safety through a a fully inclusive Trust
health and safety strategy

● To manage the Trust’s estate and facilities services in support of pupil
learning and teaching

● To contribute to the Trust’s corporate-planning process with special
responsibility for the estates strategy, physical environment and the physical
resources, through preparation, revision and implementation of the Trust’s
estates strategy

● To be responsible at all times for the efficient management and development
of the Trust’s key facilities, both in-house and out-sourced, including security,
cleaning and logistical services, catering services, grounds and sports fields
ensuring compliance with relevant statutory obligations

● To promote efficiency and flexibility in the use of physical resources,
optimising the utilisation of space and providing for staff and pupils an
effective teaching and learning environment

● Use expert knowledge and experience to control risks at work; ensuring
the Trust meets all current and future safety standards

● Ensure a robust approach to risk assessments and risk management
● Plan and implement policies, process and procedures to maintain safety

standards
● Implementing new and protective measures as required by law or by

the Trust
● Compilation of regular reports for a variety of stakeholders including but

not limited to: Director of Operations, Principals, CEO, Governors, Trust
board

● Investigate accidents and near misses and produce reports with
recommendations to improve practices

● Produce newsletters and bulletins to maintain knowledge across the whole
Trust

Department
managemen
t

● To provide managerial oversight and coordination of the following functional
areas: Capital Projects, Sustainability, Cleaning, Transport, Maintenance,
Grounds, Parking, Sports Fields & Catering

● To support the performance management of the team including probations,
absence management and career planning as well as the annual appraisal
process

Performance
delivery &
monitoring -
quality
standards

● To champion and implement the structural, procedural and cultural changes
necessary to achieve the desired objectives and to work with the Director of
Operations to deliver a coherent professional services’ approach for the Trust

● To develop relevant operational policies, define service levels and ensure
delivery of customer-focused estates and facilities services at all levels at all
sites

Document version control: year/month/reference/version



● To develop plans, prepare, monitor and control budgets for each of our
functional areas, complying with the relevant value-for-money criteria in the
management and procurement of premises, goods and services

● To develop and implement appropriate Trust green transport and
environmental policies with other senior staff

● To develop and enhance appropriate service standards within the Trust and
ensure that systems are in place to deliver a consistently high standard of
service to internal and external customers

● Ensuring fire safety across the Trust; including processes; equipment;
records and certification

● Ensuring adequate insurance is in place
● Supporting any litigation process
● Monitoring and reviewing all policies and procedures to ensure their

effectiveness
● Carry out regular inspections of Trust properties; including policies,

processes and practices
● Carry out risk assessments and consider how risks can be reduced
● Outline safe operational procedures which identify and take into

account all hazards
● Ensure working practices comply with legislation
● Keep records of inspection findings and produce action plans for

required improvements
● Record accidents and near misses and produce relevant statistics for

the Executive Senior Leadership Team
● Ensure the Every portal is maintained with up to date and accurate

information

Leadership ● To ensure that the Trust is provided with appropriate specialist advice and
support relating to all aspects of the management of its facilities and services
as required including management of contracts

● To represent the Trust at national and regional level on estates and facilities
matters with funding bodies, local and national authorities, and other external
organisations

● To support the senior leadership teams in areas of specialisms

Stakeholder
Engagement

● To establish an integrated service infrastructure and a customer-focused
approach

● To communicate in a professional manner at all times to both internal and
external stakeholders ensuring all are briefed in regards to relevant projects
and proposals

● Liaise with all relevant regulatory authorities.
● Advise on a range of specialist areas
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Compliance
& Training

● To promote efficiency and flexibility in the use of physical resources,
optimising the utilisation of space and providing for staff and students an
effective teaching and learning environment

● To ensure relevant statutory and legal compliances are in place, along with
appropriate risk management and contingency plans

● To support the risk assessment process and impart training as required
● To ensure statutory compliance for all areas of responsibility
● To support embedding of Equality, Diversity and Inclusion in all activities
● To promote safeguarding at all times
● Lead on the development and delivery of Trust health and safety

training.
● Supporting induction processes for new staff
● Maintain own level of competence by investing in continuing personal

development including but not limited to reading relevant journals and
updates and attending seminars

● Ensure all contractors have in place safe schemes of work and the
correct levels of insurance for the work being undertaken.

● Keep up to date with health and safety legislation and brief colleagues
appropriately.

Performance Management

Participating in the Trust's arrangements for performance management, professional development and
the Trust's arrangements for quality assurance and internal verification.

Context

All staff are part of the whole Trust team. Each individual is required to support the values and ethos of
the Trust and Trust priorities as defined in the Trust Improvement Plan. This will mean focusing on the
needs of colleagues, parents and students and being flexible in a demanding environment.

Miscellaneous

To undertake any further tasks which could be reasonably expected by the Trust. The Data Protection Act
2018 renders an individual liable for prosecution in the event of an unauthorised disclosure of information.
The post is one that carries responsibility for the wellbeing and welfare of children and the post holder
should be aware of this and the need to act accordingly. The Trust will endeavour to make any necessary
reasonable adjustments to the job and the work environment to enable access to employment
opportunities for disabled job applicants or continued employment for any employee who develops a
disabling condition.

It is a requirement of the post holder to make positive efforts to maintain their personal safety and that of
others by taking reasonable care, carrying out requirements of the law and following recognised codes of
practice. The post holder is also required to be aware of and comply with policies on health and safety.

This is an Equal Opportunities post and is in accordance with the Trust's Equality and Diversity Policy.
This job description can be altered, with the agreement of the post holder and will be reviewed on an
annual basis. It is not a comprehensive statement of procedures and tasks, but sets out the main
expectations of the Trust in relation to the post holder's professional responsibilities and duties.
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The Inspiration Trust is committed to protecting the welfare of children and young people. Due to
the nature of this role, it will be necessary for the appropriate level of DBS (Disclosure & Barring
Service) to be undertaken. It is essential you disclose whether you have any pending charges,
convictions, bind-overs or cautions and if so, for which offences. This post will be exempt from
the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions)
(Amendments) Order 1986. Therefore, you are not entitled to withhold information about
convictions which for other purposes are "spent" under the provisions of the Act. Any failure to
disclose such convictions will result in dismissal or disciplinary action by the Trust.
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Person Specification Essential Desirable
Qualifications
A degree or similar level qualification in estates/property management or a
related field

✔

A relevant postgraduate qualification ✔
Membership of a relevant body such as IWFM ✔
Health & Safety Qualification at Level 3 or above ✔
NCRQ - National Compliance and Risk Qualification ✔
IOSH - Institute of Occupational Safety and Health ✔
NEBOSH - National Examination Board in Occupational Safety and Health,
General Certificate level (Occupational Health - level 3)

✔

Experience
Experience of working in an Property/Estates environment ✔
Experience of Health & Safety ✔
Knowledge and working experience of Risk Registers ✔
Relevant procurement experience and the rules that apply ✔
Experience of writing Capital Funding Bids ✔
Significant experience of working with professional consultants and advisers ✔
Managing complex Capital Projects ✔
Knowledge of the Education sector ✔

Skills, Knowledge
Good knowledge and understanding of Health & Safety legislation ✔
Knowledge of Microsoft office suite ✔

Knowledge of Google ✔
In depth knowledge of all relevant health and safety legislation ✓
Ability to analyse complex data ✓
Excellent IT skills including Microsoft office and Google documents ✓

Signature  …………………………………...……                 Date ………………………

Name ………………………………………..
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