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JOB DESCRIPTION 
Health & Safety and Security Manager
Candidates are expected to spend time looking at the College website www.stclares.ac.uk which provides information about St Clare’s and the courses we offer.  Additional information about the College can be found in background information.
	JOB SPECIFICATION

	Title of Post
	Health & Safety and Security Manager


	Introduction
	The College is looking for an experienced health and safety professional, who can demonstrate a pragmatic and sensitive approach to this important function, balancing the need for compliance with that of maintaining the smooth running of the College – health & safety must be a support function not a hindrance.  You must also have the ability to take on the equally important function of the security of the students, staff and properties, as well as managing the College’s fleet of commercial vehicles.


	Purpose of Role 
	To be the person who ensures that the College complies fully with its obligation to maintain the safety and well-being of all of its students, staff and visitors. By being an approachable and pragmatic specialist who understands the needs of the business, you will continue the culture in which health & safety and security are seen as integral to the smooth and safe running of the College.

The College receives external advice from Chiltern Consulting, who would also act as the competent person as required by the Management of Health & Safety at Work Regulations 1999 and the Regulatory Reform (Fire Safety) Order 2005.  


	Reporting Structure
	This role reports into the Bursar and has the Head Porter as an internal direct report.  There will also be contact with the Governor responsible for oversight of Health & Safety.

The Manager will also liaise with other senior managers and department heads, as well as providing termly written reports to the Governors.  There will be particularly close liaison with the Estates and ICT teams.  The Manager is also expected to engage with staff and students across the College to provide fire and safety briefings.

The Manager will also manage the relationship and service level agreement with the external company (R&R Frontline) which provides overnight security for the College’s adult student houses.

As well as working with the College’s external Health & Safety Advisor, the manager will control a number of external contractors, subject to proper procurement and compliance processes.


	Key Responsibilities


	The size and nature of the College is such that managers are expected to work in a flexible and collaborative manner.  This means that any description of duties and responsibilities cannot be comprehensive.

Health & safety and fire safety
Being the first point of contact for advice on all matters relating to health & safety and fire safety.  This includes:

· Ensuring that all Health & Safety policies, procedures, rules and regulations are adhered to and are regularly reviewed, updated and communicated.  This includes making sure that the Governors and all employees are aware of their responsibilities.
· Ensuring the College meets its statutory obligations in all areas concerning health, safety and welfare at work, including statutory training and reporting. 
· Ensuring that risk assessments for all operations and work equipment are completed by relevant managers and department heads, and regularly reviewing them. 
· Ensuring that all accidents are documented, investigated and recommended improvements implemented in accordance with the College’s accident reporting procedures. 
· Carrying out safety inspections and reporting on findings to the Bursar and the Health & Safety Committee.
· Ensuring that there are documented appropriate emergency procedures, and that students and staff are fully aware of them.  This includes ensuring that evacuation drills are carried out and recorded at appropriate intervals. 
· Ensuring that fire alarms tests, emergency lighting tests and fire suppression equipment tests are undertaken at appropriate intervals, and that these are fully documented. 
· Leading or co-ordinating (as appropriate) the development of health & safety policies, systems of work and procedures. 
· Ensuring that full and accurate health and safety and training records are maintained (in conjunction with HR).
· Establishing a full programme of documented health & safety inspections, audits and checks. 
· Establishing and operating a structured programme of health & safety training throughout the College, including induction of new employees and contract cleaners.
· Liaising with external health & safety and fire safety advisors in the provision of training programmes and health and safety services. 
· Following up on the H&S advisor’s periodic audit/risk reduction plan to ensure that recommendations are acted on in the appropriate manner.
· Keeping the College’s contingency plans up to date, and running “table top” exercises once or twice a year.
· Acting as Secretary to the Health & Safety Committee (including drafting the agenda in consultation with the Bursar, distributing meeting papers at least one week before each meeting, writing the minutes).  Ensuring that all agreed meeting action points are completed within deadlines. 
· Keeping up to date with all aspects of relevant health & safety, fire safety and welfare at work and legislation, together with those aspects of Safeguarding and the National Minimum Standards for Boarding, and communicate relevant changes to the managers.
· Providing regular reports to the Governors on relevant health and safety activities and incidents. Participate in monthly meetings when required to report on relevant health & safety matters. 

Inspection regulations and legislation
Issuing and keeping up to date all statutory inspection and certification requirements, including liaison with relevant authorities, to ensure that any remedial action is completed within agreed timescales.  This includes requirements relating to fire and first aid.  Specific duties include:
· All matters relating to workplace first aid legislation and regulation.
· Fire policies, procedures and regulations:
i. Emergency evacuation procedures across the estate – ensuring that they are appropriate and pragmatic
ii. Precautions and protection – contract management and maintenance for extinguishers and fire alarms.
iii. Property fire log books – compliance monitoring (liaising with House Wardens and Managers).
iv. Fire signage – ensuring signage is correct throughout the College (liaising with House Wardens/Managers, the Maintenance Foreman and Head of Housekeeping in particular).
v. Fire risk assessments and fire inspections/audits – to work with the Estates Manager on annual reviews and any inspections.  Task allocation to be agreed on an ad hoc basis.
vi. Emergency lighting – contract management and maintenance co-ordination.
vii. Staff training on systems and fire equipment.
viii. Fire suppression systems – contract management and maintenance co-ordination.

Keeping up to date with legislative and regulatory changes in an appropriate manner.
Meeting with inspectors (ISI, ISI PFE, British Council etc) to provide information and assurances.

Security
Managing and developing the security systems and processes for all buildings.  This will include the management of procedures, CCTV, entry systems and close liaison with Senior Management to ensure consistency with the College’s aims and values.  Specific duties include:
· Intruder and Fire Alarms: contract management and maintenance.  Training key staff in their correct use (including the Porters and House Wardens/Managers).
· Access control system (currently Salto): contract management and maintenance.
· CCTV: developing and updating procedures, and ensuring that relevant staff and management are aware of and adhere to them (for example, with regard to viewing and downloading recorded images).  Also ensuring that the College complies with Data Protection regulations.
· CCTV: contract supervision and monitoring.  Proposals for changes to be put to the Bursar for approval.
· Proposals for any contract changes should be put to the Bursar for approval.
Managing the Porters team (through the Head Porter), ensuring that required standards are followed, and that there is cover for the role at all times (this can involve providing occasional cover in emergencies).

Managing the relationship with the College’s external security provider.

College vehicles
Managing and controlling the fleet of vehicles (currently three minibuses and two vans), ensuring that they are properly maintained and replaced at appropriate intervals.  Specific duties include:
· Ensuring compliance with the College’s Use of Vehicles Policy, particularly with regard to the keeping of driver records.
· Arranging training (both initial and refresher) for all nominated drivers.
· Ensuring that s.19 permits are up to date.
· Ensuring MoT testing, road fund licence renewal and servicing are all undertaken in a timely manner.
· Preparing proposals for renewal of leases in good time, for approval by the Estates Manager.
· Reporting all insurable incidents to the College’s insurance broker in a timely manner.
· Providing information for annual insurance renewals.
· Arranging hire of additional or replacement vehicles as appropriate.
· Arranging Congestion Charge payments.

Being a designated driver for all vehicles so that cover can be provided.

Any other duties which may reasonable be required by management from time to time.

Car parking
Allocating parking spaces to eligible employees in accordance with the College’s car parking allocation policy, and in liaison with HR.
Issuing parking permits to employees once eligibility has been confirmed.
Monitoring the use of parking spaces (either directly or through the Porters) and following up on any improper use.

Budgets
Providing input into the annual budget-setting, and then monitoring spend during the year.


	TERMS AND CONDITIONS

	Terms of Employment
	Full-time, permanent

	Place of Work

	139 Banbury Road, Oxford, OX2 7AL


	Hours of Work
	Monday to Friday starting at 9 a.m.  Working hours are 35 hours per week, however, it should be noted that the Porters work seven days a week from 06:45 to 24:00, with two shifts covering the working day (later over the summer courses).  The H&S and Security Manager will be expected to arrange their working week to ensure that shifts are adequately supervised.  This may entail varying start and finish times.  There will also be a need for attendance outside these hours to deal with emergency situations.


	Probationary Period
	6 months


	Notice Period
	3 months


	Salary / Pay
	The starting salary will be at Point 39 of St. Clare’s APTC Scale which is currently £38,377 per year.  Salaries are reviewed on 1 September each year.  


	Holidays
	25 working days per year plus the period over Christmas when the College is closed (24 December – 1 January inclusive).  The College normally operates during the May and August public holidays, and work will normally be required on these days: staff are expected to work as normal but time in lieu can be taken at a date agreed in advance with the Bursar.


	Pension
	A contributory pension is offered through St Clare’s group personal pension scheme.  The employer pays double the contribution of the employee, up to a maximum of 10% of gross salary, i.e. the employer pays up to 10%, and the employee pays up to 5%.  Employee’s contributions above 5% may be made, but do not attract a matching contribution from the employer.


	Life Assurance

	Death in service benefit is four times annual salary


	Meals
	A free lunch is provided in the College catering units on working days and when students are in residence.


	PERSON SPECIFICATION
The successful candidate will have demonstrated the following essential (E) or desirable (D) skills and experience:

	Education and qualifications


	· NEBOSH National General Certificate (minimum) (E)
· NEBOSH Diploma or Member of institute of Occupational Safety & Health (IOSH) (D) *
· Excellent working knowledge of Health and Safety Law (Legal requirements and ACoPs) (E)
· [bookmark: _GoBack]Membership of BIFM (D)
· Security management qualifications (D)
* Support with achieving this might be available after an agreed qualifying period

	Knowledge, skills and experience
	· Providing Health & Safety advice to managers and staff (E)
· Providing Health & Safety training to staff (E)
· Experience of developing specialist and technical policies and procedures on health & safety management (E)
· Working knowledge of fire safety legislation and enforcement (E)
· Experience of successfully managing teams (E)	
· Experience of security matters within an educational environment (D)
· The ability to prioritise a demanding workload, based on the needs of the organisation (E)
· Knowledge of standard security processes such as access control (D)
· A good understanding of the particular demands on health & safety and security of a school environment. (D)**
· Familiarity with the CDM regulations and construction site safety (D)
· Sound, up to date knowledge of Safeguarding/Child Protection and the National Minimum standards for Boarding. (D)**
· Sound knowledge of Microsoft Office applications (particularly Outlook, Word and Excel) (E)
· Some familiarity with editing web pages (D)
· Writing clear reports/documents aimed at a variety of users (E)
· Knowledge of data protection legislation and guidelines (D)
· Clean UK driving licence (E)
· Able to drive minibuses and vans (D)**
** The person appointed will be expected to gain these qualifications or skills within a timetable set by the Bursar.

	Personal skills and attributes
	· An open and approachable manner (E)
· Customer-focused (E)
· Ability to present information effectively to all levels of the organisation, including excellent written and presentation skills (E)
· An effective problem solver (E)
· Ability to prioritise own workload effectively and be able to direct the activities of others (E)
· Highly attentive to detail (E)
· Good listening skills (E)




	References and Pre-employment Checks
St Clare’s is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  All offers of employment and contracts are issued subject to satisfactory references and outcomes on all necessary pre-employment checks including DBS records and establishing the right to work in the UK.  Some or all of these checks may have been undertaken before an offer is made.

Under the National Minimum Standards for Boarding Schools, we are required to follow the guidance in Keeping Children Safe in Education and undertake additional checks on employees.


	References
	Full written references and phone references on quoted references may be obtained before or after interview.  One referee must be your current or most recent employer.  References must also include the last place of employment where you worked with children or vulnerable adults.  References from friends or relatives will not be accepted.  Please ensure referees know they will be contacted and will respond promptly.


	Identity, right to work and qualifications

	Original documents confirming proof of identity, right to work in the UK and relevant qualifications will be required.

	Police checks / DBS
	Police checks / Disclosure and Barring Service checks will also be undertaken for which employees / prospective employees are required to provide information and consent.  Candidates who have lived and worked abroad in the last five years will be required to seek good conduct references, or the equivalent, from the countries in which they worked, as a pre-requisite of employment.  

	Health questionnaire
	Satisfactory completion of a health questionnaire.


	Prohibition order checks
	Prohibition order checks will be carried out for all teaching positions and for senior management positions as appropriate

	HOW TO APPLY

	Applications
	Applications must be made using the College’s standard application form which can be found on the College website at www.stclares.ac.uk/Jobs.  
CVs will only be accepted if accompanied by a St Clare’s application form.

	Email
	Applications should be submitted by email to recruitment@stclares.ac.uk


	Post
	Alternatively, send to:
Recruitment, HR Department, St Clare’s, Oxford, 139 Banbury Road, Oxford, OX2 7AL

	Contact us
	Email: recruitment@stclares.ac.uk
Tel:     01865 552031

	Deadline for applications
	13.00 hours Monday 23 July 2018

	Interviews
	1st stage Interviews to be held w/c 30 July 18 
2nd stage Interviews to be held w/c 6 August 18
(Please highlight if you have holiday bookings during this time).
The interview process will include some testing of key attributes.



St. Clare’s, Oxford is a registered charity (No: 294085) for the advancement of international education and understanding.  The College is committed to being an equal opportunities employer and aims to ensure that no job applicant or employee is subject to any form of discrimination.
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