Estates & Facilities Manager

ARNOLD
HOUSE
SCHOOL

APPLICATION PACK

THE ROLE Estates & Facilities Manager

START DATE November 2026 or as soon as possible thereafter
REPORTINGTO Director of Finance & Resources

PACKAGE Competitive salary, free lunch during term time, 30 days holiday
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Dear Applicant

Thank you for your interest in the role
of Estates & Facilities Manager at Arnold
House.

The School was founded in 1905 in

St John's Wood. It is an independent
preparatory school for boys from 3 to 13,
and a member of IAPS (the Independent
Association of Preparatory Schools).

A thriving and popular school, Arnold
House aims to provide an education

of breadth and excellence and to

serve the boys' best interests across
the ability range.We aimtodosoina
supportive, purposeful and stimulating
environment, to provide a foundation
for the boys’ development within a
generous Christian ethos, to help them
mature into well-rounded individuals by
developing their enjoyment of music,
the arts and sport, and to promote
good citizenship through the virtues

of courtesy and industry. The cultural
identity of the School is diverse and
enriched with an array of backgrounds
being represented throughout.

The School values a supportive family
ethos ensuring that all boys are
cherished and achievements recognised
and rewarded. Academically sights are
set high with the object being for each
boy to develop his talents.

With our Prep and Pre-Prep settings
based in St Johns Wood, and our Activity
Centre at Canons Park the school is
based across three sites.

From November 2026, Arnold House
will become part of the St Paul’s

Group, a family of leading preparatory
schools brought together by a shared
commitment to educational excellence.
This marks an exciting new chapter

for Arnold House, while preserving

the distinctive character and values

that define the school. Arnold House
will retain its own leadership, name,
identity, ethos, culture and uniform, with
Headmaster Giles Tollit continuing to
lead the school. The school will remain
firmly committed to providing an
outstanding education for boys and to
preparing them for a broad and diverse
range of leading senior schools in
London and beyond.

As aregistered charitable trust, Arnold
House is overseen and supported by an
experienced Governing Body.

Arnold House underwent an ISI
Inspection in September 2025 in
which it was reported that both the
quality of pupils’academic and other
achievements and the quality of pupils’
personal development is excellent.

The report can be downloaded from
www.arnoldhouse.co.uk/isi-inspection-
reports

SUMMARY OF THE ROLE

The Estates & Facilities Manager

role encompasses a wide variety of
responsibilites. The successful candidate
will report to the Director of Finance &
Resources.

We are looking for someone

who relishes the challenges and
opportunities that a multi-site school
presents and who is experienced at
managing risk and health and safety, as
well as line managing a team and project
managing development works from
beginning to end.

The role would suit someone who enjoys
a varied working day, is ambitious and
who is already innovating and adding
value in their current role.

The Estates & Facilities Manager is
responsible for the management and
development of the Facilities and
Estate over our three sites, two in NW8
and our Activities Centre in Edgware,
as well as the day-to-day operational
management and security of the
school sites.

They will demonstrate a proactive
approach to identifying and managing
risks to the wellbeing of pupils, staff
and visitors to the school. They ensure
that health and safety legislation is
complied with and are responsible for
ensuring statutory compliance is met.

They have direct line management

and development responsibilities

for the Facilities team (grounds,
caretaking and maintenance), close
liaison with academic and support
staff, and manage the external lettings
programme.

We offer a competitive salary

dependent on experience, 30 days’

holiday in addition to public holidays,
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to be taken by arrangement with

the school, to enable oversight of
building works when required and

a contributory pension, free lunches
during term time and a cycle to work
scheme.

Working hours are 0800-1700
Monday-Friday, with the occasional
weekend day required.
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JOB DESCRIPTION

Arnold House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff

and volunteers to share this commitment.

The following duties will be deemed to be included in the duties which you may be required to perform:

- child protection, discipline, health and safety

«  promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you

come into contact.

You may be required to undertake such other reasonable duties from time to time as the School may reasonably require.

This is a non-exhaustive list of the duties:
PREMISES, PLANT AND EQUIPMENT

+ Take overall responsibility for
ensuring that the premises meet
the educational requirements of
the School, ensuring they are well
maintained, attractive and provide
a safe and healthy environment for
staff, pupils and visitors;

« Develop and implement a
programme of planned, preventative
maintenance and life cycle planning
for premises;

«  Arrange repairs to furniture,
equipment, and the fabric of the
building;

BUILDING PROJECTS

Coordinate and oversee the planning
and implementation of maintenance
and refurbishment projects ensuring
that consultants, suppliers and
contractors are procured efficiently
and cost effectively and the projects
are appropriately specified and
completed on time and on budget.

Ensure all contractors adhere to
Health and Safety and other relevant
legislation and procedures including
checking their public liability
documents and ensuring they
provide method statements and risk
assessments as relevant.

Ensure all contractors are
appropriately checked for
safeguarding purposes and are
escorted while on the premises
during term time.

FINANCIAL

Ensure that budgets are managed
effectively

Day to day operational management
of the service contracts (including
catering, cleaning, IT Support

coach and minibus hire and
purchases), ensuring they deliver
value for money and are completed
in line with contract limits and
authorisations.
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SITE SECURITY

« Maintain an effective system for the
securing of the premises outside
school hours;

+ Ensureall alarm and surveillance
systems are operational and tested at
specified intervals, taking appropriate
action to resolve any defects;

«  Ensure all out of hours calls and
emergencies are dealt with ina
timely manner;

« Actas the senior named key holder if
required to attend the school in the
event of an out of hours emergency.
In this, two caretakers assist you.

HEALTH AND SAFETY, COMPLIANCE
AND RISK MANAGEMENT

« Develop, implement and review
the Health and Safety policy and
procedures in line with legal
requirements

+  Chair the Health and Safety
Committee

+ Implement recommendations,
prepare and review risk assessments.
This includes coordinating a rolling
programme of risk assessment
reviews;

- Ensure staff are trained regularly on
Health and Safety matters

« Conduct Health and Safety induction
training for all new staff;

+  Assist teaching staff to complete risk
assessments in their departments;

«  Effective control and management
in line with current legislation of all
plants, equipment and systems (fire,
water, electrical, asbestos, etc)

« Arrange for annual Fire Risk
Assessments (RA) to take place at
three school sites;

+  Work through all relevant points on
the Fire RA, including follow up with
Grounds Manager on Canons Park
Fire RA;

«  Ensure daily health and safety checks
are complete on all premises prior to
the boys'arrival on site

SCHOOL EVENTS

Oversee event planning and
coordination of support for school
events to ensure they run efficiently,
including facilities, staffing, insurance
and health and safety aspects

TRANSPORT

Manage the regular maintenance
and valeting of the school minibuses;

Ensure MOTs, annual, and required
regular servicing and vehicle tax is up
to date;

Ensure minibuses are kept clean

Develop, implement and review the
minibus policy and procedures in line
with legal requirements

UTILITIES AND ENVIRONMENT

Monitor the provision of heating,
lighting, water, drainage, and other
services, taking regular readings of all
meters;

Ensure drains are kept clean;

Work on the recommendations of
the environmental report and obtain
quotes for new items such as energy
efficient boilers, electrical charging
points etc.

Identify where economies can be
made and promote a best value for
money culture when tendering for
services.

MANAGEMENT OF FACILITIES STAFF

Line-manage staff in the Facilities
team (including caretakers and
grounds staff at Canons Park);

Ensure staff are appraised regularly

Ensure that staff are properly trained
in their roles;

Ensure staff have relevant equipment
needed for their roles;

Participate in recruitment of staff as
required.

LETTING OF SCHOOL PREMISES

Letting School premises and playing
field to outside organisations in the
holidays (by agreement with the
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Director of Finance & Resources)
and ensuring the appropriate
agreements/licenses and insurances
are in place (this includes Let’s Leap,
All Sports and other hirers)

Ensure adequate staffing and
support is in place to support any
letting arrangements

GENERAL

Carry out procedures in the event
of fire, flood, breaking and entering,
accident or major damage in
accordance with School policy,
ensuring that any event is logged
and reported;

Work with caretakers to maintain
waste storage areas and equipment
and deal with the disposal of waste
in accordance with relevant statutory
requirements;

Complete weekly walkabout at
Loudoun Road, Marlborough Place
and Canons Park to identify any
items that need repairing and consult
with caretakers to carry this out;

Conduct regular checks of
playground equipment, arrange
repair as needed;

Ensure cleaning staff are following
Health and Safety protocols such as
keeping COSHH cupboards locked.

FLEXIBILITY

You may be occasionally required to
undertake other reasonable duties.




PERSON SPECIFICATION

QUALIFICATIONS AND EXPERIENCE ESSENTIAL DESIRABLE
NEBOSH Health and Safety qualification or equivalent v

Degree or equivalent level of qualification v

Recent and relevant professional development and commitment to ongoing v

development

Experience of managing health and safety and risk in an equivalent setting v

Strong experience of leading and managing a team v

Experience of working in a school environment v
Strong project management, planning and development experience v

Experience of managing risk in an equivalent setting v

SKILLS AND ATTRIBUTES ESSENTIAL DESIRABLE
Excellfent time management skills and ability to prioritise under pressure and meet v

deadlines

Ability to build positive working relationships with a wide range of people
Strong organisational skills

Readiness to attend school events, including on weekends on occasion
Ability to plan, implement and monitor strategies

Ability to take action to ensure the desired results are secured

Excellent communication skills - written and verbal

NN NN NN

Excellent IT skills including MS Office - Word and Excel

HOW TO APPLY
DEADLINE FOR APPLICATIONS: Monday 28th September 9am
START DATE: 1st November 2026 or as soon as possible thereafter

Please read our Recruitment, Selection and Disclosure Policy & Procedure, download and complete an application form, and send
a covering letter to recruitment@arnoldhouse.co.uk explaining why you feel you are suitable for the role.

In the case of any queries, please contact: Frances Peel Yates, HR Manager on 020 4553 0016.

Arnold House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff
and volunteers to share this commitment. Applicants will be required to undergo child protection screening appropriate to the
post, including checks with pastemployers and the Disclosure and Barring Service (DBS). The role will include regulated activity
and is exempt from the Rehabilitation of Offenders Act 1974.

Arnold House School will conduct online searches for shortlisted candidates. This check will be undertaken based on the
requirements set out in Keeping Children Safe in Education 2026.
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