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Contract Compliance Coordinator
Section 1 – Description of the Role
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	1.1
	Job Details

	
	Job Title
	Contract Compliance Coordinator

	
	Business Unit/Division
	Public FM

	
	Department
	Healthcare and Education

	
	Location
	East London Foundation Trust

	
	Responsible to
	Facilities Manager / Contract Manager



	1.2
	Overall, Purpose of the Role

	To monitor and improve compliance, quality, and governance across all soft FM services delivered under the ELFT contract.
The role ensures services meet NHS and Trust standards, statutory requirements, and company policies through robust auditing, reporting, and continuous improvement.



	1.3
	Main Responsibilities of the Role 

	· 
	Plan and carry out regular audits and inspections against National Standards of Healthcare Cleanliness 2025, infection control and contract KPIs.

	· 
	Collate results, identify trends, and support Supervisors to implement corrective actions.

	· 
	Produce monthly and quarterly compliance and KPI reports for internal and Trust review meetings.

	· 
	Prepare evidence packs for inspections such as PLACE, IPC, or CQC reviews.

	· 
	Ensure compliance with Health & Safety, COSHH, Food Safety, Safeguarding and Information Governance standards.

	· 
	Maintain risk assessments, method statements (RAMS) and a live compliance tracker for key documentation.

	· 
	Monitor the Business Continuity Plan, track actions and support annual testing.

	· 
	Record and review incidents, accidents and complaints, ensuring timely resolution and learning.

	· 
	Oversee compliance of all subcontractors (e.g., waste, pest control, laundry, window cleaning).

	· 
	Verify and record required documents such as insurances, RAMS, DBS checks and training certificates.

	· 
	Conduct spot checks and ensure all contractors meet site induction, H&S and infection control standards.

	· 
	Maintain a central tracker of contractor documents, expiry dates and performance issues.

	· 
	Monitor compliance of catering services with Food Hygiene Regulations and Trust standards

	· 
	Verify temperature records, allergen control, storage, and cleaning schedules.

	· 
	Ensure catering staff training and supplier hygiene certificates remain valid.

	· 
	Support periodic catering audits and respond to findings promptly.

	· 
	Work closely with Supervisors, Admin, and the Facilities Manager to improve service delivery and compliance culture.

	· 
	Provide feedback, coaching and guidance on standards and corrective actions.

	· 
	Attend client meetings to present audit outcomes and improvement plans.

	· 
	Promote best practice and consistency across inpatient and community sites.

	2
	Skills & Competencies

	· 
	Strong knowledge of healthcare cleaning and soft FM compliance requirements.

	· 
	Good understanding of H&S, COSHH, Food Safety and Infection Control.

	· 
	Excellent auditing, reporting and analytical skills.

	· 
	Strong organisational and communication skills.

	· 
	Able to work independently across multiple sites and meet deadlines.

	3.
	Qualifications & Experience

	· 
	Experience in Facilities Management, Compliance or Quality Assurance (preferably NHS/healthcare).

	· 
	Familiarity with National Standards of Healthcare Cleanliness 2025

	· 
	IOSH Managing Safely (or willingness to achieve).

	· 
	Food Safety Level 2 (minimum) desirable.

	· 
	BICSc or auditing qualification desirable.

	· 
	Proficient in MS Office and CAFM/audit systems.

	· 
	




	2.7
	Other Details
	

	Driving License
	[bookmark: Check1]Yes    |X|
	[bookmark: Check2]No   |_|

	Flexible Working (Please be aware that in healthcare we operate 365 days of the year)
	[bookmark: Check3]Yes    |_|
	[bookmark: Check4]No   |_|

	
	If yes, please specify:
     

	Other
	This position is subject to a DBS clearance at enhanced or standard level and may be exempt from the rehabilitation of offenders Act (1974).

This position may require an occupational health screening appointment and subsequent health inoculations.



REVISIONS: 
The Company reserves the right to alter these responsibilities and you will be advised of any change through the normal method of communications. 

AGREEMENT:

I confirm that I have read and agreed with the responsibilities specified within Section 1: Description of the role.




[bookmark: Text53][bookmark: Text56]Signature	     						Date	     		

		(Individual Job Holder)

[bookmark: Text54][bookmark: Text57]Signature	     						Date	     		

		(Line Manager)

[bookmark: Text55][bookmark: Text58]Signature	     						Date	     		

		(Divisional / Group HR Director)
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