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three times per year, including the first one taking place early in the first half-

term of the school year, with outcomes recorded. Emergency evacuations 

should take place at different times of day and include one during an assembly 

and/or lunch time. Fire alarms call out points and systems must be checked, 

and records maintained. 

 

5.3 The Academyõs Emergency Evacuation and Lockdown procedures must be 

renewed annually and as necessary. 

 

5.4 Fire Risk Assessments are reviewed at least annually and more frequently if 

material changes occur. Fire risk assessments and Fire Evacuation signs must 

be updated to accommodate any building alterations. 

 

5.5 All Fire Evacuation plans will ensure that safe evacuation can be achieved by 

all staff, visitors, and students, including those with SEND. Where personal 

evacuation plans are needed the COO/ Principal will communicate with the 

Trust H&S Manager 

 

5.6 The Premises/Site Manager is responsible for routine checking and 

maintenance of fire detection (and alarm), emergency lighting, fire doors and 

firefighting equipment and maintaining relevant records. 

 

6. Asbestos 

 

6.1 Each Academy has a site-specific asbestos management plan. 

 

7. Heating, Ventilation and Lighting 

 

7.1 The Premises/Site Manager will ensure on a day-to-day basis that the 

Academy central heating, lighting and ventilation equipment is suitably set 

and maintained in good working order. 

 

7.2 Under the Education (School Premises) Regulations 1999 heating systems shall 

be capable of maintaining air temperature set out below when the external 

air temperature is ð

ð
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(NB:  all air temperatures should be measured at a height of 0.5 m above floor level.) 

 

8. Water Supply and Drainage 

 

8.1 The Trust H&S Manager/Site Manager 
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10. Cleanliness and Maintenance 

 

10.1 The Premises/Site Manager must monitor the standard of cleanliness, 

including that maintained by contract cleaning organisations. 

 

10.2 Electrical and mechanical systems must be maintained. Further 

requirements are set out in the Appendix to this policy. 

 

10.3 Each Academy will have a system for staff to report faults and day-to-day 

maintenance issues. The Premises/Site Manager will need to assess and 

prioritise issues based on urgency, threat to student/staff safety and the cost 

of repair. 

 

11. Furniture, Fittings and Equipment 

 

11.1 Furniture and fittings in the Academy should be appropriate to meet the needs 

of students. 

 

11.2 The Premises/Site Manager will, as part of the premises inspection programme, 

review the condition and suitability of classroom and office furniture. 

 

11.3 The Premises/Site Manager is responsible for ensuring that any equipment 

owned by the Academy for cleaning, repairs or general maintenance is in a 

good state of repair and fit for purpose. 

 

11.4 The Trust H&S Manager/Site Manager will ensure that details of all assets 

allocated to the Estates Team are included in the Trust Asset Register. 

 

12. Safety, Security and Safeguarding 

 

12.1 
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17. Trust Estate Management Schedule 

 
 

Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Asbestos Overall duty is to manage 

asbestos in premises. 

Each site should have an 

asbestos register including 

the Management Survey 

Annually Review of the 

AMP, Survey and Scoring 

with British Occupational 

Hygiene Society P402 or 

equivalent 

Survey follows the 

HSG264 

recommendations and 

surveyors have BOHS RP402 

qualification, or equivalent, 

from an approved 

contractor, with UKAS 

analysis 

Current Asbestos 

Management Survey 

Control of Asbestos Regulations 2012 

Each site must have a site-

specific Asbestos 

Management Plan (AMP) 

Reviewed annually Asbestos Management 

Plan sets out 

Competencies required 

Asbestos Management 

Plan 

Refurbishment & Demolition 

survey for areas undergoing 

construction, renovation, or 

maintenance where 

intrusive work is planned. 

Prior to intrusive works 

taking place. 

Survey follows the 

HSG264 

recommendations 

and surveyors have 

BOHS P402 

qualification, or 

equivalent, from an 

approved 

contractor, with 

UKAS analysis 

Refurbishment & 

Demolition survey for 

areas where intrusive 

work is planned. 

Asbestos removal or 

remedial works 

Where management 

survey recommends 

action or as part of 

refurbishment or 

demolition 

Contracting company to 

meet AMP requirements. 

 

 

 

 

 

 

Air clearance certification 

and hazardous waste 

consignment notes for any 

removal works carried out in 

accordance with AMP. 

Periodic monitoring of 

visible asbestos to 

determine condition 

Annual /Monthly/other as 

determined by the AMP 

 

 

 

Visual inspection only and 

can be carried by estates 

staff who have had asbestos 

awareness training 

 

Annual/Monthly 

monitoring inspection 

form 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Design and Technology 

equipment. 

(Also see other areas of 

this guide for LEV, Gas 

appliances lifts etc.) 

Routine maintenance 

carried out as per 

CFMATSS guide DL254. 

 

Servicing carried out by 

manufacturer / supplier / 

recognised maintenance 

company 

As specified 

 

 

Annual or manufacturerõs 

recommendation 

Trained DT Technician 

 

 

Trained technician from a 

recognised company. 

As specified in guide Records 

of examination and 

maintenance are kept, 

including date of 

inspection/maintenance, 

date next inspection or 

maintenance due and 

record of defects and 

rectification. 

Provision and Use of Work 

Equipment Regulations 1998 

(PUWER) 

CFMATSS DL 254 

Accessibility Plan Contribute to the Accessibility 

Plan 

When reviewed by the 

school whenever works are 

carried out 

Qualified Surveyor Current Audit report 



 
 

 
 

 
Page 12 of 28 

 

 

Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Emergency Lighting Visual inspection to ensure 

the batteries are charging 

 

Disconnection of the mains 

lighting to enable a function 

test 

 

Annual Service including 3-

hour drop test 

Weekly 

 

 

Monthly 

None required 

 

 

None required 

Record areas of concern to 

Site Manager 

 

 

Completion of Academy 

check sheet. Record on 

Handsam 

 

 

Annual Certificate 

Electricity at Work Regulations 

1998 

BS 5266: Part 1 1999 

Energy 

Performance 

Display Energy Certificate 

(DEC) must be produced and 

always displayed in a 

prominent place clearly 

visible to the public. DECs are 

only required for buildings 

that have a total useful floor 

area of more than 500m2, 

that are occupied by a 

public authority or an 

institution providing a public 

service to a large number of 

people and are frequently 

visited by members of the 

public. 

Where the building has a 

total useful floor area of 

between 250m² and 1000m², 

the DEC is valid for 10 years 

An Energy Assessor, 

accredited to produce DECs 

or EPCs for the type of 

building, is the only person 

who can produce the 

certificates and Advisory.98 124.1 176.06 re
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Fire detection and alarm 

systems 

Testing of call points and 

sounders on rotation 

 

 

Inspection and service by 

competent contractor 

Weekly 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Firefighting equipment: 

Hoses 

Hoses are no longer 

recommended as they are 

more likely to put a user at 

risk than prevent injuries. The 

recommendation is to 

decommission and remove 

fire hoses. 

 

Flexible tubing pressure test 

must be carried out. 

Annual 

 

 

 

 

 

 

 

5-yearly 

Where hose reels are in 

place, a flexible tubing 

pressure test must be 

carried out. 

 

 

 

 

Where hose reels are in 

place, a flexible tubing 

pressure test must be 

carried out 

Test Certificate 

 

 

 

 

 

 

 

Test Certificate 

BS 5306-1:2006 

BS EN 671-3:2009 

Firefighting equipment: 

Wet and dry Risers 

Regular maintenance and 

servicing 

2 visual inspection 

services per year 

 

2 electric pump inspection 

services per year 

 

1 flow test per year (if 

applicable) 

 

A visual inspection every six 

months 

 

An annual pressure test 

Accredited company for 

testing and inspection. 

Accredited company for 

testing and inspection 

BS 5306-1: 2006 

Regulatory Reform (Fire Safety) 

Order 2006 



 
 

 
 

 
Page 17 of 28 

 

 

Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Firefighting equipment: Wet 

and dry suppression systems 

e.g. 

Ansul, FM 200 

Maintenance of 

suppression systems as per 

manufacturerõs guidance. 

Annual BAFE accredited engineer or 

equivalent trained and 

qualified engineer. 

Records of examination and 

maintenance are kept, 

including date of 

inspection/maintenance, 

date next inspection or 

maintenance due and 

record of defects and 

rectification. 

BS 5306 Standards 

Regulatory Reform (Fire Safety) 

Order 2005 

Fire Shutters and curtains: A 

fire shutter or curtain is a 

specially developed and 

engineered screen that drops 

from the ceiling and cuts off 

the path of a fire between 

two open areas. These are 

often used in kitchen service 

hatches. 

Regular testing to ensure 

effective operation. 

 

Regular maintenance in 

line with manufacturerõs 

recommendations. 

Following installation and 

then 6-monthly 

Competent person Logbook containing name 

and contact details of 

manufacturer and installer. 

Identification of power unit 

and safety devices. Results 

of installation testing and 

records of all maintenance 

and defect rectification 

BS7273: Code of practice for the 

operation of fire protection 

measures ð Part 4: Actuation of 

release mechanisms for doors 

BS EN 12453 for installation 

BS EN 12635 covers maintenance 

including the need for logbook 

Appendix B of the Building 

Regulations Approved Document B 

Fragile roofs Fragile roof access to be 

clearly indicated. Periodic 

inspection of signage 

required. 

As part of termly / quarterly 

health and safety inspection 

regime. 

None ð can be carried out 

by Estates staff. 

Termly monitoring 

inspection forms 

Working at Height Regulations 

2005 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Pottery kilns Annual inspection and 

maintenance as per 

manufacturerõs 

instructions 

Annual Competent contractor for 

electric kilns. 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Roller shutters 

(See also fire shutters) 

Routine maintenance in 

line with 

recommendations 

At least annually Demonstrably competent 

person. 

Results of installation testing 

and records of all 

maintenance and defect 

rectification. 

BS EN 12453 for installation BS EN 

12635 covers maintenance 

including the need for logbook 

Provision and Use of Work 

Equipment Regulations 1998 

(PUWER) 

 
Tree Safety and grounds 

maintenance 

Regular visual inspection to 

identify broken/dead 

branches, especially after 

high winds. 

 

Maintenance regime to be 

in place for all surfaces and 

features. 

 

Tree Survey 

Every 3 years Various None 
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Issue / Area (listed 

alphabetically) 

 

 

Requirements / Guidance 

 

Frequency / 

Regularity 

 

Assessment of 

Competency of 

Contractor/Employee 

 

Evidence required to 

demonstrate compliance 

 

Statutory/Regulatory/Industry 

Code/Good practice 

Working at Height: 

Ladders 

Ladders should be 

inspected before use and 

at regular intervals 

according to the 

manufacturerõs instructions 

 

 

Ladders that are part of a 

scaffold system have  

to be inspected every 

seven days as part of the 

scaffold inspection 

requirements 

Pre-use check every working 

day 

 

 

 

 

 

 

Every 7 days 

Demonstrably competent 

person. 

Periodic visual inspection of 

ladders should be recorded 

including date, person 

inspecting. Any defects and 

record of repair or 

destruction. 

Ladders should be easily 

identifiable, e.g., using 

inspection tags. 

Working at Height Regulations 2005 

Provision and Use of Work 

Equipment Regulations 1998 

(PUWER) 

HSE: Safe use of ladders and  

stepladders 

Working at Height: 

Scaffold Access towers 

Inspection after assembly 

in any position 

 

Maintenance and 

inspection as per 

manufacturerõs 

recommendations 

 

Ladders that are part of a 

scaffold system have  

to be inspected every 

seven days as part of the 

scaffold inspection 

requirements 

- After assembly and 

before first use 

- After any event that may 

affect stability e.g., vehicle 

strike, high winds 

- Every 7 days whilst 

erected. 

Erected and inspected by 

trained person (PASMA 

Trained or similar) hired 

towers to be assembled by 

hire company if no trained 

person available. 

Records of inspections to be 

kept at least until next 

inspection. 

Working at Height Regulations 2005 

Provision and Use of Work 

Equipment Regulations 1998 

(PUWER) 

HSE: Safe use of ladders and  

stepladders 






