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PREMISES MANAGEMENT POLICY

Aims

We strive to ensure that we:

e Manage our buildings and equipment in an efficient and legally compliant way

e Inspect and test buildings and equipment regularly, taking into account statutory
requirements and best practice recommendations

e Promote the safety and wellbeing of our staff, pupils, parents and visitors though effective
maintenance of buildings and equipment in accordance with the Health and Safety at Work
Act 1974 etc

Guidance

This document is based on the Department of Education’s guidance on good estate management
for schools.

Roles and responsibilities of Headteacher, Governors and Staff
The Governing Body and Headteacher remain responsible for the safe management of the
premises. Efficient and effective reporting of potential or actual Health and Safety issues,

inspection and testing processes and putting in place relevant risk assessments are all crucial to
manage the many Health and Safety risks within a school.

Systems in place

Efficient reporting of Health and Safety issues via email, an online form and a specific WhatsApp
Group.

Inspection and testing

Regular in-house and contractor-led inspection and testing is carried out, some of which is
identified in this table



ISSUE TO INSPECT

FREQUENCY

PERSON/S RESPONSIBLE

Portable appliance testing (PAT)

Annual visual inspections by a
competent person (contractor) and
items labelled with last date of testing.
Items removed from service if they do
not meet the standard

Site Manager annual timetabling,
booking and management

Fixed electrical installation tests
(including lightning conductors)

Inspection and testing carried out by a
competent person every 5 years

Site Manager annual timetabling,
booking and management

Emergency lighting

Inspection and testing carried out by a
competent person annually

Site Manager annual timetabling,
booking and management. Checked
weekly by Site Officer

Gas appliances and fittings

Annnual safety checks in line with good
practice and carried out by a Gas Safe
Registered Engineer

Site Manager annual timetabling,
booking and management

Legionella checks on all water systems

Risk assessment of each site carried out
and reviewed regularly by a competent
person - contractor currently Safe
Water

Site Manager annual timetabling,
booking and management. Weekly
flushes by Site Officer (in reality daily by
cleaners) in term-time

Annual review of asbestos register,
Refurbishment and demolition surveys
before any refurbishment or demolition

Site Manager annual timetabling,
booking and management. Weekly

Asbestos work checks by Site Team
Inspected before use and always
handled with care. Staff not to work at

Equipment used for working at height |height All staff

Fire detection and alarm systems, Fire
equipment and Fire doors

Weekly alarm tests, fire equipment and
fire door checks. Annual fire risk
assessment by a competent person also
includes the maintenance of fire
detection and alarm systems

Site Manager annual timetabling,
booking and management. Weekly
checks by Site Team

Extraction systems

Annual removal and cleaning of grease
filers and cleaning of ductwork for
kitchen extraction systems

Site Manager annual timetabling,
booking and management

Chemical storage

Weekly checks of chemicals being
stored appropriately carried out by
cleaners (Cleantec)

Weekly checks by Site Team to see that
door is locked, but general
responsibility of all staff to be vigilant to
hazards

Playground and gym equipment

Regular visual inspections, but full
Inspection and testing always carried
out by a competent person

Site Manager annual timetabling,
booking and management. Weekly
checks by Site Team

Tree safety

Visual inspections, but full Inspection
and testing carried out by a competent
person, preferably annually, but always
when an issue arises

Site Manager annual timetabling,
booking and management, but general
responsibility of all staff to be vigilant to
hazards

Please note that whilst many of these checks are required to be carried out by contractors and the
Premises Team, it is important to note that there is a general responsibility of all staff to be
vigilant to hazards and report or deal with them accordingly and in a timely manner.




Risk assessments and other checks

Risk assessments are put in place as and when needed and by the most relevant personnel.

These include risk assessments for trips, building works, inclement weather, holiday clubs and in
the event of a medical emergency such as COVID-19.



