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1. Aims 

Our school aims to ensure that it: 

• Manages its buildings and equipment in an efficient, legally compliant way. 

• Inspects and tests buildings and equipment regularly, taking into account statutory 
requirements and best practice recommendations. 

• Promotes the safety and wellbeing of our staff, pupils, parents and visitors through effective 
maintenance of buildings and equipment in accordance with the Health and Safety at Work 
etc. Act 1974 

• Complies with the requirements of The Education (Independent School Standards) 
Regulations 2014 

 

2. Guidance 

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

 

3. Roles and responsibilities 

The proprietary board, headteacher and School Compliance and Operations Lead will ensure this 
premises management policy is properly implemented, and that tests and inspections are carried out 
in accordance with this policy.  

The headteacher and School Compliance and Operations Lead are responsible for ensuring relevant 
risk assessments are conducted and for reporting to the proprietary board, as required. 

The site manager is responsible for: 

• Inspecting and maintaining the school premises. 

• Conducting repairs and maintenance. 

• Being the first point of contact for any issues with the premises. 

https://www.legislation.gov.uk/ukpga/1974/37/contents
https://www.legislation.gov.uk/ukpga/1974/37/contents
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://www.gov.uk/guidance/good-estate-management-for-schools
https://www.gov.uk/guidance/good-estate-management-for-schools


 

 

• Conducting and keeping a record of risk assessments and incident logs related to the 
school premises. 

• Liaising with the headteacher about what actions need to be taken to keep the school 
premises safe. 

This list is not intended to be exhaustive. 

 

4. Inspection and testing 

We maintain accurate records and details of all statutory tests which are undertaken at our premises. 
This includes relevant paperwork and certificates.  

All requirements and recommendations highlighted in inspection reports and certificates are reviewed 
and acted on as necessary.  

As part of the records of completed works, we include the dates when the works were undertaken and 
the details of the individual or company who completed them, along with their 
qualifications/certifications and/or experience.  

The table below sets out the issues we inspect, the inspection frequency, and the person responsible 
for checking each issue and, where appropriate, engaging a suitably qualified person to carry out 
inspection, testing or maintenance. It covers statutory checks as well as recommended good practice 
checks from relevant guidance. It is based on the Department for Education’s guidance on good 
estate management for schools.  

 

ISSUE TO INSPECT FREQUENCY PERSONS RESPONSIBLE TO 
ARRANGE WITH THE 
NOMINATED COMPANY 

Portable appliance testing 
(PAT) 

Variable, according to risk and 
how the equipment is 
constructed. 

Regular visual inspections 
where PAT is not required. 

We will refer to HSE guidance 
on maintaining portable electric 
equipment for suggested 
intervals and types of 
testing/inspection. 

Paul Tallis/Adam Spriggs 

Fixed electrical installation 
tests (including lightning 
conductors) 

Variable, according to the 
number and severity of faults 
found at last inspection. 

Inspection and testing always 
carried out by a competent 
person. 

Paul Tallis/Adam Spriggs 

Emergency lighting Monthly flash test. 

6-monthly condition test 
(including 3-hour battery test) by 
a competent person. 

Paul Tallis/Adam Spriggs 

https://www.gov.uk/guidance/good-estate-management-for-schools/health-and-safety
https://www.gov.uk/guidance/good-estate-management-for-schools/health-and-safety
http://www.hse.gov.uk/pubns/indg236.htm


 

 

ISSUE TO INSPECT FREQUENCY PERSONS RESPONSIBLE TO 
ARRANGE WITH THE 
NOMINATED COMPANY 

Gas appliances and fittings Routinely, in accordance with 
manufacturer recommendations 
(or other professional advice if 
unavailable).  

Annual safety checks (in line 
with good practice / required if 
the premises are used for 
residential accommodation).  

All work carried out by a Gas 
Safe Registered engineer. 

Paul Tallis/Adam Spriggs 

Fuel oil storage Checks at least weekly, with 
more detailed annual 
inspections by qualified 
inspectors. 

Paul Tallis/Adam Spriggs 

Air conditioning systems Inspections by an energy 
assessor at regular intervals 
(not exceeding 5 years).  

Annual certificated inspection to 
ensure no refrigerant leakage.  

Bi-annual checks and an annual 
maintenance schedule (in line 
with good practice). 

Paul Tallis/Adam Spriggs 

Pressure systems No fixed maintenance 
requirement (our programme 
takes account of the list on page 
44 of the HSE’s Safety of 
Pressure Systems guidance, 
and an examination of the 
system is carried out by a 
competent person by the date 
set at the previous examination 
– see pages 35 to 37 of the 
HSE guidance). 

Paul Tallis/Adam Spriggs 

Legionella checks on all 
water systems 

Risk assessment of each site 
carried out and reviewed 
regularly by a competent 
person. The frequency of 
monitoring checks varies for 
evaporative cooling systems, 
hot and cold water systems and 
other risk systems – specific 
details can be found in guidance 
for each type from the HSE. 

Paul Tallis/Adam Spriggs 

Asbestos None on site  - 

http://www.hse.gov.uk/pubns/books/l122.htm
http://www.hse.gov.uk/pubns/books/l122.htm
http://www.hse.gov.uk/pubns/books/hsg274.htm
http://www.hse.gov.uk/pubns/books/hsg274.htm


 

 

ISSUE TO INSPECT FREQUENCY PERSONS RESPONSIBLE TO 
ARRANGE WITH THE 
NOMINATED COMPANY 

Equipment used for working 
at height 

Inspected before use, and at 
suitable intervals appropriate to 
the environment it’s used in and 
how it’s used.  

In addition, inspections after 
anything that may affect the 
safety or stability of equipment, 
e.g. adverse weather or 
accidental damage. 

Paul Tallis/Adam Spriggs 

Fire detection and alarm 
systems 

Weekly alarm tests, with a 
different call point tested each 
week where applicable.  

Quarterly and annual 
inspections and tests by a 
competent person. 

Annual fire risk assessment by 
a competent person also 
includes the maintenance of fire 
detection and alarm systems. 

Paul Tallis/Adam Spriggs 

Fire doors Regular checks by a competent 
person. 

Paul Tallis/Adam Spriggs 

Firefighting equipment Most equipment – 
extinguishers, fire blankets, 
hose reels, fixed systems (such 
as sprinkler systems) and fire 
service facilities (such as dry 
risers and access for 
emergency vehicles) – 
inspected annually (by a 
competent person where 
required) unless manufacturers’ 
guidelines suggest differently. 

Paul Tallis/Adam Spriggs 

Extraction systems Regular removal and cleaning 
of grease filters and cleaning of 
ductwork for kitchen extraction 
systems. 

Local exhaust ventilation 
systems (such as those for 
working with hazardous 
substances) are examined and 
tested at least every 14 months 
by a competent person. 

More routine checks also set 
out in system logbooks.  

Paul Tallis/Adam Spriggs 



 

 

ISSUE TO INSPECT FREQUENCY PERSONS RESPONSIBLE TO 
ARRANGE WITH THE 
NOMINATED COMPANY 

Chemical storage 

 

 

 

 

Inventories are kept up to date.  

Risk assessments for the 
Control of Substances 
Hazardous to Health (COSHH) 
are reviewed on a regular basis, 
plus whenever it’s considered 
that the original assessment 
may no longer be valid, or 
where the circumstances of the 
work change significantly and 
may affect employees’ exposure 
to a hazardous substance (in 
line with HSE guidance on 
COSHH assessment). 

Paul Tallis/Adam Spriggs 

Playground and gymnasium 
equipment 

Regular inspections – at least 
annually, and more regularly 
where any equipment is used 
more frequently than normal 
(e.g. where community use 
increases how often equipment 
is used).  

Outdoor fixed play equipment – 
periodic and annual inspections 
by a competent person.  

Paul Tallis/Adam Spriggs 

Tree safety As part of risk assessment 
responsibilities, periodic visual 
checks for stability are carried 
out, with more detailed 
assessments if suspected 
structural faults or other risks 
are found. 

Paul Tallis/Adam Spriggs  

http://www.hse.gov.uk/pubns/books/hsg97.htm
http://www.hse.gov.uk/pubns/books/hsg97.htm


 

 

ISSUE TO INSPECT FREQUENCY PERSONS RESPONSIBLE TO 
ARRANGE WITH THE 
NOMINATED COMPANY 

Radon Risk assessments including 
radon measurements will be 
carried out in all of our above-
ground workplaces in radon-
affected areas, and all of our 
below-ground workplaces.  

Radon measurements will last 
for 3 months, using radon 
monitors, in line with Public 
Health England (now the UK 
Health Security Agency) radon 
guidance for schools.  

Where measurements show 
radon levels below 300Bq/m3, 
radon levels will be remeasured 
at least every 10 years. If 
significant changes are made to 
the buildings or work processes, 
remeasurement will also be 
considered. 

For any sites with radon levels 
above 300Bq/m3 we will work 
with a radiation protection 
adviser to manage reduction 
and decide on risk assessment 
and remeasurement frequency. 

Paul Tallis/Adam Spriggs 

 

5. Risk assessments and other checks 

Please refer to our risk assessment policy for information about the school’s approach to risk 
assessment. 

In addition to the risk assessments, we are required to have in place (please refer to our risk 
assessment policy and health and safety policy for more information), we make sure we have risk 
assessments in place, regularly updated, to cover: 

• Car parking and vehicle/pedestrian segregation. 

• Traffic management. 

• We also make sure further checks are made to confirm the following: 

• Correct and up-to-date information is displayed in all notices. 

• Compliance with the Construction (Design and Management) Regulations 2015 during 
construction projects 

• Contractors have the necessary qualifications to carry out the specified work. 

• Compliance with the Equality Act 2010 when making changes or alterations to a building or 
the external environment. 

 

6. Monitoring arrangements 

The application of this policy is monitored by the site lead and headteacher through, among other 
things, visual checks of the school site and equipment, and checks of risk assessments.  

Copies of risk assessments and paperwork relating to any checks are kept in the school offices.  

https://www.ukradon.org/cms/assets/gfx/content/resource_4430csce052ea95d.pdf
https://www.ukradon.org/cms/assets/gfx/content/resource_4430csce052ea95d.pdf
https://www.ukradon.org/cms/assets/gfx/content/resource_4430csce052ea95d.pdf
https://www.ukradon.org/cms/assets/gfx/content/resource_4430csce052ea95d.pdf


 

 

This policy will be reviewed by the Headteacher annually. At every review, the policy will be shared 
with and approved by the proprietary board. 

 

7. Security and Access Control 

7.1 Key Management 

The school maintains a secure key management system to ensure the safety and security of the 
premises. 

• A master key register is maintained by the School Compliance and Operations Lead, 
recording all keys issued, to whom, and for which areas of the school. 

• Keys must not be removed from the premises unless specifically authorised by the 
headteacher. 

• Lost keys must be reported immediately to the School Compliance and Operations Lead and 
headteacher. The school will assess the security risk and, where necessary, arrange for locks 
to be changed. 

• Staff leaving the school must return all keys on or before their last day of employment. 

• Keys must not be labelled with the school name or address. 

• The School Compliance and Operations Lead will conduct an annual audit of all keys issued. 

7.2 Visitor Procedures 

All visitors to the school must follow our visitor management procedures to ensure the safety and 
security of pupils and staff. 

• All visitors must report to the school office on arrival and sign in using our visitor management 
system. 

• Visitors will be issued with a visitor lanyard which must be worn and visible at all times whilst 
on the premises. 

• Visitors will be informed of emergency evacuation procedures and the location of assembly 
points. 

• Visitors must be accompanied by a member of staff at all times unless they have been subject 
to appropriate safeguarding checks and have been authorised by the headteacher to move 
around the school unaccompanied. 

• All visitors must sign out when leaving the premises and return their visitor lanyard. 

• The School Compliance and Operations Lead is responsible for ensuring visitor procedures 
are clearly displayed at all entry points. 

7.3 Out-of-Hours Access 

Access to the school premises outside of normal school hours is carefully controlled and monitored. 

• A list of authorised key holders is maintained by the headteacher and reviewed annually. 

• Key holders must ensure the premises are secured when leaving, including: 

o All external doors and windows are locked 

o The alarm system is activated 

o All internal lights are switched off (except security lighting) 

o Any equipment or hazardous materials are stored securely 

• Any staff member requiring out-of-hours access must notify the headteacher and s School 
Compliance and Operations Lead in advance where possible. 



 

 

• Contractors requiring out-of-hours access must be accompanied by an authorised key holder 
or make alternative arrangements approved by the headteacher and School Compliance and 
Operations Lead. 

• A log of out-of-hours access is maintained by the School Compliance and Operations Lead. 

 

8. Emergency Procedures and Business Continuity 

8.1 Emergency Contacts 

The school maintains an up-to-date list of emergency contacts to ensure rapid response to any 
premises-related emergencies. 

Key Contacts: 

• Headteacher: Kate Stevens – 07511220902 

• School Compliance and Operations Lead: Adam Spriggs - 07935704814 

• Site Manager: Paul Tallis - 07935704146 

• Deputy Headteacher: Siobhan Long - 07564583182 

The emergency contact list is reviewed termly by the School Compliance and Operations Lead and 
headteacher and is kept in the following locations: 

• School office 

• School Compliance and Operations Lead office 

• Headteacher's office 

8.2 Procedures for Premises Emergencies 

The school has procedures in place to respond to various premises-related emergencies: 

Heating System Failure: 

• The School Compliance and Operations Lead / Site Manager will assess the situation and 
contact the heating contractor immediately. 

• If the heating cannot be restored quickly and temperatures are unsafe, the headteacher will 
decide whether to close the school or send pupils home early. 

• Parents will be notified as soon as possible via [communication method to be specified]. 

• Remote learning arrangements will be activated if necessary. 

Water Supply Failure: 

• The School Compliance and Operations Lead / Site Manager will contact the water supplier 
immediately and assess the impact on school operations. 

• If toilets and handwashing facilities are unavailable, the headteacher will decide whether the 
school can remain open safely. 

• Alternative arrangements (e.g., bottled water, temporary toilets) will be considered where 
possible. 

• Parents will be notified of any closure or early finish. 

Flooding: 

• The School Compliance and Operations Lead / Site Manager will assess the extent of 
flooding and identify any immediate hazards (e.g., electrical equipment, slippery floors). 

• Affected areas will be cordoned off immediately. 

• The water supply will be isolated if necessary. 

• Emergency services will be called if required. 



 

 

• The headteacher will assess whether the school can remain open safely. 

• Insurance company will be notified as soon as possible. 

Gas Leak: 

• If a gas leak is suspected, the area will be evacuated immediately. 

• All sources of ignition (e.g., electrical equipment, naked flames) will be eliminated. 

• Windows and doors will be opened to ventilate the area. 

• The gas emergency number (0800 111 999) will be called immediately. 

• The fire alarm will be activated if necessary to evacuate the building. 

• No one will re-enter the building until it has been declared safe by the gas engineer. 

Electrical Failure: 

• The School Compliance and Operations Lead / Site Manager will check the cause of the 
failure (e.g., tripped circuit breaker, blown fuse). 

• If the cause cannot be identified or safely resolved, the electrical contractor will be called. 

• Emergency lighting will be checked to ensure it is functioning. 

• If the failure affects critical systems (e.g., heating, security), the headteacher will assess 
whether the school can remain open safely. 

Fire Alarm Activation: 

• All staff and pupils will follow the school's fire evacuation procedures. 

• The School Compliance and Operations Lead / Site Manager will investigate the cause of the 
activation once the building has been evacuated. 

• If it is a false alarm, the site manager will reset the system and allow re-entry to the building. 

• If it is a genuine fire or the cause cannot be determined, the fire service will be called. 

Severe Weather: 

• The School Compliance and Operations Lead / Site Manager will monitor weather forecasts 
and assess any potential impact on the school premises. 

• Snow and ice will be cleared from pathways and entrances as a priority. 

• The headteacher will decide whether the school can open safely, taking into account: 

o Condition of the premises 

o Ability of staff to travel to school 

o Ability of pupils to travel to school safely 

o Heating and other essential services 

• Parents will be notified as early as possible of any closure or delayed opening. 

8.3 Alternative Arrangements if Premises Unavailable 

In the event that the school premises become unavailable due to an emergency (e.g., fire, flood, 
structural damage), the following arrangements will be implemented: 

Immediate Response: 

• The headteacher will assess the situation and determine the likely duration of the closure. 

• Parents will be notified immediately via phone call, text, email, website, social media. 

• Staff will be notified and briefed on alternative arrangements. 

Short-Term Closure (1-5 days): 

• Staff will work from home where possible. 



 

 

• The headteacher and site manager will work with contractors and insurers to resolve the 
issue as quickly as possible. 

• Daily updates will be provided to parents on the expected reopening date. 

Medium to Long-Term Closure (more than 5 days): 

• The school will work to identify alternative premises if necessary. 

• Options may include: 

o Temporary relocation to other school site or building. 

o Use of temporary classroom buildings on an alternative site 

o Extended remote learning arrangements 

• The decision will be made based on: 

o The likely duration of the closure 

o The availability of suitable alternative premises 

o The impact on pupils' education 

o Health and safety considerations 

• Parents will be consulted and kept informed throughout the process. 

• The proprietary board will be involved in all major decisions regarding alternative premises. 

Communication: 

• Regular updates will be provided to parents, staff, and the proprietary board. 

• A dedicated section of the school website will provide up-to-date information. 

• The headteacher will be the main point of contact for all enquiries. 

Recovery: 

• Once the premises are available again, a phased return will be planned if necessary. 

• The school compliance and operations lead/site manager will ensure all systems are fully 
operational before pupils return. 

• A full risk assessment will be conducted before reopening. 

• Any lessons learned will be incorporated into future emergency planning. 

 

9. Accessibility 

9.1 Purpose 

The school is committed to ensuring that its premises are accessible to all pupils, staff, parents, and 
visitors, including those with disabilities or special educational needs. We recognise our duties 
under the Equality Act 2010 to make reasonable adjustments and to ensure that disabled people 
are not placed at a substantial disadvantage. 

9.2 Accessibility Audits 

The school conducts regular visual accessibility audits to identify and address any barriers to 
access: 

• The audit covers: 

o Physical access to and within the building 

o Access to the curriculum (in relation to the physical environment) 

o Access to information 

o Parking and drop-off arrangements 



 

 

o Signage and wayfinding 

o Emergency evacuation procedures for disabled people 

o Toilet and hygiene facilities 

o Lighting and acoustics 

o Furniture and equipment 

• The findings of the audit are reported to the proprietor board and inform the school's 
accessibility plan. 

• An action plan is developed to address any issues identified, with priorities based on: 

o The impact on disabled pupils, staff, or visitors 

o The feasibility and cost of making improvements 

o Statutory requirements 

• Progress against the action plan is monitored by the headteacher and reported to the 
proprietor board annually. 

9.3 Reasonable Adjustments 

The school makes reasonable adjustments to ensure that disabled pupils, staff, parents, and visitors 
are not placed at a substantial disadvantage compared to those who are not disabled. 

For Pupils: 

• Individual needs are assessed when a pupil with a disability joins the school or when a 
disability is identified. 

• Reasonable adjustments may include: 

o Modifications to the physical environment (e.g., ramps, handrails, accessible toilets) 

o Provision of specialist equipment (e.g., height-adjustable desks, specialist seating) 

o Adjustments to classroom layout 

o Use of assistive technology 

o Adjustments to timetabling or room allocation 

o Personalised emergency evacuation plans (PEEPs) 

• Adjustments are reviewed regularly as part of the pupil's education, health and care plan 
(EHCP) or support plan. 

For Staff: 

• When a member of staff has a disability or develops a disability, the school will work with 
them to identify reasonable adjustments. 

• This may include: 

o Modifications to their workspace 

o Provision of specialist equipment 

o Adjustments to working hours or duties 

o Accessible parking 

o Adjustments to emergency evacuation procedures 

• Occupational health advice will be sought where appropriate. 

For Parents and Visitors: 

• The school will make reasonable adjustments to ensure parents and visitors with disabilities 
can access the premises and participate in school activities. 

• This may include: 



 

 

o Accessible parking spaces 

o Ramps and level access where possible 

o Accessible toilet facilities 

o Provision of information in alternative formats (e.g., large print, braille, audio) 

o Hearing loop systems for meetings and events 

o Assistance with navigation around the school 

9.4 Compliance with the Equality Act 2010 

The school complies with its duties under the Equality Act 2010, which requires schools to: 

• Not discriminate against disabled pupils in admissions, exclusions, or the provision of 
education and associated services. 

• Make reasonable adjustments to avoid disabled pupils being placed at a substantial 
disadvantage. 

• Prepare and implement an accessibility plan to increase access to education for disabled 
pupils. 

Our accessibility plan sets out how we will: 

• Increase the extent to which disabled pupils can participate in the school curriculum. 

• Improve the physical environment of the school to increase access for disabled pupils. 

• Improve the delivery of information to disabled pupils in formats that are accessible to them. 

When making changes or alterations to buildings or the external environment, the school ensures 
compliance with the Equality Act 2010 by: 

• Consulting with disabled pupils, staff, and parents about their needs. 

• Considering accessibility at the design stage of any building project. 

• Ensuring that new or refurbished facilities meet accessibility standards. 

• Seeking advice from accessibility specialists where appropriate. 

 

10. Links with other policies 

This premises management policy is linked to our: 

• Health and safety policy 

• Risk assessment policy 

• Child protection and safeguarding policy 

• Data protection policy 

• Accessibility plan 

• Fire safety policy 

• Business continuity plan 
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