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IMPORTANT:

This document is produced solely for Directors/Governors
of Church of England Academies in the
Diocese of Exeter and as such is strictly confidential

If you are not a Director, Governor or Principal of an Academy
Trust containing a school with a Church of England
foundation in the Diocese of Exeter you may not disclose,
distribute, copy, rely on or otherwise use this document

Exeter Diocesan Board of Finance Ltd, Exeter Diocesan
Property Services Ltd and all group companies accept no
legal liability for the information contained within this
document to parties other than Directors/Governors of
Church of England Academies in the Diocese of Exeter
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PREMISES ADVICE PACK - FOREWORD

One of the things | enjoy most about my job is
visiting the schools, academies and colleges of the
Diocese. Our church schools and academies are
one of the great strengths of the Church of England
and are rightly known both for their educational
excellence and for their distinctive Christian ethos.

| am always delighted when | am invited to open
new premises. They are occasions of excitement
and optimism as a school community moves into a
new chapter in its life. The provision of suitable
buildings and good facilities is important because
they help create the context for the education of
young people. | am very aware of the effort,
knowledge and skill that is needed to deliver a
successful building project. Property and premises
matters represent one of the biggest challenges for
governing bodies. Technical procedures,
legislation, funding issues, programming and the
inevitable disruption to the academic community
during building work all have a huge impact on the
life of a school or academy.

The Diocese of Exeter is determined to support and assist voluntary aided schools, colleges
and academies to meet these challenges. We have developed an education surveying team
within the Diocesan Property Services Department specifically to deliver an efficient service
whilst trying to minimise disruption. This Premises Advice Pack has been developed by the
department as the key support and reference document to provide you with advice in relation
to the majority of premises issues that are likely to occur. The document is available via the
Diocese of Exeter website, and all future updates will be available online as well. The
Property Services Department will inform you of revisions and updates by e-mail. Less high-
tech information sources are also available, with a surveyor only a phone call away.

Our parishes, chaplaincies and schools form a network of Christian service to the children
and young people of Devon. Appropriate procedures, technical solutions and legislative
compliance are essential, and their purpose is to help create the best possible environment
for the education and spiritual development of our children and young people. We are in the
business of human flourishing and we want every child to reach his or her full potential.
Working together in the love of God we can accomplish great things.

The Right Reverend Robert Atwell
Bishop of Exeter
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1.0
11
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1.1.2

1.13

114

1.15

INTRODUCTION
The Document

This document aims to assist Directors, Local Governing Bodies, Business Managers
and Principals of Church of England Academies in the Diocese of Exeter in
understanding and controlling building works projects and premises issues at their
Academy. This guide has been prepared by the Diocese of Exeter Property Services
Department and brings together, in one document, the various information sources
relating to Academy building issues, identifies the roles and responsibilities of the
many parties to Academy building projects and aims to provide guidance and advice
on delivering successful building projects at the Academy.

The document is arranged in a ‘folder format’ to enable updating on a regular basis
as legislative, funding and procedural changes occur in the future. This information is
correct at the time of issue and updates to this document will be posted on the
Diocese of Exeter website. Therefore, please check the website
www.exeter.anglican.org and update the hard copy on a regular basis. The
Buildings and Premises section on the website can be found under Schools on the
main menu, following which click on Church of England Academies. Alternatively
link direct to http://www.exeter.anglican.org/schools/buildings-premises/converter-
academies/

We would advise that this document is kept alongside your other key Premises
documentation, including:

Asset Management Plan

DfE/EFA Property Data Survey Report
Asbestos Register and Management Plan
Legionella Log Book

Disability Equality Scheme / Accessibility Plan
Fire Risk Assessment and Plan

Security Risk Assessment and Plan

Your own Development Plan (Building Works).

Terms used in this document in relation to guidance should be interpreted as follows:
Must: A requirement of legislation or regulation;
Recommend: The Directors should have clear reasons and written
justification for not complying with this action;
Advise: Best Practice.

If you have any suggestions for improving or adding to the information provided, or
require any clarification please contact Richard Power, Diocesan Surveyor
(Education) on e-mail address richard.power@exeter.anglican.org
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1.2

ACADEMY PREMISES ISSUES - CONTACT LIST

Role

Name

Tel:

e-mail

Notes

Diocese of Exeter

Diocesan Surveyor

Richard Power

01392 294952

richard.power@exeter.anglican.org

Diocesan Surveyor

Jason Down

01392 294952

jason.down@exeter.anglican.org

Schools Capital Funding
Officer

Raymond Twohig

01392 294952

raymond.twohig@exeter.anglican.org

Administrator

Harry Tear

01392 294952

harry.tear@exeter.anglican.org

SLA - Maintenance
Agreement Contacts

Consultants

H&S Advisors
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ACADEMY PREMISES ISSUES - CONTACT LIST

Role

Name

Tel:

e-mail

Notes

Maintenance
Contractors

Emergency Call Out
Contractors

If you smell Gas

National Gas Grid

0800 111 999

Key Holders
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2.0

2.0.1

2.1

211

2.1.2

2.1.3

2.14

2.15

2.16

2.1.7

SUPPORT DOCUMENTATION

The following documentation is essential in identifying building works issues at your
premises and providing guidance on procedures, funding and responsibilities.

Asset Management Plans (AMP)

Every maintained School was provided with Asset Management Plan (AMP)
documentation by their relevant LA.

The AMP data was originally prepared by the LA to record the condition, suitability
and sufficiency of the school accommodation at that time. We would advise that the
Academy maintains such information (or similar) as a key information and monitoring
tool to record the condition, suitability and sufficiency of the accommodation.

The format of the original AMP documentation differs between LAs but all are
structured in three parts;

Condition Survey — Records the condition of the building fabric, identifying the
remedial works required and giving an indication of suggested programme and
budget.

Suitability Survey — Assesses the suitability of rooms/spaces for the use for which it is
intended. Issues of spatial unsuitability, inadequate lighting/ventilation levels, health
and safety issues, etc. are recorded.

Sufficiency Survey (also known as Net Capacity Assessment) — This section of the
AMP assesses if there is sufficient space in the school for the numbers of children on
roll/planned. This ‘Net Capacity’ figure is recorded as the number of pupils which can
be adequately accommodated within the space available.

The Sufficiency Survey can be a useful tool in assessing the efficiency of the use of
space at the Academy - if the Net Capacity figure is less than the number of pupils on
roll it indicates that extension of the buildings can be justified. If there are fewer
pupils than the Net Capacity figure calculated, then there is sufficient space, even
though it may be poorly arranged. The Local Authority may request Net Capacity
data from Academies for its reports on school capacity to central government.

Please note: If the date of your latest Net Capacity data is prior to June 2014 then the
calculations are based on Building Bulletin (BB) 98 & 99 area guidance. BB98 &
BB99 were superseded in June 2014 by BB103. The area guidelines in BB103
https://www.gov.uk/government/publications/mainstream-schools-area-guidelines

are more restricted than the previous Bulletin and this will affect the Net Capacity
outcome figures. DfE guidance was issued in 2002 regarding the calculation of net
capacity
http://www.schoolpropertymatters.co.uk/wp-content/uploads/2012/04/Assessing-the-Net-
Capacity-of-Schools.pdf

The AMP surveys are supported by dimensional data usually in the form of a line
drawing showing the layout of the building (not to scale) and a schedule of
accommodation with associated areas. This spatial information should be kept up to
date and the room uses and areas cross-referred to the Sufficiency Survey and
modified to accord with the reality at the Academy. It is important to note that room
uses can have a significant impact on the final Net Capacity figure recorded in the
Sufficiency Survey.
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2.1.8

2.2

22.1

22.2

2.2.3

2.3

23.1

2.3.2

Although an individual Academy may wish to improve on the quality of information
provided in the original AMP document, we recommend that such a document
provides the foundation of premises information at the Academy. We would advise
that a review of the condition data is undertaken termly (following a walk-round
inspection), and recommend that all other data is reviewed and updated annually
and following building works at the Academy.

EFA Property Data Survey Report

A review of education funding was undertaken in 2011 (The James Review)
https://www.education.gov.uk/consultations/downloadableDocs/James%20Reviewpdf.pdf
which included a recommendation that capital should be awarded based on condition
need and there was a requirement for a consistent view of the condition of England’s
school estate. This resulted in a national survey of school buildings by a team of
private-practice surveyors with the survey reports issued in 2014. The process is
planned to be repeated every 5years.

The information contained in the survey reports is ’high level’ and of limited use at
school level but gives an indication of the elements of building fabric and services
which are in worse condition. The primary use of the information is at central
Government level with the justification for capital funds from Treasury and the
allocation of grant (though Local Authority Areas) based on the average condition
need of schools in that area.

Schools/Academies that have been recently built or are included on the Priority
School Building Programme have not been surveyed in this current round.

Asbestos Risk Assessment and Register

Asbestos is chemically inert and its presence in a building does not necessarily
indicate a hazard to health. Asbestos only poses a risk to health if it is disturbed and
asbestos fibres are released into the air, outside of an asbestos-removal-controlled
environment.

The Control of Asbestos Regulations 2012 requires the management of asbestos by
the owners / those responsible for the premises; know as the Person in Control.

In an Academy this responsibility is often split between;
The Directors of the Academy Trust
. Asbestos strategy and policy,
o Monitoring that such policies are being enacted in the Academy, and
. Control of capital funding / spend.
and
The Headteacher / Principal
o Day-to-day management and implementation of the Academy’s policies,
. Normal leadership decisions,
. Revenue budget control.

If the Academy Directors delegate some of the traditional Headteacher
responsibilities to other staff members, then the related ‘Person in Control* duties
(relevant to the Headteacher) will be carried by that named person.
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2.3.3

2.3.4

2.3.5

2.3.6

2.3.7

The ‘management’ of asbestos requires the knowledge of where the asbestos is
located, and assessment of its condition so decisions can be made whether it should
be removed, encapsulated or otherwise managed. The legislation also requires a
procedure to be implemented for the regular inspection and assessment of the
condition of the asbestos over time. It also requires that the ‘Person in Control’
ensures the safety of the building’s occupants throughout the management of
asbestos. It is a requirement that each Academy Trust identifies the ‘Person In
Control’ at (each) establishment and that they receive the appropriate training.

All Academies will have their Asbestos Management Survey (the old ‘Type 2’
Asbestos Survey) which was provided by the LA when they were a maintained
school. It is essential that you clarify with the Local Authority if the transfer to
Academy Status enables the Academy Trust to rely on the information provided
by the LA in this document and how it might relate to Service Level Agreement
packages offered to Academies through the LA or its providers. If there is any
uncertainty about the ability for the Academy to rely on the information provided we
recommend that another Asbestos Management Survey is undertaken by an
independent provider. This must be integrated into the Academy’s Asbestos
Management Plan.

Building works that disturb the building fabric must have a separate detailed
Refurbishment and Demolition Asbestos Survey undertaken. This inevitably will have
cost and programme implications for building work projects unless provision is made
for these surveys, and are programmed, within the contract documentation and
therefore we recommend this is always included. The Academy must provide
copies of their Asbestos Management Plan and any Refurbishment and Demolition
Asbestos Survey to the attention of their project consultants at the earliest possible
stage of the project briefing process.

All persons planning to undertake any repair, maintenance or building works in the
building must be provided with a copy of the Asbestos Survey (Register) so they are
fully aware of the available knowledge regarding asbestos in the building. If work
involves disturbing asbestos you must seek specialist advice prior to proceeding.
With only a few exceptions http://www.hse.gov.uk/asbestos/essentials/index.htm, the
removal of asbestos must, be carried out by an approved, licensed and authorised
asbestos removal contractor and the work is notifiable to the Health and Safety
Executive.

The following is provided for general information only and to assist you in
considering the issues for developing your own procedures to comply with the
relevant Asbestos Management legislation.

The Template documents in Appendix B are included as examples of good
practice process and procedure.

Asbestos Management Plan - Compliance with the Control of Asbestos Regulations
2012 requires the preparation of an Asbestos Management Plan (of which the
Asbestos Register will form a part). An Asbestos Management Plan template is
included in Appendix B for your information and consideration: please only use as
the basis of preparing your Asbestos Management Plan if you consider that this fully
meets the requirements of the Control of Asbestos Regulations 2012.

Check updates at www.exeter.anglican.org
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Form ASB1 — To be completed by the Person In Control (the person instructing / in
control of the building / works) in conjunction with the contractor before any works
are carried out. This relates to both Capital works and small maintenance works.

The ASB1 Form records the identity of the Person In Control and the works to be
undertaken. It also requires (along with the contractor) reference to the Asbestos
Register and requires consideration of the remedial works to be undertaken
dependant upon the asbestos risk in existence.

The Academy must implement a procedure to ensure compliance with the relevant
legislation. Without such documentary evidence that the Academy Trust and
Person in Control have undertaken all reasonable precautions in managing the
asbestos on the site then prosecution could result, particularly should there be an
unauthorised release of asbestos fibres (during building or maintenance works).
Therefore, we strongly recommend that Form ASB1 is completed for all
maintenance or building works at each school/academy site.

Form ASB2 - This form is used to record all routine/scheduled inspections of
Asbestos Containing Materials (ACMs) at the Academy. The ACMs must be
inspected for signs of damage on an annual basis, or as advised in the Asbestos
Management Plan, or following any known impact/damage, and the inspection
recorded.

The Academy must arrange scheduled inspections of asbestos, recording its
condition and addressing any damage or degradation.

Devon and Torbay LAs and Plymouth PAPH offer the routine inspection of ACM’s
as a Service Level Agreement package that Academies can purchase.

Form ASB3 - If during the building works, asbestos materials are discovered which
are not recorded in the Asbestos Register, this Form should be completed to
capture the information to enable updating and re-issue the Asbestos Register by
the relevant person/company. In addition, if asbestos materials are removed as
part of any works (in accordance with HSE requirements), then this should also be
recorded and advised to the relevant person to enable the Asbestos Register to be
revised/updated.

The Academy must put procedures in place to ensure their Asbestos Register and
Asbestos Management Plan is maintained up to date.

Guidance Note ASB4 — This is an example ‘guidance note’ for use in the event of
an unplanned release of asbestos fibres. The Academy Trust must minimise any
exposure to risk by the occupiers, instigate remedial works and inform the
necessary authorities.

We strongly recommend that a similar guidance note and procedure is included in
the Academy’s Critical Incident Plan and in their Asbestos Management Plan (with
all staff made aware of the procedures).

Note: There may be serious legal implications for the Person In Control in the event
of an unplanned release of asbestos fibres if the proper written procedures (similar
to those recorded in Form ASB1) have not been followed.

Check updates at www.exeter.anglican.org
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2.3.8

2.3.9

2.3.10

2.4

24.1

24.2

243

Form ASBS - In the event of an asbestos incident the details must be recorded in a
structured manner and this template offers the basis of such a record. Normally
such a document would be issued within 7 days of an unplanned release of
asbestos fibres to record the incident and remedial works undertaken, and updated
on a regular basis thereafter until resolved.

We strongly recommend that Academies formalise such a procedure within their
Asbestos Management Plan.

The Academy Directors must ensure that appropriate asbestos awareness training
is provided for the Person In Control (both at Director and Employee levels).

The Health and Safety Executive has published an Asbestos Management Checklist
for Schools http://www.hse.gov.uk/services/education/asbestos-checklist.pdf and has a
link to Frequently Asked Questions about asbestos in schools
http://www.hse.gov.uk/services/education/asbestos-fags.htm. The DfE has also issued
guidance https://www.gov.uk/government/publications/asbestos-management-in-schools--2

The Person in Control needs to ensure that a copy of the Asbestos Register is
included with the documentation for ‘roll call’ during evacuation of the building in
case of fire or other such emergency. This is to ensure the Fire Brigade and other
emergency services have access to information about the presence and location of
asbestos which will inform how they access the building and undertake their duties.

Legionella Inspection Risk Assessments and Logbook

Water hygiene legislation requires compliance with Health & Safety Commission
Approved Code of Practice & Guidance (L8) to reduce the risk of Legionella infection
in water systems in buildings. Failure to comply may leave the Duty Holder (being the
operators of the building or those in control of the building), liable to prosecution
should an incident occur.

The Approved Code of Practice specifies that a person(s) must be appointed to take
managerial responsibility and to provide supervision for the implementation of
precautions. This appointed ‘responsible person’ should be a manager, director or
have similar status and sufficient authority, competence and knowledge of the
installation to ensure that all operational procedures are carried out in a timely and
effective manner. The Directors and Head Teacher / Principal (in partnership) must
identify who that ‘responsible person’ is in the Academy; this is the ‘Duty Holder’ and
they must receive appropriate training and receive the appropriate support at Director
level in undertaking their duties.

The Approved Code of Practice also specifies that a risk assessment of the system
be undertaken, remedial works/systems implemented to prevent and control the risks,
and the responsible person must manage and monitor the system. Appropriate
records must be kept (in the form of a logbook) on site for a period of 6 years and we
recommend these records include details of responsibilities, findings of risk
assessments, the written scheme for managing the risk, and any
checks/inspections/monitoring carried out. These records must be available for
inspection at any time.
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2.4.4  Typical requirements of checks/inspections/monitoring will include:

245

Weekly

Flushing little used outlets (or consider removing outlets) and associated pipework,
including showers, which are not used within a 7 day period. Flushing is to ensure
that any stagnant water is replaced. Ensure special consideration during holiday
shutdown periods.

The weekly flushing can be arranged at Academy level (through dedicated members
of staff) and with all checks/flushing diligently recorded and held within a logbook.

Monthly
Temperature checks must be undertaken at sentinel outlets to ensure that cold

water is below 20°C within 2 minutes or hot water is above 50°C within 1 minute of
use respectively. Remedial action must be taken to adjust the water temperatures
within the required parameters.

With the appropriate training and diligent record keeping some Academies may
choose to arrange the monthly temperature checks themselves, using dedicated
members of staff.

Quarterly

Check and clean/disinfect showerheads as required

With the appropriate training and diligent record keeping some Academies may
choose to arrange the cleaning of the shower heads themselves.

6 Monthly, Annual and Other Checks

It is the Academy’s responsibility to ensure that all other identified inspections are
carried out. The inspections must include all water tanks and other hot and cold
water storage systems and are undertaken as part of a programme of six and twelve
monthly checks. These inspections must be undertaken by gualified persons (and
therefore NOT by dedicated members of staff that some academies might have
trained for the weekly and monthly checks).

We recommend that Academies enter into a contract with a specialist service
provider for the inspection and servicing of water systems at the Academy in
accordance with the Approved Code of Practice L8 with all inspections / issues
recorded within the faults log.

If the water system is adapted or changed at any time

Such works may affect the site risk assessment and therefore the Risk Assessment
must be reviewed / updated. Your Plumber and anyone else who may adapt the
water systems at the Academy should have a detailed understanding of Approved
Coded of Practice L8

Training
Provide adequate training for the Duty Holder and any other legionella management
personnel at the Academy.

Record findings
In the formal logbook.

Further guidance can be found on the HSE website
http://www.hse.gov.uk/legionnaires/
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2.5

25.1

2.5.2

2.5.3

254

2.6

26.1

2.6.2

2.6.3

2.6.4

Accessibility Plan and Disability Equality Scheme

The Disability Discrimination Act 1995 introduced a new Duty that required schools
(including academies) to take a more proactive approach to promoting disability
equality and eliminating discrimination (DDA 2005 Part 5A). A key part of this duty is
the development of a Disability Equality Scheme (DES) for the institution.

The Equality Act 2010 replaced most of the Disability Discrimination Act 1995, as
from 1 October 2010. However the Disability Equality Duty, as originally identified in
the DDA, continues to apply and must be complied with. The Academy’s approach
and compliance can be formalised in a Disability Equality Scheme which should
include a Disability Accessibility Plan — see Appendix D for details.

Leicestershire County Council have guidance and a model Disability Equality Scheme
template on their website which can be found at:
http://www.leics.gov.uk/sips_sen/sen_team_guidance/sips_sen_disability_equality_scheme.htm

An Academy must consider the physical restrictions of the site and building as part of
its Disability Equality Scheme and Accessibility Plan. An Access Survey will help
inform of the physical access issues that exist and identify opportunities to reduce
these issues via capital work projects and management processes: we recommend
that the Academy has an Access Survey prepared.

Fire Risk Assessment

Detailed information regarding Fire Safety at education institutions can be found at
the following website:
http://www.education.gov.uk/schools/adminandfinance/schoolscapital/a0010980/fire-
safety-for-schools

The relevant Building Regulations Approved Document relating to fire is Approved
Document B (Fire Safety) 2006 Edition (and subsequent amendments). Schools fall
into Purpose Group 5 — Assembly and Recreation. New building works will therefore
be assessed for compliance with fire safety. However building works undertaken in
the past (prior to 2006) may not, as they were excluded under some earlier Building
Regulations. It is essential therefore not to assume that existing construction and
installations comply with current Building Regulations in regards to fire safety.

The Regulatory Reform (Fire Safety) Order 2005 came into force on 1% October 2006
and requires that any person who has some level of control in the premises must
take reasonable steps to reduce the risk from fire and make sure people can escape
if there is a fire. In an Academy the responsible persons would principally be the
Director (policy, risk assessment, finance, resources, review, etc) and Head
Teacher/Principal (day-to-day management). The risks can be identified and
assessed by undertaking a Fire Safety Maintenance Inspection and preparing a Fire
Risk Assessment. Specific guidance for undertaking a Fire Risk Assessment at
education institutions is at http://www.communities.gov.uk/publications/fire/firesafetyrisk6

The purpose of a Fire Risk Assessment is;

a) To identify the fire hazards

b) To identify the people at risk

c) To evaluate the risks

d) To undertake remedial works/practices to remove, reduce or protect from the risk
e) To record your findings, inform, instruct and train relevant people

f) To review the risk assessment regularly
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2.6.4

2.6.5

2.6.6

2.7

2.7.1

2.7.2

2.7.3

2.7.4

2.7.5

2.7.6

2.7.7

A sample Fire Safety Maintenance Checklist and Fire Risk Assessment form/template
is included in Appendix C. An assessment must be undertaken (at least) annually
and prior to any proposed changes to the building, change of room uses or
introduction of new users (extended services) or significant changes in pupil numbers.
Note: The Checklist in Appendix C is only a guide and your own Checklist should be
developed and adapted to suit the particular premises under review.

Much of the Fire Safety Maintenance Inspection and Fire Risk Assessment can be
undertaken by staff or Directors at the Academy but certain aspects (relating to
adequacy of fire alarm systems, fire compartmentalisation, etc) will require the
expertise of a building surveyor, building services engineer or other property
professional.

The Person in Control needs to ensure that a copy of the Asbestos Register is
included with the documentation for ‘roll call’ removed from the building during
evacuation in case of fire or other such emergency. This is to ensure the Fire
Brigade and other emergency services have access to information about the
presence and location of asbestos which will inform how they access the building and
undertake their duties.

Display Enerqgy Certificate and Advisory Report

All public buildings over 250m? (including schools/Academies) have to display a
certificate {Display Energy Certificate (DEC)} giving details of annual energy
consumption, assessed on a rating from A to G, where A is the most energy efficient
and G the least. This will have to be displayed in a prominent place that is visible to
any visiting members of the public.

A Display Energy Certificate shows how a buildings energy use performs against a
benchmark and is based on the building’s actual annual energy consumption. The
Display Energy Certificate (DEC) is to be accompanied by an advisory report which
recommends ways to improve the building’s energy performance, although this does
not have to be on display.

For buildings with a useful area of over 1,000m? the DEC will have to be renewed
each year and will need to be accompanied by an ‘Advisory Report’ listing measures
to improve the performance. This Advisory Report for these larger buildings can last
up to 7 years before it too will need to be updated.

For buildings with a useful area of between 250m? and 1,000m’ the DEC and the
Advisory Report are valid for 10 years.

The DEC and Advisory Report must be prepared by an accredited energy assessor
although the initial data collection and assessment can, and should be, undertaken by
the school to ensure the dates for the display of the Display Energy Certificate are
met.

Failure to display a certificate is punishable by a fine of £500 and failure to have an
advisory report by a fine of £1,000, with compliance enforced by LA Trading
Standards.

The responsibility for the preparation of the DEC lies with the Academy Trust
although;
e Torbay LA has arranged a SLA agreement (No.8 — Display Energy Certificate)
and has invited schools to subscribe.
o NPS’s DAMA SLA offer includes for the Display Energy Certificate renewal.
NPS also offer a service to all schools (irrespective of location)
http://www.nps.co.uk/getintouch/14/ .
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2.7.8 The CLG website also has additional information and can be found at;
http://www.communities.gov.uk/publications/planningandbuilding/displayenergycertificates
and

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/452481/DEC Gu
idance rev July 2015 .pdf

2.7 Security Risks Assessment

2.8.1 See Section 8.5
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3.1.1

3.2

3.2.1

3.2.2

3.2.3

3.2.4

3.25

3.2.6

3.2.7

FUNDING OF ACADEMY BUILDINGS WORKS

Maintenance Works

Minor building repairs and maintenance are funded from the revenue budget element
of the Academy’s Funding Agreement.

Capital Works

All Church of England Academy Trusts entered into the Church Supplemental
Agreement upon conversion to academy status recognising that the Academy is a
Church of England institution. The Church Supplemental Agreement formalises the
roles and rights of the various parties (Diocese, Trustees, Secretary of State and
Academy Trust) including those relating to the ownership of the premises. In this
regard the Academy Trust must obtain the consent of the Board of Education and
Trustees when undertaking any capital funded works at the Academy. Trustees
consent for alterations to the building is reinforced in the Articles of the Academy
Company. The Church Supplemental Agreement also recognising the Boards’
interest in providing support and ensuring capital works are undertaken properly.

Therefore, if you have a project you wish to develop please contact a Diocesan
Surveyor on richard.power@exeter.anglican.org or 01392 294952 as early as
possible and they will guide you through the Consents process.

Academies are eligible for the following capital funding streams:

Devolved Formula Capital

Academies receive DFC, (the same as Maintained schools) as part of their Funding
Agreement and which is used for capital maintenance of their buildings and for ICT
hardware. The 2015-18 financial year DFC allocations can be found at
https://www.gov.uk/government/publications/capital-allocations .

Condition Improvement Fund (CIF) or Schools Condition Allocation (SCA)

This capital stream has been targeted to meet academies’ urgent building condition
needs which they cannot fund themselves from their Funding Agreement budget. The
CIF fund is administered by the Education Funding Agency (EFA) through an annual
online bidding round. https://www.gov.uk/condition-improvement-fund

Should the Academy Trust intend to submit a CIF bid please contact the Diocesan
Surveyor beforehand who will provide the details of the Trustee/Diocesan Consents
fee sum (linked to the project value) so that this can be included in the professional
fees element of the CIF bid. In this way this cost is cover under the CIF grant award
rather than falling on the Academy’s budget.

The EFA also retain a portion of the CIF to address urgent and unexpected capital
maintenance needs in academies, if they arise. If an academy has an emergency
which requires capital funding, it should first determine if it is covered by its insurance
policy, (which it is compulsory for all academies to have). If the need cannot be
covered by the insurance policy, then the academy should contact their EFA
academy lead officer to discuss the options for emergency funding.

For larger Multi Academy Trusts (with over 3,000 pupils and a minimum of 5
academies), the MAT can choose to have funding on a formulaic basis (SCA) in
installments throughout the year.

MATSs that receive funds on a formulaic basis (SCA) also need to engage with the
Diocesan Surveyor when their capital programme is prepared so as the consents
process can be enacted and allowance made in the funding plan for the consents
fees.
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3.2.5

3.3

331

3.3.2

3.3.3

3.4

34.1

3.4.2

Basic Need funding

Capital funding to address Basic Need for new pupil places due to local demographic
changes is to continue to be administered by local authorities. Local authorities are
required to consider need in both academies and maintained schools in allocating this
funding. Please contact Diocesan Officers in regards to Basic Need issues with
premises implications. Academies are likely to be required to enter into legal
agreements with the Local Authorities in order to receive such funding and it may be
prudent to obtain independent legal advice before entering into any such agreements.

Value Added Tax
Read HMRC Guidance ‘VAT Refund Schemes at Academies’ at the following link:
http://www.hmrc.gov.uk/manuals/vatedumanual/vatedu70000.htm

An Academy should be able to recover VAT incurred on the construction or
refurbishment of buildings to the extent that the building relates to non-business
activity in relation to supplies of goods and services received on or after 1 April 2011,
subject to HMRC determination. Recovery of VAT depends on the use to which the
building is put — it only allows recovery relating to expenditure on non-business
activities, which will include the building work and normal maintenance of an academy
being used for the provision of free education.

Should a capital project be funded by other sources (eg sponsor contributions or
private contributions raised in other ways) or where public funds from other sources
are applied to a project — the issue is not so straightforward and specialist VAT advice
will be required

Extended Services that exceed 5% of the occupation time a building is used may
exceed that allowed under the HMRC Notice and may incur VAT for construction
costs for those buildings that were previously constructed with zero VAT rating —
again specialist advice should be sought when developing the budget funding early in
the project development, mindful of the proposed use of the buildings.

Buildings Insurance

Joint Insurance of the Land and Buildings is required, as set out in the Church
Supplemental Agreement (usually in clause 14). In most cases the Academy Trust
must take out insurance in the joint names of the Academy Trust and Trustees. A
copy of the Insurance document must be provided annually to the Trustees c/o
Property Services Department at the Diocese.

We would strongly recommend that and Academy Trust obtain an independent
Insurance Valuation (day-one cover) from a Chartered Surveyor or the insurance
company (prior to academy conversion) to determine the cost of rebuilding the
premises in case of a total loss. This figure then requires adjustment each year. An
under-valued building could lead to the insurer ‘applying the average’ should a claim
be made which could result in the Academy Trust having insufficient funds to
undertake the remedial works funded from the insurance settlement.
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3.4.3

3.4.4

3.4.5

3.4.6

We strongly recommend that Academies seek independent professional insurance
advice in deciding the insurance policies to purchase. Please ensure that in
discussions with the Insurance Broker they fully understand that you are a Church
school with the property owned by the Trustees.

Some matters to consider when obtaining quotations for buildings insurance (list not

designed to be comprehensive):

e What is covered? — Fire, flood, subsidence, lightning strike, vandalism, burst
pipes, etc, etc?

e  What about items generally excluded from buildings policies?

— Items falling under the Pressure Systems Safety Regulations 2000 (PSSR)
which could include boiler plant, some catering equipment, compressors etc.
(and the insurer will need to provide a ‘Written Scheme of Examination’.)

- Items falling under the Provision and Use of Work Equipment Regulations 1998
(PUWER) including lifts, platforms, hoists etc.

- Items falling under the Lifting Operations and Lifting Equipment Regulations
1998 (LOLER) including lifts, platforms, hoists etc

e  Extent of cover? — Does it apply to the whole site (boundary walls, car parks etc)
or just the main building?

e  What about ICT equipment, audio equipment etc?

e What about loose furniture fixtures and fittings, including floor coverings? - Is
some of this covered on Contents Insurance?

e Does it include for recovering professional fees on remedial works?

e Does it include for cover during building and maintenance works (we would
recommend that you seek for automatic over on building and maintenance works
up to £100,000 value to be included)?

¢ Under what circumstances could you make a claim for a broken boiler, leaking
roof, burst pipes on heating system etc? — most policies have significant
limitations in relation to wear and tear and lack of maintenance.

e Do you need to include for VAT? (see HMRC Note at 3.3 above)

Ongoing - It is very important to inform your insurers when building works are being
undertaken at the Academy (as such works may increase ‘risk’), and following the
completion of the works (as it may alter the value of the property or size of buildings,
etc). As recommended above, it is beneficial to include in the policy for automatic
cover of building works up to a value of (say) £100,000 so that notification is only
needed for projects exceeding that sum.

The DfE is encouraging academies to use the Risk Protection Arrangements (RPA)
as an alternative to Insurance. The Church of England National Society has been
instrumental in the development of a version of the RPA scheme specifically for
Church Academies which provides the protection for the Trustee owners of the land
and buildings; Academy Trusts with Church Academies in its grouping must ensure
that the Church Academies model is requested when signing up to the scheme.
https://www.gov.uk/government/publications/risk-protection-arrangement-rpa-for-
academy-trusts-membership-rules
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3.4.7

3.4.8

3.4.9

The RPA scheme does not meet the Insurance requirements required under the
Church Supplemental Agreement and it is not an insurance policy. Consent is
therefore required of the Trustee owners to enable the substitution of Insurance (as
agreed to under the Church Supplemental Agreement) to the RPA Scheme. Please
contact Richard Power (Diocesan Surveyor) is you wish to move to the RPA scheme
and he will facilitate the discussions with the Trustees. The conditions of the
Trustees’ consent are usually:

e That the Church Academy version of the RPA is used.

e That the Academy Trust provides a copy of the RPA ‘Welcome Pack’ to the
Trustees along with copies of all future correspondence from the EFA
regarding the RPA scheme.

e That additional insurance is taken out (as required) for items not included in
the RPA Scheme (see 3.4.8 below).

A number of items and statutory inspections that would normally be included in a
standard insurance policy are not included in the RPA scheme and additional
insurance must be taken out by the Academy Trust if relevant. In premises matters
the key issue is Engineering Inspection and Insurance. Academy Trusts must make
their own separate arrangements for statutory inspections, either with an insurance
company or another body with the necessary authorisation and competence to carry
out such inspections under the legislation.

Statutory Engineering Inspections include those under:

a) Pressure Systems Safety Regulations 2000 (PSSR):
which could include boiler plant, some catering equipment, compressors etc.
and the provision of a ‘Written Scheme of Examination’.

b) Provision and Use of Work Equipment Regulations 1998 (PUWER)
which could include lifts, platforms, hoists etc.

C) Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)
which could include lifts, platforms, hoists etc

Other Items not included in the RPA Scheme (and for which Academy Trusts will
need to make their own arrangements under a separate Insurance policy) include:

Motor — Business Motor Insurance is not included under the RPA

Overseas travel - Overseas trips are not covered by the RPA. Only United Kingdom
travel is included and academy trusts should take out their own overseas travel policy
where required

Works of Art - Academy Trusts will need to make their own arrangements for insuring
works of art.
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4.0

4.1

4.1.1

4.2

421

4.2.2

4.2.3

4.2.4

DEVELOPMENT PLANNING FOR BUILDING WORKS -
A SUGGESTED STRATEGY

Information Sources

The information required to prepare a detailed Development Plan for Building /
Premises issues is identified in Section 2.1 - 2.8 inclusive. That being;

Asset Management Plan (Condition, Suitability and Sufficiency Surveys),
DfE/EFA Property Data Survey Report

Asbestos Risk Assessment and Register

Legionella Inspection Risk Assessment and Logbook

Academy’s Disability Equality Scheme

Academy’s Fire Risk Assessment

Security Risks Assessment

Display Energy Certificate and Advisory Report

along with the Academy’s Development Plan (Educational Issues), OfSTED reports
and SIAMS Inspection reports.

Process

The development of the Premises Development Plan (Building Works) should always
be undertaken by the Directors working alongside the Head Teacher/Principal and
with other staff members as required.

The information obtained from the various information sources should be represented
in the Premises Development Plan. Many issues will be represented in the various
information sources but with a different ‘focus’, e.g. an undersized Hall may be noted
in the AMP Suitability Survey but also it may have been identified as being unable to
deliver the PE curriculum in the OfSTED report, and the school may not be able to
hold full school worship (identified in the SIAMS report).

A well-structured Premises Development Plan should be easy to read, flexible, easily
modified and enable planning in the short term, medium term and long term. Ideally,
detailed plans should be represented from years 1 — 5, with the programme for years
5 - 10 grouped together. The Plan should identify resources to address the issues as
well as the issues themselves to enable realistic planning and budget control.

The Premises Development Plan is a ‘live’ document, ideally prepared using
Microsoft Excel or a similar spreadsheet computer package, and the Development
Plan should be discussed at each Directors meeting with any modifications made to
reflect the current issues, priorities, service and maintenance reports, and resources
(and these updates recorded in the minutes).
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4.3

Example Premises

Development Plan Layout

Element/Works/Issues

Comments

2016/17

2017/18

2018/19

2019/20

2020/21

2021/22 — 2026/27

AMP Condition

Roofs

Renew rainwater goods

£800

Renew roof covering over
ICT Suite

£4,000

EFA Property Data Survey

Elevations

Decorate window frames

3 year decoration cycle

£1,000

£2,500

Decorate fascias

3 year decoration cycle

£400

£4,050

£1,000

AMP Suitability

ICT Suite - Undersized

Also identified in Ofsted Report

Extend ICT Suite

£40,000

Library — Undersized
Convert store & extend

£25,000

Asbestos Survey

Kitchen Ceiling Ties

Remove & new ceiling

Undertake in Summer holiday

£4,000

Legionella Logbook

Remove dead leg pipework

Legionella risk

£500

Accessibility Plan &
Disability Equality

No Disabled Toilet - Install
new toilet

Pupil with specific needs joining
school in 2012/13

£19,000
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Example Premises Development Plan Layout

(Continued)

Element/Works/Issues Comments 2016/17 2017/18 2018/19 2019/20 2020/21 2021/22 - 2026/27

Fire Risk Assessment

Security Plan

DEC Energy Certificate &

Advisory Report

Remedial works advised

in Servicing Reports

Ofsted Reports

Inadequate ICT provision See AMP Suitability Incl.

Development Plan —

Education

Purchase new computers Programme in with ICT £5,000
Extension

Costs
Total Estimated Building £20,700 £49,000 £5,000 £4,050 £25,000 £3,500
Costs
Professional Fees @ 15% £3,105 £7,350 £750 £608 £3,750 £525
VAT at 20% (if/as applicable) £4,761 £11,270 £1,150 £932 £5,750 £805
Estimated project Cost £28,566 £67,620 £6,900 £5,589 £34,500 £4,830
VAT Recovery (full VAT -£4,761 -£11,270 -£1,150 -£932 -£5,750 -£805
recovery shown but Academy
Trust to clarify,
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Example Premises Development Plan Layout

(Continued)
Element/Works/Issues Comments 2016/17 2017/18 2018/19 2019/20 2020/21 2021/22 — 2026/27
Estimated Project Cost £23,805 £56,350 £5,750 £4,658 £28,750 £4,025
Funding
DFC Allocation - current £8,500 £9,000 £9,000 £10,000 £10,000 £50,000
year
DFC remaining from £25,000 £9,695 £8,695 £11,945 £17,287 £12,287
past years
Total DFC Available £33,500 £18,695 £17,695 £21,945 £27,287 £62,287
DFC Contribution to £23,805 £10,000 £5,750 £4,658 £15,000 £4,025
Project
DFC Remaining £9,695 £8,695 £11,945 £17,287 £12,287 £58,262
Funding from other Sources 0 0 0 0 0 0
Total Project Funding £23,805 £10,000 £5,750 £4,658 £15,000 £4,025
(excl Capital Improvement
Fund - CIF)
CIF bid Reqguirement Plan for annual online £0 £46,350 £0 £0 £13,750 £0
bidding round

An Excel Spreadsheet is available for downloading and alteration to suit Academies’ specific details on Academies Buildings section of Diocesan website
http://www.exeter.anglican.org/schools/buildings-premises/converter-academies/
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4.4

44.1

4.4.2

4.4.3

4.4.4

4.4.5

4.4.6

4.4.7

4.4.8

4.4.9

Sustainable Academies

The Churches commitment to sustainability

The Church of England has committed to reducing its carbon emissions by 80% by 2050 (from 1990
levels). Forwarding this national agenda through to a local level, The Diocese of Exeter passed a
motion in March 2007 to urge parishes and mission communities to work towards reducing their
carbon footprint.

As a central part of all parishes and mission communities, Church of England schools and academies
have an important role to play in achieving these objectives.

Education buildings have a considerable impact on the environment (they account for about 14% of
public sector carbon emissions). The Diocese is committed to ensuring that the benefits of good
school building design can be harnessed, whilst the negative environmental impacts are minimised.

DfE desire for sustainable schools/academies

“The Department for Education is committed to sustainable development and believes it is important
to prepare young people for the future. Our approach is based on the belief that schools perform
better when they take responsibility for their own improvement. We want schools to make their own
judgements on how sustainable development should be reflected in their ethos, day-to-day
operations and through education for sustainable development. Those judgements should be based
on sound knowledge and local needs.”

The DfE has published ‘top tips’ for sustainability in schools
https://www.gov.uk/government/publications/top-tips-for-sustainability-in-schools

What can you do to make your school buildings more sustainable?

For information on how to start thinking about embedding sustainability, see
https://www.gov.uk/government/publications/the-journey-of-sustainable-schools-developing-and-
embedding-sustainability

There is no new/additional funding to improve sustainability at Academies.

CRC Enerqy Efficiency Scheme (CRC)

The Carbon Reduction Commitment (CRC) is a new emissions trading scheme for large non-energy
intensive commercial and public sector organisations. The government has proposed that state-
funded schools will participate within the carbon reduction commitment scheme under the umbrella of
their Local Authority. The emissions of each school and academy must be covered by an allowance
bought by its Local Authority.

Academies have a duty to provide reasonable assistance and gather all data which relates to their
energy use and provide this each year to the Local Authority (as and when requested by the LA).
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4.4.10

4411

4.4.12

4.4.13

4.4.14

4.4.15

Photovoltaic Solar Panels on Academy Roofs

The UK Government has made available funding to encourage the ‘take-up’ of green technologies to
enable the Government to meet international carbon reduction targets. The encouragement is given
by way of;

e A Generation Tariff

e An Export Tariff

e Lower emergency bills (by using the electricity generated at source)

The Government has given a 25 year fixed commitment re the Generation Tariff thereby making it a
very attractive commercial investment. The Export Tariff element may change in value over the 25
year period.

Should Academies have sufficient capital to invest in PV Solar panels on the school roof this may
prove to be a worthwhile investment (cost pay-back period typically 12 years).

A significant number of commercial organisations and community organisations are approaching
schools on a ‘rent a roof basis. The Companies own the PV panels and get the Government
Generation and Export Tariffs and look to the School/Academy to provide a location of the panels for
a 20-25 year period. The benefit to the academy is they are charged a lower price for their electricity.
For many academies this appears a very attractive proposition.

However;

e  Church buildings are in Trustee Ownership and the Trustee’s approval must be obtained
before any agreement is entered into. A lease is also required between the Trustees and the
company, with all cost paid by the Academy Trust or the company.

e The Terms and Conditions of the agreement are heavily ‘weighted’ in favour of the company
and this will have significant implication for the academy patrticularly in relation to;

o How much notice the academy needs to give to undertake remedial works to its roof,

o When it can undertake such works - academies will want to undertake works during the
summer holidays but the company will not want this as this is the peak time for energy
generation.

o The cost for dismantling the PV array in order to do such works

o Having 24 hour a day 7 day a week access to the equipment.

o Penalties re withdrawal from the contract.

In addition, many of the ‘rent a roof’ models are typically structured for the installation companies to
assemble a large grouping of roof spaces and then ‘sell on’ as an investment to another company
through the financial markets. Typically such companies are looking to maximise the investment and
be less ‘user-friendly’ than the original company.

The commitment of 20-25 years is a significant time period particularly if the contract is weighted
towards the company rather than to the academy. Directors and Headteachers/Principals must be
mindful that it is likely that their successors that will have to deal with any ‘fall out’ that may occur and
therefore they must give very careful consideration, and obtain advice from Diocesan Officers before
making any decision.

If you are considering a PV Solar Installation please contact Richard Power on 01392 294952 to
discuss, well before making any detailed engagement with a sales/installation company.
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Recommended further reading

http://www.eco-schools.org.uk/ 4 — for information on becoming part of an international eco-school
community.

o www.globalactionplan.org.uk — for help in setting up Action Teams at your Academy.

http://www.carbontrust.com/media/39232/ctv019 schools.pdf - suggested measures which could reduce
energy, save money on energy bills and also reduce carbon emissions.

e http://www.generationgreen.co.uk/ - British Gas Green Initiative.
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5.1
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51.2
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514

UNDERTAKING A CAPITAL BUILDING WORKS PROJECT

The Academy Trust’s Role & Responsibilities

General

The Academy Trust is responsible for the maintenance and development of the buildings/site. As a
Church of England Academy the Academy Trust/Directors are assisted by the Diocese and the
DfE/EFA. The buildings and site is owned by the Foundation Trustees who have the right to give or
withhold consent for the works proposed.

Memorandum & Articles for Church of England Academies under the Academies Act 2010 - Objects
5 In furtherance of the object but not further or otherwise the Academy Trust may exercise the
following powers:-
(c) (subject to such further consents as may be required by law or as may be required from the Trustees
as landlord/licensor where this is the case) to acquire, alter, improve and charge or otherwise
dispose of the property;

The Church Supplemental Agreement

In converting to a Church of England Academy the Academy Trust sign a Church Supplemental
Agreement which is a four-way agreement between the Academy Trust, the Diocesan Board of
Education, The Foundation Trustees and the Secretary of State recognising that the Academy is a
Church Academy with the associated rights, responsibilities and relationship inherent in that
arrangement. This includes rights and responsibilities of all parties in relation to capital works.

The relevant sections of the model Church Supplemental Agreement pertaining to capital premises
matters at Church Academies are found in Clause 18 (in the template document).

18 The Diocesan Board/Trustees acknowledge the Secretary of State’s power to pay Capital Grant
to the Academy Trust and in recognition of the Diocesan Board’s/Trustees’ interest in any
Capital Grant paid in relation to expenditure on Land the Secretary of State commits to the
following:

(a) to acknowledging the Diocesan Board’s/Trustees’ right to consent to the carrying out of any
works to the land which are to be paid from any capital grant;

(b) to recognise the Diocesan Board’s/Trustees’ interest in ensuring that any works to the land are
carried out properly and that the Diocesan Board/Trustees/Diocesan Authority may be procuring
or providing support to the Academy Trust in the procurement of such works.

The intention of these clauses can be summarised as follows;
a) The Government and Diocesan Authority recognise each others rights and responsibilities
regarding the Church Academy premises and capital grant.

b) Capital works at Church Academies must receive the consent of the Diocesan Authorities /
Trustees.

c) The Diocesan Authorities / Trustees may procure or provide support to the Academy Trust in
capital matters

This Premises Advice Manual forms part of this support to the Academy Trust.

We would ask that Directors of a Church Academy contact a Diocesan Surveyor to discuss a
proposed capital project as early as possible, and prior to consulting any other external body.
The Diocesan Surveyor will then advise the processes and procedures to be followed by the
Academy to assist them in complying with the Church Supplemental Agreement and the Company
Articles undertakings.
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5.1.6

52

521

5.2.2

5.2.3

The financial liability in an Academy Trust differs between Members and Directors. The Members’
liability is limited to £10 whereas Directors’ liability is not limited in the same way. Academy Trusts
and their Directors must be insured such that individual Directors are protected from personal liability.
The insurance is intended to provide cover as long as the Directors act honestly, reasonably and in
‘good faith’.  The insurance does not extend to the cost of any unsuccessful defence to a criminal
prosecution brought against the Directors in their capacity as Directors/Governors. The Health and
Safety at Work etc Act 1974 is criminal law. It is essential therefore, that the Directors act within the
law and follow professional advice and guidance in that regard if they are not to risk being held liable
for the outcome of decisions made. The Diocese of Exeter employs Chartered Building Surveyors
(with the requisite Professional Indemnity Insurance) and a Funding Officer to provide premises
guidance and advice to Church Academies in the Diocese to help minimise the risk to the Academy
Trust and its Directors.

The Academy Trust is the client (or Employer) for any building works at the Academy. It is therefore
the responsibility of the Directors of the Trust to appoint professional consultants (entering into
contractual agreements with them), to comply with the Construction (Design & Management)
Regulations (CDM) 2015, to adequately brief professional consultants, to make decisions during all
stages of the project, to arrange funding for the works, to enter into a formal contract with the building
contractor for the works, to comply with DfE procedures and to pay the contractor and consultants.
The Diocese of Exeter has employed Chartered Building Surveyors and a Funding Officer to assist
Church Academies in complying with these duties for capital building works projects.

The Diocese’s Role, Responsibilities and Services

General

The responsibility for premises issues at the Academy lies with the Academy Trust. It is the
responsibility of the Diocesan Authorities / Diocesan Board of Education to have consent processes
and provide support services to Church Academies as indicated in Clause 18 of the model Church
Supplemental Agreement (as detailed previously).

In meeting their responsibilities and providing services which facilitate building project works at
Church Academies, the Diocesan Board of Education has appointed the Diocesan Property Services
Department (PSD) to provide the professional expertise. The Education team within PSD includes
Chartered Building Surveyors and a Funding Officer with support staff. The DBE/PSD has a close
working relationship with the DfE/EFA, Local Authorities and other Dioceses.

Services Provided to Church Academies by the Diocese of Exeter under the Church Supplemental
Agreement

The following services are currently provided to Church Academies by the Diocesan Property
Services Department:

a) Considering Capital Works Projects and enabling process for Trustee and DBE Consent in
accordance with Church Supplemental Agreement —The Diocese of Exeter has developed
procedures which when followed ensures both Academy Trusts and the Diocese will meet their
responsibilities and commitments.

b) General Premises Advice to Church Academies — Schools/Directors can contact Diocesan
Surveyors/Diocesan Schools Capital Funding Officer to discuss any premises or capital funding
issues at their Academy; Surveyors will visit Academies if required.

c) Development of CIF Bids for specific capital projects or annual capital programmes associated
with SCA allocations.

d) Exeter Diocese Property Services (EDPS Ltd) can also offer Academies a full design and
contract administration service for capital building works projects, (operating as a consultant to
the Academy), all in accordance with section 5.3 below.

Check updates at www.exeter.anglican.org
Sept 2016 Rev 3
Page 30




524

f)

g)

h)

)

k)

n)

0)

Technical Updates and Guidance to Directors and Head Teachers — DBE/PSD may arrange
seminars or provide bespoke training to Church Schools/Academies reporting on current issues
and funding. PSD also provides guidance on any changes in premises issues and capital
funding throughout the year.

Grant Funding Advice - When requested, Diocesan Surveyors will advise as to grant funding
opportunities.

Assisting Academies in obtaining legal advice on Building Contractual Issues — The Diocese will
support Church Academy Trusts in legal disputes which arise where the Directors have followed
specific advice provided by the Diocese.

Land Transfer/Purchase/Disposal — Diocesan Officers can assist Trustees and Church
Academies with land transfer and purchases. Services include liaison with Trustees, solicitors,
LAs and other associated agencies.

Asset Management Plan Advice — Diocesan Surveyors will advise Church Academies regarding
Asset Management Plan issues when requested.

Providing Premises Advice to Academies regarding Nurseries / Pre Schools / Community Use
etc on Academy sites - Diocesan Officers will assist in providing premises advice and liaising with
the Trustees, the LA, solicitors and private providers in relation to leases, hiring agreements etc.

Reacting to Unexpected/Disastrous Occurrences where Building Premises are Involved -
Providing practical, financial and moral support to the Church Academy as required.

Representing Church Academies in development of programmes and funding - Working
alongside the relevant LA, DfE/EFA and other partner providers and stakeholders.

Representing Church Academies at Local and National Government Level — The Diocesan
Officers liaise with Local Authorities, the DfE / EFA and the National Society in addressing
building and capital funding issues affecting Church Academies.

Work with LAs in developing Service Level Agreements suitable for Church Academies —
Diocesan Officers work with individual LAs to assist them in developing maintenance/serving
packages for building services and statutory inspections etc to assist Directors with their legal
and health and safety responsibilities at Academies.

Developing Practical Links with Other Religious Faiths/Traditions — Close co-operation on
educational and premises issues can achieve better solutions for all, and at better value, and will
help foster good ecumenical relations.

Funding of Diocesan Services

The project Consent process (see 5.2.3a above) is subject to a fee on a sliding scale relevant to the
value of the project (excl VAT and fees) and assuming all information and support documentation is
correctly provided (see Section 6.2.4).

<£5,000 £ 200
£ 5,000 - £20,000 £ 300
£ 20,001 - £50,000 £ 500
£ 50,001 - £200,000 £ 700
£200,001 - £500,000 £ 900
£ > £500,001 £1,000

The consent fee quoted is excluding VAT.
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PSD services outlined in 5.2.3b — 5.2.3k above are subject to a professional fee either on a time-
charge basis, percentage of the contract sum or fixed fee depending on the individual project /
instruction.

PSD Services outlined in 5.2.31 — 5.2.30 have no specific profession fee charged, (neither does this

premises advice documentation), and this arrangement is possible due to the professional fees
charged in 5.2.4 and 5.2.5 above.

The Professional Consultant’s Role & Responsibilities

General

In almost all circumstances it is essential that the Directors seek professional advice when
undertaking capital building works projects at the Academy. A Diocesan Surveyor will be able to
advise if you are unsure if a consultant is required, and will advise regarding the relevant specialisms.

The Diocese of Exeter holds a list of those consultants who have agreed to follow wider Scope of
Services Agreement procedures with Church schools in the Diocese. When Academies consult with
the Diocesan Officers as part of the Church Supplemental Agreement procedures, guidance can be
given regarding the suitability of specific consultants.

Appointing a Professional ‘Friend of the Academy’

It is essential all professional appointments are made formally. The appointment of Director, family
member, parent or ‘friend’ as the consultant professional in a local community can result in problems
for the Academy if the project does not proceed well.

In considering any professional consultant appointment, the Diocese advises that a Directors must be
certain that they would be comfortable to address contractual issues exactly the same with the ‘friend’
as any other consultant e.g. to take legal action against them if necessary. If this is not the case then
they should not be appointed.

Consultants working on capital building projects at a Church Academy in the Diocese of Exeter
should have a minimum of £2,000,000 Professional Indemnity insurance cover (with a larger sum for
large value commissions)..

In considering such appointments reference must also be made to the restrictions contained within
the Academy’s Articles.

The Building Contractor’s Role and Responsibilities

The Building Contractor is employed by the Academy Trust to undertake the works as agreed. This
forms a binding legal contract. An Academy Trust should never instruct capital building works without
consent from the DBE and Foundation Trustees (as is required by the Church Supplemental
Agreement).

The more specific and detailed information a client can provide to a contractor (usually through their
consultant), the greater quality, programme and cost certainty and control will be possible. Detailed
drawings, specification of works, tendering and cost analysis, contract administration etc are
therefore vitally important.

Academies Administering Capital Works Projects
(without professional consultant appointment)

There are only a few circumstances in which the DBE would support the Academy who may wish to
develop capital works projects without the appointment of a professional consultant. These are
either;
e Building works of a very simple and/or minor nature (e.g. small scale internal decorations
that can be accessed without the need to work at height),
e Specialist works of a simple nature (e.g. playground line markings)
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5.5.3
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e ICT equipment purchases (in which the Academy is assumed to take advice from the system
maintenance team or IT co-ordinator at the Academy).

It is essential that all capital works projects are discussed with a Diocesan Surveyor before
progressing with any design/quotations or the like. DBE/Trustee consent for the scheme is still
required under the Church Supplemental Agreement and all procedures as expected of consultants
to deliver the project in accordance with Diocesan and DfE procedures would also need to be
followed. All building works (and including the kind of small scale works detailed above also must
comply with the requirements of the Construction (Design and Management) Regulations 2015.

In circumstance where the Directors of an Academy Trust may decide not to appoint a consultant to
progress the project they take on all associated responsibilities, (which may be wider than just the
Client responsibilities;

a) Health and Safety - acting in accordance with requirements of the Construction (Design &

Management) Regulations 2015. See guidance on

http://www.hse.gov.uk/pubns/indg411.pdf

The client responsibilities under the CDM 2015 regulations include;

e Appointing the right people at the right time - including the appointment of the Principal

Designer (in writing) and a Principal Contractor ensuring that they are qualified and
adequately resourced to carry out the work.
Please Note: In most circumstances if a Principal Designer is not formally appointed
then the person or organisation instructing the works automatically takes on that
role. Almost certainly the person at the Academy instructing the works will not be qualified
or be insured to take on this function and therefore we strongly advise that a separate
Principal Designer is appointed even if the Academy progress simple projects themselves
and the Directors liaise with the Diocesan Surveyor as early as possible about this
appointment.

e Ensuring there are arrangements in place for managing and organising the project.

Allowing adequate time.

Providing information to the designer and the contractor.

Communicating with the designer and building contractor.

Ensuring adequate welfare facilities on site.

Ensuring a Construction Phase Plan is in place.

Retaining the Health and Safety File.

Protecting members of the public including Academy employees, visitors and children.
Ensuring the works are designed correctly.

Notifying construction projects to the HSE if required.

Should the Governing Body take on the running of the project they also take on these
responsibilities and liabilities identified along with.

b) Contract Administration (with all appropriate documentation)
c) Associated legal and financial liabilities.

Directors must note that Academy’s insurances that indemnify them whilst acting as Directors rely on
them acting ‘in good faith’ and within the law. Such insurances could be compromised and individual
Directors could expose themselves to personal financial risk by inadvertently operating outside the
law in the delivery of a capital works project (and in particular with regard to Health and Safety
legislation). Any approved consultant appointed by an Academy will have Professional Indemnity
Insurance (PII) to recover the costs of any negligent error on their part; the Directors have no such PII
insurance cover.

In circumstances where the Academy administer capital works contracts themselves and their actions
or lack of knowledge results in Diocesan Surveyors or School Funding Officers expending greater
time to resolve issues than would normally be expected of a project administered by a professional
consultant, then the Diocesan Officers reserves the right to charge an additional fee for the time
expended on a time-charge basis at the rate of £80/hr plus VAT.
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5.5.6

5.6

56.1

5.6.2

5.6.3

5.6.4

5.6.5

5.6.6

In circumstances in which the size and complexity of the project is viewed by the Diocesan Surveyors
to pose too great a risk to the Academy for them to administer the contract themselves, then the
Diocesan Surveyor will advise the DBE that Consent should not be given. Without consent/approval
under the Church Supplemental Agreement, then the works cannot proceed.

Organisational Diagram - Premises and DBE Support

At a Church of England academy the Church is represented in the Members (as owners) — through
Exeter Diocese Education Network (EDEN), and as Directors in the governance of the Academy
Trust through the Foundation Directors.

The Academy Directors are responsible to, and report to, the Members.

The Academy Trust is responsible to the Secretary of State (SoS) with regards to standards and
finance.

The Academy Trust is responsible for its employees, the pupils and the associated ‘school’
community.

As a Church of England Academy in the Diocese of Exeter, the Diocesan Board of Education (DBE)
provides support to the Academy with the Property Services Department (PSD) providing general
premises guidance/support together and offers a wider range of design and contract administration
services.

The Property Service Department (PSD) manages the Consents process for the Diocesan Authorities
(DBE) in relation to capital works project under the Church Supplemental Agreement.
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ACADEMY’S PROGRAMMING OF BUILDING WORKS PROJECTS

Using the School Development Plan (Building Works) for Planning Projects

A detailed School Development Plan (see Section 4.3 for example) will enable an Academy’s
Directors to prepare a programme of building projects well in advance of the works.

Notification of Plans for Building Projects to the Diocese for Consent

Even the smallest capital works project may take approx 12 weeks to progress from instruction of a
consultant to the commencement of works on site. Larger and more complex projects can take many
years and Diocesan Officers should be consulted as far in advance as possible, particularly where
the Academy is requiring Condition Improvement Funding (CIF), Schools Condition Allocation (SCA)
or other external grant to fund the project.

We would request that Academies advise the Diocese at least one full term prior to the programmed
start date of any project using devolved formula capital (DFC) monies, so the projects can be
adequately programmed. Early notification for an Academy’s intention to bid for CIF or SCA grant is
also required by Diocesan Officers.
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6.2.3 The consideration of Academies capital works projects for Diocesan Consent will take place at DBE
Work in Progress (WIP) meetings which take place every 4 weeks.

6.2.4 The specific information required for DBE consent of capital works project will depend of the specifics
of the project but normally would include:

e Written summary of the project proposed, the extent of the works, why it is needed, the
consultants to be employed, statutory approvals required, the budget (or tender) cost, the
funding mechanism and the programme.

e Specification of works and or drawings

e Tender Report (if progressed to that stage)

e Copies of statutory approvals documents, i.e. Building Regulations, Planning approvals, Listed
Building Consents etc. (or details of dates expected).

e Consent fee cheque.
6.2.5 The Academy will be advised following the WIP meeting of either;
e Approval - with the issuing of a DBE Consent form,

e Additional Information Requested — with a letter requesting clarification / additional
information, or

e Refusal — with an explanation of why consent has been refused.
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7.0

7.1

7.1.1

7.2

7.2.1

7.2.2

7.2.3

SERVICING & MAINTENANCE OF ACADEMY BUILDINGS

Responsibilities

Academy Trusts are responsible for building maintenance, some of which is a statutory duty.
It is important to ensure that the Academy has made adequate procedural and financial
arrangements to meet these responsibilities.

Building Services - Statutory Inspections

An Academy’s legal duties include the testing of certain plant and equipment. Academies
must arrange for the servicing and testing to be undertaken at the appropriate time and
frequency. Any organisation chosen to undertake the works must be recognised by an
appropriate industry standards body to ensure the safe maintenance and management
through competent, trained, and qualified operatives and contractors. In addition, a record
must be kept of all the statutory servicing undertaken.

The following schedule of testing and inspections can be used as a ‘starting point’ for
Academies developing their own servicing and testing regime:

Plant and services requiring weekly testing and inspection;

a) Fire Alarm/Detection System

Note: this is to be undertaken by the responsible person/user at the Academy and as
detailed below;

i) Every week, a manual call point should be operated during normal working hours. It
should be confirmed that the control equipment is capable of processing a fire alarm
signal and providing an output to fire alarm sounders, and to ensure that the fire
alarm signal is correctly received at any alarm receiving centre to which fire alarm
signals are transmitted. It is not necessary to confirm that all fire alarm sounder
circuits operate correctly at the time of this test.

Note 1. It is essential that any alarm receiving centre is contacted immediately
before, and immediately after, the weekly test to ensure that unwanted
alarms are avoided and that fire alarm signals are correctly received at the
alarm receiving centre.

Note2: The user needs to take into account of all of the manufacturer’s
recommendations, particularly when battery powered devices are being
tested, e.g. within radio-linked fire alarm systems.

i) The weekly test should be carried out at approximately the same time each week;
instructions to occupants should then be that they should report any instance of poor
audibility of the fire alarm signal.

iii) In situation where some users only occupy the building outside normal Academy
hours (during hours other than that at which the fire alarm system is normally tested),
an additional test(s) should be carried out at least once a month to ensure familiarity
of these users with the fire alarm signal(s).
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iv) A different manual call point should be used at the time of every weekly test, so

v)

b)

that all manual call points in the building are tested in rotation over a prolonged
period. There is no maximum limit for this period (e.g. in a system with 50 manual
call points, the user will test each manual call point every 50 weeks). The result of the
weekly test and the identity of the manual call point used should be recorded in the
system log book.

The duration for which any fire alarm signal is given at the time of the weekly test by
the user should not normally exceed one minute, so that, in the event of a fire at the
time of the weekly test, occupants will be warned by the prolonged operation of the
fire alarm devices.

Legionella Management

Note: this is to be undertaken by the responsible person/user at the Academy, as
recommended in the legionella log book or as detailed below;

Flush little-used outlets and associated pipework (including showerheads
http://www.devon.gov.uk/sc-apr1115016.pdf ) which are not used within a 7 day
period and with reference to the school's Legionella Risk Assessment. Flushing is to
ensure that any stagnant water is replaced. Special consideration must be given of
how this is to be undertaken during holiday periods. Records must be retained in
logbook.

7.2.4 The following plant and services require monthly testing and inspection;

a)

ii)

b)

Emergency Lighting

Note: this is to be undertaken by the responsible person/user at the Academy and as
detailed below;

Every day indicator lights should be checked.
Using a ‘fish tailed’ key a responsible person will be required to conduct an
operational test of all emergency light fittings for a short period (minimum period of 30

seconds). During each test the light should be checked for correct operation.

The tests must be recorded in the emergency lighting log book.

Legionella Management

Note: this is to be undertaken by the responsible person/user at the Academy and as
detailed below;

Temperature checks must be undertaken at water outlets to ensure cold water is
below 20°c within 2 minutes or hot water is above 50°c within 1 minute of use
respectively. All results must be recorded in log book. Remedial actions must be
undertaken where temperatures fall outside these parameters and an entry recorded
in the faults log.
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c)

Radon Fan operation (if relevant)
Note: this is to be undertaken by the responsible person/user at the Academy, as
recommended in the radon log book/file or as detailed below;

Confirm that radon fan is working / operating. Records must be retained in Radon
logbook.

7.2.5 The following plant and services require quarterly testing and inspection by a suitably
qualified person;

a)
b)

Fire Alarms
Legionella Management - Check and clean/disinfect showerheads (if fitted).
Note — this is to be undertaken by the responsible person/user at the school.

7.2.6 The following plant and services require six monthly testing and inspection by a suitably
qualified person;

a)
b)

d)

f)

Emergency Lighting

Powered Pedestrian Doors

c) Passenger Lifts (PUWER http://www.hse.gov.uk/pubns/indg291.pdf including
certification and insurance checks); Lifting Operations and Lifting Equipment
Regulations 1998 (LOLER http://www.hse.gov.uk/pubns/books/I113.htm)

Disabled person hoists (PUWER http://www.hse.gov.uk/pubns/indg291.pdf including

certification and insurance checks); Lifting Operations and Lifting Equipment

Regulations 1998 (LOLER http://www.hse.gov.uk/pubns/books/I113.htm)

Fall arrest system harnesses

Legionella Management

i) Inspection of system by a qualified person

i) Water Hygiene Log Book and Policy Document must be inspected by the Duty
Holder (to ensure that the regimes within the log book are being implemented).
Inspection and any remedial actions must be recorded and kept in the Log Book.

7.2.7 The following plant and services require annual testing and inspection by a suitably qualified

person;

a)
b)
c)

Oil and Gas Boilers

Gas Soundness (Safety) Test

Gas Appliances — Gas safety check

Catering equipment — Gas safety check

Water system inspections by qualified person (legionella etc)

Fixed Electrical Wiring Installation - Swimming Pools

Fire Alarms

Fire Safety Risk Assessment

Emergency Lighting

Powered Pedestrian Doors

Powered Stair Lifts (PUWER http://www.hse.gov.uk/pubns/indg291.pdf including
certification and insurance checks).

Pressure Vessels (those above 250 bar litres of pressure) including some heating
systems, pressurised catering equipment, compressors, and compressed air
(ensuring compliance with ‘PSSR 2000’ http://www.hse.gov.uk/pubns/indg178.pdf -
with a ‘Written Scheme of Examination’ including certification and insurance checks)
Condition of chimneys/flues

Asbestos Inspection

Hearing loop

Disabled toilet alarms

Lightning Conductors

Radon fans

Portable Fire Fighting Equipment

Fall arrest systems

specific equipment may have its own inspection and servicing regime at a short period of time
than annually and this would be programmed also.
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7.2.8

7.2.9

7.2.10

7.2.11

The following plant and services require five yearly testing and inspection by a suitably
gualified person;
a) Fixed Electrical Wiring Installation

The following plant and services require testing and inspection by a suitably qualified person
to various timeframes as required;

a) Portable Appliance Testing (dependent upon equipment)

b) Local Exhaust ventilation (annual or less).

Equipment with pressurisation vessels (which may include certain heating systems) may be
subject to the Pressure Systems Safety Regulations 2000 (PSSR). Under these regulations a
‘written scheme of examination’ is required for pressure systems exceeding 250 bar litres.
Generally speaking, only very small systems are exempted. The written scheme should be
drawn up (or certified as suitable) by a competent person (usually the Insurer’s engineers). It
is the duty of the user of an installed system (the Academy Trust) to ensure that the scheme
has been drawn up. You must not allow your pressure system to be operated until you have
a written scheme of examination and ensured that the system has been examined. More
information regarding the safety issues can be found at

http://www.hse.gov.uk/pubns/indg261.pdf

Note: Maintained schools in Devon LA had this PSSR inspection automatically undertaken as
part of Devon County’s insurance policy (arranged with RSA) but it will not now be in place
following conversion to an Academy unless separately arranged. Inspections for lifts and
hoists as required by the PUWER Regs 1998 were also included a part of this RSA insurance
package and therefore Academies must ensure that such inspections and insurances are in
place for their relevant equipment.

Failure to have the necessary servicing, testing and maintaining carried out may affect the
Academy’s insurance cover. You must always obtain a certificate from the contractor to show
that the works have been carried out.

7.2.12 Testing / service record templates are provided in Appendix A to enable you to keep a record

of the works undertaken at the premises and to identify any gaps in your inspection regime. A
summary sheet template is included below. This is not intended to be an exhaustive list of all
items but must be seen as a ‘starting point’ for the Academy developing its own records.

7.2.13 Local Authorities have traditionally assisted Maintained Schools in meeting their servicing and

7.2.14

maintenance responsibilities (particularly the statutory responsibilities) through Service Level
Agreements (SLAs) and most now also offer similar services for Academies to purchase (See
Section 7.3)

It is essential that the Academy has in place procedures for recording what and when the
servicing and maintenance took place, for having robust processes for capturing the remedial
works as recommended from the servicing sheets and then reporting these issues to the
Directors and acting to address the remedial actions identified. We strongly recommend that
these processes are reviewed annually in a joint meeting between relevant staff and
Directors.
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Building Plant and Equipment Checks — Outline Record and Action Summary Sheet

Item Item Date Last Comments Subsequent Action
No. Completed

1 Boilers

2 Gas Appliances

3 Portable Appliances

4 Water Quality / System
(legionella)

5 Gas Catering Equipment

6 Fire Fighting Equipment

7 Swimming Pool Electrical
Wiring

8 Fixed Electrical Wiring

9 Fire Alarms

10 Emergency Lighting

11 Lightning Conductors

12 Powered Pedestrian
Doors

13 Pressurised vessels /
equipment (& insurance)

14 Passenger & non-
passenger lifts

15 Powered Stair Lifts

16 Disabled Access Hoists

17 Lift & Hoist Insurance

18 Fire Safety Assessment

19 Asbestos Inspections

20 Hearing Loop service

21 Disabled Toilet Alarm

Further Comments:

Signed (Director responsible for Premises)

Date
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7.3

7.3.1

7.3.2

7.3.3

7.3.4

7.3.5

Service Level Agreements

General

Local Authorities have traditionally offered Service Level Agreements (SLAs) for Maintained
schools to purchase to help service and maintain their premises. These SLAs are ‘packaged’
in different ways depending on the individual Local Authority; Torbay and Plymouth LAs have
operated on a school specific selection from a ‘menu’ of services, whereas Devon’'s SLA
offers a single package of services (with a separate offer for Church of England VA schools,
known as VA Promise). Schools are offered these service packages by the LAs either on an
annual or three yearly basis (dependent upon the LA and service offered). An annual fee is
charged to the school for these services and payment is funded through the school/academy
revenue budget.

Torbay LA is offering their standard SLA model to Academies (all areas) through the Torbay
Development Agency (TDA). In the Devon County Council area, NPS is enabling a new SLA
offer for Academies - the Devon Academies Maintenance Agreement (DAMA)). Plymouth
City Council do not offer an SLA to Academies but PAPH (Plymouth Association of Primary
Heads) do offer a property compliance support service.

Diocesan officers meet with the individual LAs to discuss the SLA schemes offered and to
suggest adjustments or improvements to suit the ever-changing legislative requirements, and
the specific circumstances of Church School / Academy funding.

It is however essential that Academy Directors assess the service being offered via the SLA
agreement and satisfy themselves that it offers the desired service relevant to the specific risk
issues at that particular school. Academies signing up to the SLA agreement should then
ensure that the decision to do so is recorded in Director meeting minutes. It is also essential
that records are maintained and procedures are put in place to ensure any remedial works
advised through the servicing and inspections are undertaken within the required time
periods.

Torbay Council SLA Agreements
Torbay Council (through the Torbay Development Agency) offers a series of annual SLA
agreements to all schools and Academies. In summary the packages comprise;

SLA1 Mechanical & Electrical Maintenance
Servicing of mechanical plant and equipment (boilers and heating)

SLA 2 Fixed Wire Electrical Inspection (5 yearly)

SLA 3 Fire Alarm and Emergency Lighting Maintenance

SLA 4 Lightning Protection Systems Inspection and Test

SLAS Lift Maintenance
SLA 5a 5 yearly LG Inspections of lifts

SLA 6  Automatic Door Maintenance

SLA7  Asbestos Monitoring
Annual inspections and reports to conform to current legislation requirements.

SLA 8 Display Energy Certificates
Energy performance of buildings.

SLA9  Water Hygiene Risk Assessment (2 yearly)

Risk Assessment — to comply with Approved Code of Practice L8
SLA 9a Water Hygiene Monitoring

Monitoring — to comply with Approved Code of Practice L8
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7.3.7

7.3.8

SLA 10 Management of Building Management Systems (BMS)
Servicing maintenance and monitoring/control.

SLA 11 Access Controls
Security access equipment

SLA 12 Intruder Alarms
Security alarm maintenance and servicing.

SLA 13 Access Gates and Barriers
Gates and Barriers maintenance and servicing.

SLA 14 Nurse Call Alarms
Nurse call (disabled toilet) alarm maintenance and servicing

SLA 15 Patient Handling Equipment
Maintenance of Hoists etc

SLA 16 Fire Extinguisher Maintenance
Maintenance of equipment

SLA 17 Portable Appliance Testing

SLA 18 CCTV Equipment Servicing

SLA 19 Tree Inspections

SLA 20 Roof Gutter Clearing

SLA 22 Catering Equipment Servicing

SLA 23 Radon Monitoring

The terms and conditions of the terms and conditions of SLA agreements are fully detailed in
Torbay Council Schools Property Handbook and SLA Information Pack.
http://www.exeter.anglican.org/wp-content/uploads/2014/11/SLA-2015-16-Schools.pdf
Torbay SLA agreements are available from Torbay Development Agency contact
nicholas.clemens@tedcltd.com

Devon Academies Maintenance Agreement (DAMA)

NPS (who provides the property service for Devon County Council) has developed a servicing
and maintenance SLA for Academies in the Devon County area following the withdrawal of
the DMP scheme for academies by Devon County Council in 2015.

The DAMA SLA is structured such that NPS prepares the overall specification and tendering
of the scheme services and then provide the successful contractor to the academies who then
enter into direct contractual relationships with the contractor. This differs from the DMP
scheme in which the academy/school had a contractual relationship with NPS/DCC. In the
DAMA scheme the academy has a contractual relationship with NPS for their services and
then each individual contractor for their specific servicing and maintenance of the relevant
plant etc.

Check updates at www.exeter.anglican.org
Sept 2016 Rev 3
Page 43



http://www.exeter.anglican.org/wp-content/uploads/2014/11/SLA-2015-16-Schools.pdf
mailto:nicholas.clemens@tedcltd.com

7.3.9 The new DAMA scheme runs from 2015 — 2020 and provides for the servicing, inspection and
testing of fixed plant and equipment including:

Inspection and testing of fixed electrical installations (not including Portable Appliance
Testing)

Inspection, testing and servicing of fire alarm and emergency lighting systems (but not
weekly or monthly function testing)

Inspection, testing and servicing of kitchen extract fans and canopies

Inspection, testing and servicing of lifts (but not including ‘Thorough Examinations’ and
personal lifting hoists)

Inspection, testing and servicing to heating plant and associated equipment

The 6 and 12 monthly checks of the Legionella Risk Assessments

Lightning protection equipment survey and Risk Assessment

Inspection and testing of LPG and natural gas distribution systems beyond the meters
Inspection, testing and servicing of Automatic door opening devices

Inspection, testing and servicing of Thermostatic Mixing Valves.

7.3.10 The DAMA SLA also provides for the overall management of the scheme, contractors and
record updates and also provides for the following services from NPS South West Ltd

Inspection and updating thee report of known Asbestos Containing Materials within the
premises as identified on the Academy’s Asbestos Register.

Inspection and updating the Asset Management Plan (condition survey report) — around
30 months after the last quinquennial survey by NPS South West Ltd.

Supporting feasibility study to help schools develop new schemes such as extensions,
adaptations and remodeling.

Telephone advice for property related matters

Access to NPS emergency out-of-hours service.

Advice in preparing and delivering annual programmes of work.

Display Energy Certificates where required under the current regulations

Access to the Connect 2 (C2) web based asset management database and associated
training

Annual premises visit and attendance at Governors meeting if requested

Assistance with formulation and submitting property related funding bids.

Please be advised that should the Academy uses these NPS services it will still need to
contact and liaise with the Diocesan Surveyors and seek and obtain Diocesan and Trustees
Consent in accordance with the Church Supplemental Agreement, irrespective of NPS’s
support/advice.

7.3.11 The DAMA scheme does not provide for the inspection, testing, servicing and maintenance of
any other plant or specialist plant and equipment not listed above. The following plant and
equipment is excluded from the current NPS DAMA servicing and testing arrangements:

Building Management Systems and heating controls
Ventilation & radon fans

Air conditioning systems

Sprinkler systems

Rainwater harvesting systems

Sewage pumping systems

ICT systems or wiring

Voice systems or wiring

Access systems, internally or externally
CCTV

Automatic opening devices for roof windows
Hearing induction loops

Intruder Alarms

Swimming pool plant

Solar panel heating panels

Photovoltaic panels or wind turbine

Hoists and personal lifting devices

Fire extinguishers
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7.3.13

7.3.14

7.4

7.4.1

e Fume cupboards
e Design Technology extract systems
e Kitchen equipment.

The specific terms and conditions of the Academies DAMA Scheme will be detailed on NPS’s
website or contact chris.jay@nps.co.uk

Plymouth City Council — working through PAPH

Plymouth City Council does not offer annual Service Level Agreements to all schools but
instead the Plymouth Association of Primary Heads (PAPH) provide premises support with a
list of approved contractors who will submit quotations based on a centrally agreed
specification. It is therefore essential that Academy Trusts in Plymouth pay particular
attention and work with staff to ensure that all statutory inspections and servicing and other
maintenance requirements are identified, put in place and monitored if they work within the
local provision.

Commercial Providers of Servicing and Maintenance Service Level Agreements

A number of private providers are offering Service Levels Agreement solutions for academies
in servicing and maintaining plant and equipment. Solutions vary in price and quality and we
recommend that you consult with the Diocesan Surveyors before entering into SLA contracts.

Building Services - Servicing and Maintenance

In_addition to those statutory inspections, servicing and maintenance as may be listed
previously in Section 7.2, (and many of which are included in the LA-enabled or other Service
Level Agreements, above), it is essential other plant and machinery is serviced and
maintained to ensure safe and reliable performance.

Such items include;

e Heating plant, controls and distribution systems, including servicing of Thermostatic
Radiator Valves, cleaning radiators (including removal of debris pushed in behind
radiators by children etc), de-sludging the pipework / system etc.

Hot water boilers, controls and distribution systems,

Oil storage tanks and supply pipes, including line filter cleaning, de-sludging etc,

Air conditioning systems,

Ventilation equipment, including cleaning and testing extract fans in toilets and other
areas,

e Thermostatic Mixing Valves to the hot and cold water system — Academies in Devon
may have some or all of these items included as part of their legionella arrangements
direct with Rentokil (or other providers) but will need to check the exact extent.
Underfloor heating systems, including controllers,

Electric heaters

Cleaning light fittings and diffusers, and changing lighting tubes/luminaires,

Lighting automatic switch controls,

Sewerage pumps and chambers,

Kitchen catering equipment and canopies (including changing filters),

Showers,

Water fountains (drinking and ornamental),

Swimming pool cleaning, filtration, distribution pipework and heating systems,
Lightning and Surge Protection equipment,

Lifts,

Disabled access hoists (6 months), electric changing beds, and disabled toilet alarms,
Hearing loops / Soundfield (or similar) systems,

Security alarms (including local alarms),

CCTV systems,

Security access systems/intercoms,

Fixed sports and gymnasium equipment, together with outdoor play equipment,

Fire fighting equipment,
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7.4.2

7.4.3

7.5

7.5.1

7.5.2

7.6

7.6.1

Fall arrest systems including harness,

Ladders and H&S ladder fixing systems.

ICT equipment including interactive whiteboards, projectors etc
Catering equipment

The above list is not designed to be exhaustive and it is the responsibility of each individual
Academy Trust to determine what equipment is present at their particular establishment and
ensure it is properly inspected, serviced and maintained.

Academies must ensure service contracts (either through SLA agreements and/or separate
individual contracts) are in place and the service contracts are progressed satisfactorily, that
any remedial works / actions identified are dealt with, and written records maintained.

Essential Housekeeping Maintenance ltems

Regular ‘housekeeping’ maintenance, when undertaken in a programmed manner, can
reduce the volume of more costly reactive repairs. The minimum maintenance should
include;

Weekly
a) Remove balls and play equipment from roofs and rainwater goods.

3 Monthly
a) Clean out kitchen grease traps.

b) Clear/clean rainwater gullies and clear any blockages.

6 Monthly (Spring and end of Autumn — or more frequently if required)
a) Inspect and remove debris, leaves etc from rainwater goods and roofs.

We recommend that, as a minimum, LGB Governors (Premises Committee / Group) and
relevant Staff should undertake an annual ‘walk round’ inspection of the premises and record
any areas of disrepair as found. Any areas of disrepair to the building fabric should be
recorded on the AMP Condition Survey (if capital works) and incorporated into the Academy
Development Plan (Buildings). If the disrepair is of a minor nature and can be undertaken
through the Academy’s revenue budget, then the works should be instructed direct. If the
inspection identifies issues of concern, or requires capital funded remedial works, please
contact the Diocesan Surveyor.

Swimming Pool Maintenance / Management

Regular cleaning and maintenance of swimming pools is essential. Issues such as security,
pool safety, training and insurance must be fully considered. The HSE publish guidance
about managing health and safety at swimming pools at:
http://www.hse.gov.uk/pubns/books/hsg179.htm
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8.0
8.1

8.1.1

8.2

8.2.1

8.2.2

HEALTH & SAFETY RESPONSIBILITIES

Health & Safety in Relation to Building Works — General

The Health and Safety issues relating to building works comprises a vast range of
activities and involves an extensive amount of legislation, regulations and approved
codes of practice. It is not possible to cover this topic in any detail in this document
however the advice below seeks to provide generic guidance.

Health & Safety for Revenue & Maintenance Works

All building work projects, no matter how small, contain some element of risk. The risk
applies to the contractor, the occupiers, third parties, and the building itself. It is essential
that when seeking to place an order for works, that you carry out a risk assessment and
advise them of the risks ahead of them preparing their quotation for the works. Do not
rely on, or assume that the contractor / workman is competent to do the task. Ask them
for a method statement with their quotation before starting work, (on how they propose to
complete the works in a safe manner). An Asbestos assessment must be undertaken for
any works (no matter how small) which affect the building fabric — See Form ASBL1 in
Appendix B. Also see Section 2.2 for further advice regarding Asbestos.

If you are unsure on any health or safety issue regarding maintenance works, or if you
have health and safety concerns regarding the premises, please contact the Diocesan
Surveyors. If any revenue projects you are instructing include the following works we
would always recommend that you discuss the health and safety implications and
arrangements with the Diocesan Surveyors;
e Asbestos
Demolition
Electrical works
Excavations
Fire precautions or change of means of escape routes
Works to gas installation
Glazing works
Heavy vehicles on site
Hot working
Roofing
Scaffolding and high level working
Structural Alterations
Any other where there is perceived to be a significant Health & Safety risk
present.
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8.3

8.3.1

8.4

8.4.1

8.4.2

8.4.3

8.4.4

8.4.5

8.4.6

8.4.7

Health & Safety for Capital Building Works

All capital building works at Church Academies require Trustee and Diocesan Approval
under the requirement of the Church Supplemental Agreement. The majority of projects
also require the input of professional consultants in developing the scheme. Professional
advice is therefore available to Academies regarding health and safety issues relevant to
the particular works project. All building works projects require compliance with CDM
regulations.

Construction (Design & Management) Requlations (CDM 2015)

These regulations are mandatory, enforceable by the Health and Safety Executive (HSE)
and non-compliance is a criminal offence punishable with unlimited fines and, for
individuals, imprisonment.

All projects are now subject to the CDM Regulations

An Academy is a commercial organisation under the terms of the CDM Regulations and
the HSE expects that commercial clients have a crucial influence over how projects are
run, including the management of health and safety risks. Whatever the project size, the
commercial client has contractual control, appoints designers and contractors, and
determines the money, time and other resources for the project.

The HSE must be advised of the works where the project involves more than 30 working
days and involves 20 or more workers at any one time on site OR is scheduled to last
more than 500 person days.

The regulations require specific duties of the client (the Academy Trust), the designers,
the Principal Designer and the Principal Contractor.

The Client has legal duties that it cannot transfer to an agent or third party. See link
http://www.hse.gov.uk/construction/cdm/2015/commercial-clients.htm

In summary the client’s key tasks under CDM for all construction projects are:

e To make suitable arrangements for managing their project, enabling those carrying it
out to manage health and safety risks in a proportionate way. These arrangements
include:

o appointing the contractors and designers to the project (including the principal
designer and principal contractor on projects involving more than one contractor)
while making sure they have the skills, knowledge, experience and organisational
capability

o allowing sufficient time and resources for each stage of the project

o making sure that any Principal Designer and Principal Contractor appointed carry
out their duties in managing the project

o making sure suitable welfare facilities are provided for the duration of the
construction work
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8.4.8

8.4.9

e To maintain and review the management arrangements for the duration of the
project.

e To provide pre-construction information to every designer and contractor either
bidding for the work or already appointed to the project

e To ensure that the principal contractor or contractor (for single contractor projects)
prepares a construction phase plan before that phase begins.

e To ensure that the principal designer prepares a health and safety file for the project
and that it is revised as necessary and made available to anyone who needs it for
subsequent work at the site

For notifiable projects (where planned construction work will last longer than 30 working
days and involves more than 20 workers at any one time; or where the work exceeds 500
individual worker days), commercial clients must:

e notify HSE in writing with details of the project
e ensure a copy of the notification is displayed in the construction site office
If requested, the Diocesan officers will be able to advise schools regarding the

appointment of competent CDM Principal Designer so as to comply with those elements
of the legal client requirement for CDM regulations.
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Construction [Design and Management) Regs 2015

Who is the Principal Designer? - Academies

Academy proposes to undertake capital or maintenance works.

[ALL project reguire @ Princpal Designer to comply with COM Regulations 2015)

Is the proposed project a major
project requiring the services of
a consultant?

Is the Academy
Trust going to
appaint a Principal
Designer?

Is the proposed comntractor a single
Contractor?

Does the employee of the Is thecontractor duly aware and competent (as

Academy Trust have the skills, defined under COM Regs) and arethey willing to
knowledee and insurances 1o take on the role of the Principal Designerr

carry out the Role of the
Principal Designer?

The Academy Trust's responsibilities under the COM Regulations 2015
are now addressed by the Principal Designer.
The Academy Trust must now also appoint one Contractor as the Principal Contractor
to ensure compliance with the CDOM Regulations 2015
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8.5

8.5.1

8.5.2

8.5.3

8.5.4

8.5.5

8.5.6

Security Survey and Risk Assessment

Specific responsibility for Academy security is not set down in legislation. However,
security is related to wider Health and Safety legislation and guidance and child
protection so whoever has responsibility for these (the Academy Trust) should consider
what security measures are necessary to ensure, as far as reasonably practicable, the
safety of the staff and pupils. Academy Directors therefore need to be aware of their
security needs.

Security matters should form part of the Academy's Health and Safety policy
documentation and the Directors should have in place arrangements to implement it.
The Directors should maintain an audit trail making clear who is responsible for any
particular task, and methods of confirming that these tasks are being carried out.

The DfE provided school security guidance in the past and is available through the
archive at;
http://webarchive.nationalarchives.gov.uk/20130401151715/http://www.education.gov.uk/publicatio
ns/standard/Buildingsandfacilities/Page4/0%2011%202709168 .

Advice is also provided within the DfE Health and Safety guidance at;
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools

Academy Trusts should address school security in their annual report and will need to
draw up their own policy on school security.

A template to assist schools in considering the issues when undertaking a Security
Survey and a School Risk Assessment is included in Appendix E of this document.

Please Note: Difficulties have arisen at individual schools/Academies under OfSTED
inspection in recent years where the Security Risk Assessments and/or security policies
have not been in place or are inadequate, or where local management and staff have
not been able to demonstrate to the Inspector that they are familiar with the
policies in place. It is therefore essential that staff training is an integral part of the
security risk assessments and policies.
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8.6

8.6.1

8.6.2

8.6.3

8.6.4

8.6.5

8.6.6

8.6.7

8.6.8

8.7

8.7.1

8.7.2

Radon

Radon is a colourless and odourless gas which is produced as uranium decays within the
ground. It is found throughout the British Isles, and in particular in the South West of
England.

Radon levels can become concentrated in rooms and voids and if high concentrations
are breathed in by occupiers over an extended period of time, it can lead to Lung Cancer.
Public Health England (PHE) calculate that between 300 and 500 people each year are
contracting lung cancers from excessive radon exposure whilst at work.

The lonising Radiations Regulations 1999 aims to protect employees from unacceptable
exposure and is enforced via the Health and Safety at Work etc Act 1974.

Public Health England (PHE) produces maps of the country which indicate the
percentage probability of dwellings in that area having Radon readings exceeding the
‘action level'. http://www.ukradon.org/information/ukmaps

As employers of the staff, the Academy Trust should undertake a programme of radon
gas monitoring in areas where there is a probability greater than 1%.

If the readings exceed the ‘action level’ for workplaces (400 Bequerels/ms) then a
programme of continuous monitoring must take place until mitigation works bring down
the radon readings below the ‘action level’. The testing, continuous monitoring, mitigation
works, and associated risk management is the responsibility of the Academy Trust as the
employers of the staff. If requested by the Academy, Diocesan Surveyors will be able to
advise and assist and will liaise with PHE.

Academies which have Radon readings above the action level will need to be tested
regularly, even after the mitigation works have been completed, to ensue Radon levels
do not rise again (due to geological movements in the ground, etc). This ongoing Radon
testing is the responsibility of the Academy Trust. Ordering the Radon monitors can be
coordinated by the Diocesan Surveyor (if asked to do so by the relevant Academy). All
information must be retained and the Diocese will provide the relevant Academy with a
Radon File for retention on site and within which all past, current and future radon results
and mitigation works records must be kept.

All schools in areas on the PHE Radon maps indicating a probability greater than 1%

should be re-tested on a regular basis (on a rolling 5-10 year programme), and this
Radon testing will need to be instigated by the Academy Trust.

Lightning Protection

BS EN 62305 “Protection Against Lightning” came into force in September 2008,
replacing the previous British Standard. The principal changes relate to the requirement
for a rigorous and comprehensive method of risk assessment and detailed guidance on
the internal protection of structures it does not differentiate between new design and
existing structures. It is recommended therefore that that a risk assessment be
undertaken by a lightning protection designer for all existing Academy structures.

The Health and Safety at Work etc. Act 1974 also places overall responsibility for health
and safety with the employer, (who for Academies is the Academy Trust). Protection
against lightning falls within these health and safety responsibilities.
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8.8
8.8.1

8.8.2

8.8.3

8.9

8.9.1

8.9.2

8.9.3

8.94

8.9.5

Tree Management

The Academy Trust has a statutory duty of care under the Health and Safety at Work Act
1974 and the Occupiers Liability Act 1999 to ensure that members of the public and staff
are not to be put at risk because of any failure by the Academy Trust to take all
reasonable precautions to ensure their safety. As owner of the playing fields the Local
Authority also has the same duty of care which is passed to the Academy Trust under the
playing field lease terms.

Guidance from the National Tree Safety Group is at
http://www.forestry.gov.uk/safetreemanagement

We recommend that Academies implement a programme of regular inspection to
manage this risk by a qualified arboricultural consultant, say, once every three years.

Glazing

Glazing requirements are covered under Regulation 14 of The Workplace (Health, Safety
and Welfare) Regulations 1992. The regulations require that all windows or glazing
should be of a safety material or protected against breakage and be appropriately
marked. The Duty for compliance lies with the Employer (which is the Academy Trust).

We recommend that Academy Trust’'s undertake a risk assessment on a regular basis
(say every 3 — 5 years) and where there has been a change in building layout or use. (For
example, a change in the external areas use, or the removal of a fence could expose
glazing to damage by balls used in sporting activities.)

All replacement glass must be suitable safety glass and must be identified as so on the
pane.

Following past risk assessment, some sections of glazing may have been protected with
the use of a safety film. These films degrade over time and depending on the guarantee
of the specific film used, it typically will have a life of 7 — 10 years. The film will need to
be renewed after that time in order to perform satisfactorily, or the glass replaced with
safety glazing.

A clear and up to date glazing risk assessment must be kept by the academy as part of
their Health and Safety record.
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9.0
9.1

9.11

9.1.2

9.2

9.2.1

9.2.2

9.2.3

9.24

CHILD PROTECTION ISSUES DURING BUILDING WORKS
General

All Schools must comply with Disclosure and Barring Service Guidance (DBS) and DfE
guidance ‘Keeping Children Safe in Education’ (July 2015)
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
Please note that the use of the term ‘Contractors’ in the DBS documentation has a much
wider use than just building contractors. The DBS approach looks at the activity being
performed and, through that activity, the potential for unsupervised access to children. A
Regulated Activity requires close and unsupervised contact with children on a regular
basis.

Where building works (either revenue or capital funded) are undertaken in an academy
the Academy Trust must assess and seek to control safeguarding risks to children. This
assessment should be methodical, consistent and a written record must be kept. We
would strongly recommend that this written record is retained as part of the academy’s
Single Central Record (SCR) so as to provide evidential proof of the Academy Trust’'s
approach to safeguarding in this particular matter.

Safequarding in Academies and Construction Work — Overview and Discussion

It is vital that all safeguarding measures employed are proportionate to the risk, are
specific to the circumstance that exists and are ‘deliverable’ in practice.

Construction works on all sites (including at Academies) must be undertaken in
compliance with current Health and Safety legislation. Health and Safety issues must be
assessed and addressed for all construction works and this works ‘hand in hand’ with
safeguarding of children and vulnerable adults. The issue of Child Protection and
safeguarding must be included in all construction works specifications / instructions
alongside all other Health and Safety issues.

In simple term, children should not be allowed in areas where builders are working for
health and safety reasons. Where a building site is physically separated from the school
and the site entrance is separate from the school’s, a DBS check will not be required.

Although prepared in relation to the earlier CRB structure, we believe Norfolk County

Council’s guidance (12 December 2009) is helpful in summarising a balanced approach

and is consistent with the Disclosure and Barring requirements;
“Checks are required on anyone who is likely, through the normal course of
their work, to have unsupervised contact with children. Construction staff would
never be expected to be alone with children. Their work will be contained within
a specifically demarcated area of the school to which pupils have no access at
any time. They should be expected to sign in on arrival and have clearly visible
identification at all times. Where contractors need to work in other areas of a
school, this must be agreed in advance with the Headteacher and managed
appropriately and reasonably. Casual visitors that need access to the school
should sign a visitor’s book, wear an identification badge and be accompanied
by a member of staff for the duration of their visit. Such visitors might include
surveyors, utilities representatives, etc.

Governors are advised to be clear about these policy areas and the practices
they have adopted. This should enable them to provide [Ofsted] inspectors with
the assurances they require in demonstrating they are "...taking reasonable
steps to ensure that children and learners are safe".
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9.3

9.3.1

9.3.2

9.4

94.1

9.4.2

9.4.3

Risk Assessment

From Section 9.2 above it can be seen that in assessing a safeguarding risk to children during
building works on an Academy site the key issues to assessed are;
1 Contact between contractors and children (contact),
and
2 The extent of the contact.

All building contracts and their associated Child Protection risks must be assessed
individually. Issues such as location, timing, extent of separation, supervision, numbers of
persons on site, past knowledge, school management systems, construction management
systems, numbers of children, school layout and the like will all impact on the specific risk and
the control measures possible to manage the risk. The adequate consideration of the issues
and control measures suitable for the specific project requires a Child Protection Risk
Assessment.

Contractors and Professional Codes of Conduct when on Academy sites

All visitors to site will need to comply with the Academy’s Child Protection policies and
procedures and the school will need to ensure this information is advised and made available
to contractors and consultants alike.

Plymouth City Council has issued a Code of Conduct for Contractors undertaking work on
Plymouth City premises which we recommend as the basis of good practice for Academies
to develop/adopt when undertaking works on their site (see Plymouth City Council’'s
recommended Code of Conduct overleaf).

We also recommend consideration of Plymouth City Council’s underlying principle to child
protection during construction works as detailed in their guidance document Safeguarding
Children and Young People: Guidance for Engaging Contractors (Jan 2009) which is
“SEGREGATE OR SUPERVISE”. Although this was prepared at the time the CRB system
was in place, the basic principles still apply in relation to the management of building

contractors on school site and issues of potential unsupervised contact with children.
www.plymouth.gov.uk/safequarding_childing_and_young_people - guidance for_engaging_contractors.pdf

Check updates at www.exeter.anglican.org
Sept 2016 Rev 3
Page 55



http://www.plymouth.gov.uk/safeguarding_childing_and_young_people_-_guidance_for_engaging_contractors.pdf

Code of Conduct for Contractors undertaking work on
Plymouth City Council premises:

CODE OF CONDUCT

1) observe this code at all times

2) stay within the confines of the agreed site or work area

3) obtain consent if access is required outside the site or work
area

4) use only the agreed access routes

5) obtain consent if alternative access routes are required

6) avoid contact with children/young people

7) NEVER be in contact with children/young people without the

contracting organisation’s supervision

8) if you are spoken to by a child/young person, be polite but do
not engage in lengthy conversation

9) if spoken to by a child/young person, avoid over familiar
physical contact (the actions of a ‘touchy feely' person could
be easily misinterpreted or misconstrued)

10) do not initiate lengthy conversation with the children/young
people

11)do not use inappropriate or profane language

12) dress appropriately — shirts to be worn at all times (eg. no bare
chests)

13) keep staff informed of where you are and what you are doing

14) report any matters out of the ordinary or of concern, involving
children/young people, immediately to the site manager

15) do not give out addresses or mobile phone numbers to the
children/young people

16) do not arrange to meet with children/young people either
inside or outside of the organisation site

17) do not offer to buy items from children/young people

18) do not sell items to children/young people

19) do not bring alcohol on the organisation’s site

20) do not join in games with children/young people

21) do not share food or drinks with children/young people (think of
allergies and grooming implications)

22) remember that your actions no matter how well-intentioned
could be misinterpreted

This code of conduct should be written into the building contract, form part of
the pre-contract meeting agendas, displayed on site and where appropriate

issued in card form to site workers.
+
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9.5

9.5.1

9.5.2

9.5.3

9.54

955

9.5.6

Advice re Child Protection Risk Assessment for Construction Works at Church
School/Academies

Overleaf (Section 9.6) is a template for the Child Protection Risk Assessment during
construction works on site. This template has been developed using guidance from the
Devon County Council document, ‘The Protection of Children & Vulnerable Adults — Risk
Factors and their Potential Controls’.

We recommend that the Risk Assessment should be discussed and completed at the Pre
Contract meeting when the follow parties are present;

Contract Administrator

Design Team

CDM Principal Designer

Principal (or other staff members with Child Protection training)

Academy Director/s

Contractor’s contracts manager and foreman.

This approach will ensure all parties are able to fully understand the building programme of
works and methodology, and the child protection issues at each stage. All parties are nhamed
on the child risk assessment and all are responsible for the information contained therein and
the compliance with control measures identified. Any party is authorised to reconvene the
group to review the risk assessment should any circumstances / risks change on site or if
control measure require review.

The Child Protection Risk Assessment is designed to first identify the ‘Risk Rating’ inherent in
the type and vulnerability of premises users. This initial ‘Risk Rating’ is then either increased,
decreased or remains unaffected by a series of ‘Other Factors’ pertaining to the type and
location of the building works, the Academy’s knowledge of contractor, programme/timings of
work, etc. Once this adjusted risk has been identified, a series of ‘Control Measures’ can be
identified and applied to reduce or (ideally) eliminate the risk to children.

The application of this guidance requires a degree of judgement in establishing the level of
risk and the control measures to be applied. The assessment team must feel free to add
additional Risk Factors or Control Measures to the template to suit the particular
circumstances at the Academy and that apply to the building project / maintenance works.

We recommend that the Code of Conduct is also appended to Risk Assessment and the
contractor signs it to agree to abide by its content. The completed Risk Assessment and
Code of Conduct is appended to the minutes of the pre-contract meeting and circulated to all
parties.

Please note that although the Child Protection Risk Assessment template has been prepared
for capital works project, it is essential that the same principles of SEGREGATE OR
SUPERVISE apply to the smaller building works (possibly revenue funded) as it is often these
works (undertaken by local handymen/contractors direct for the Academy) where the contact
between contractors and children and the extent of that contact is potentially greater, and
therefore the child protection risk is enhanced.
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9.6 Child Protection Risk Assessment During Building Works at Church Academies

Page 1

o3 Lo L= 4 Building Project: ..o

Date: ..oociiiiiiiiiians =TT =TT oY 3P

Item | Issue Risk Risk Low Medium High V. High Comments
Rating Eliminated Risk Risk Risk Risk

1 Premises Purpose Group

1.1 Primary Age Pupils Medium

1.2 Secondary Age Pupils Medium

1.3 Nursery/Play Group/Pre-school Medium

2 Vulnerability of Purpose Group

2.1 Male or female under 16 years old Increased

2.2 Pupils with disability Increased

3 Location of Works

3.1 External works that can be observed. Reduced

3.2 Ext works that can’t be continuously observed. Even

3.3 Plant rooms accessed externally Reduced

3.4 Plant rooms accessed internally Even

3.5 Common areas (classrooms, corridors etc) Even

3.6 Low occupancy areas (ICT/library, SEN room etc) Increased

3.7 Welfare areas (toilets, showers etc) Increased

3.8 Isolated Areas Increased

4 Duration of Works

4.1 Maintenance or servicing (less than 1 day) Reduced

4.2 Works (up to one-week duration) Even

4.3 Works (over one-week duration) Increased
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Page 2

P o=V 1= o V- PSP Building Project: .......cccoiiiiiiii e
Item | Issue Risk Risk Low Medium High V. High Comments
Rating Eliminated Risk Risk Risk Risk
5 Nature of Works
5.1 New works on defined area of site Reduced
5.2 Refurbishment etc accessed from outside Even
5.3 Refurbishment etc accessed from inside Increased
54 Works requiring access to many areas in building Increased
6 Contract Team and Supervision
6.1 Lone working with random supervision Increased
6.2 Small teams with working supervisor Even
6.3 Teams where individuals work unsupervised Increased
6.4 Sub-contract labour supervised by named manager Even
6.5 Sub-contract labour generally unsupervised Increased
7 Working Knowledge of Contractor
7.1 No past working experience of contractor Increased
7.2 Past knowledge but intermittent use Even
7.3 Past knowledge, frequent use and no problems Reduced
8 Welfare
8.1 Contractor providing own welfare facilities in site Even
area.
8.2 Contractor to use school’s welfare facilities. Increased

ASSESSMENT OF OVERALL RISK

See Page 3 & 4 for Control Measures
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Page 3

P o=V 1= o V- PSP Building Project: .......cccoiiiiiiii e
Item | Issue Risk Risk Low Medium High V. High Comments
Rating Eliminated Risk Risk Risk Risk
Overall Risk from Previous Page
Control Measures to Reduce Risk
9 Pupil Supervision
9.1 Children supervised at all times Reduced
9.2 Children supervised on frequent basis Even
9.3 Children generally unsupervised Even
10 Building Occupancy & Timing of Works
10.1  Normal hours — Academy occupied Even
10.2  Normal hours — Academy unoccupied Eliminated
10.3  Outside normal hours but Academy occupied Even
10.4 | Outside normal hours and Academy unoccupied = Eliminated
10.5  Works in Academy holidays and unoccupied Eliminated
11 Site Separation
11.1 | Separation of site and children by Academy / Even
contractor management procedures.
11.2 | Site separation but access to work area and Reduced
welfare facilities by management procedures.
11.3 | Full site separation by secure fencing (including Eliminated

access and welfare facilities) from children.

RISK ASSESSMENT FOLLOWING CONTROL MEASURES

If risks assessment is still within
shaded area, apply additional
control measures to reduce risk
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o3 T =T 4 Building Project: ......ccccoiiiiiii
Item | Issue Risk Risk Low Medium High V. High Comments
Rating Eliminated Risk Risk Risk Risk
Overall Risk from Previous Page
12 Additional Site Specific Control Measures (to
be developed and agreed)
12.1 | (One possible consideration): Reduced But only if deliverable and can

DBS checks on contract staff

be adequately managed.

12.2
12.3
RISK ASSESSMENT FOLLOWING CONTROL
MEASURES
SIgNEd: POSItION: .o, Date: ....coooviiiiiiiis

(must have Child Protection Training)

(Must be a member of Academy leadership team)

Append Code of Conduct and ensure signature by Contractor’s Contracts Manager or Director

Circulate to all present and to Directors of Academy
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CHILD PROTECTION CODE OF CONDUCT
WHEN UNDERTAKING
CONSTRUCTION WORKS AT ACADEMIES

The building contractor named below will comply with this Code of Conduct, will induct all staff
working on the site, include the Code in the Construction Phase Health and Safety Plan and/or
Method of Work Statements and display it in office and welfare facilities on site.

CODE OF CONDUCT

The contractor, its staff, sub-contract staff and its visitors to the building site undertake to;

Observe this Code at all times.

Stay within the confines of the agreed site or work area.

Sign-in each day (either in site hut or at Academy reception as agreed).

Obtain consent from the Academy Principal if access is required outside the area of work

(which may also require a formal review of the Child Protection Risk Assessment).

Only use the agreed access routes.

Obtain consent from the Academy Principal if alternative access routes are required

(which may also require a formal review of the Child Protection Risk Assessment).

Avoid contact with children.

Never come into contact with children without school supervision.

If spoken to by a child please be polite but do not enter into lengthy conversation and do

not engage children in conversation.

10 Do not engage in any physical contact with a child (it could easily be misinterpreted or
misconstrued).

11 Do not use inappropriate language on site.

12 Dress appropriately: no bare chest, no inappropriate imagery or wording on T-shirts, etc.

13 Keep staff informed of where you are and what you are doing.

14 Report any matters out of the ordinary / of concern to the site manager, immediately, (site
manager to inform the Academy Principal or member of the Academy leadership team).

15 Do not give your address or telephone number to children.

16 Do not arrange to meet / contact children either inside or outside school time.

17 Do not offer to buy or sell items to children.

18 Do not bring alcohol or cigarettes onto the site.

19 Do not join in/play games with the children.

20 Do not share food and drink with the children.

21 Remember that your actions, no matter how well-intentioned, could be misinterpreted.

[e20é) A WN P

© 00~

Signed:.......cccooiiiiiiiiiiiiaan Organisation: ..............ccccevvvvnvnennnnns
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10.0

10.1

10.1.1

10.2

10.2.1

10.2.2

10.2.3

10.2.4

10.2.5

TRUSTEESHIP ISSUES

Ownership of Church Academy Buildings

Church of England Academies are generally owned by the Trustees of the site. The Directors
of an Academy have the authority to add or make alterations to the buildings subject to
Trustees consent, but cannot sell and recover monies or grant a legal title on the land or
buildings; this can only be undertaken legally by the trustees/owners of the school buildings.
Wayleaves should also only be signed by the owners/trustees.

Community Use on Church Academy Sites

Historic issues

The community use of school buildings is a well-established and important function of many
schools/Academies. The Governing Body/Directors cannot however enter into any agreement
with a third party where by so doing it would be possible for the third party to claim some legal
rights over the building or land. Therefore, legal advice must always be sought before
entering into any agreement with a third party or use of the site or buildings. This does
not however relate to the letting of, say, the Hall for an individual event.

Many schools have in the past, invited various community groups, private pre-school providers,
etc onto the site (some residing in the school buildings) without the authority of the
trustees/owners of the school and without any formal lease or other legal agreement. These
issues should now be regularised to ensure compliance with land and tenancy law and the
Academy is asked to contact the Diocesan Surveyors to advise where such instances occur.

Pre-School, After-School Clubs, etc

There is often great pressure for Primary schools/academies to allow private pre-
school/playgroup/after-school club etc providers to operate on the site. Such facilities are often
the ‘lifeblood’ of primary schools/academies with young children moving into the
school/academy following pre-school attendance. The Diocese of Exeter will encourage and
assist Academies with ensuring such ventures are undertaken in accordance with land and
tenancy law, that they comply with DfE funding requirements/procedures and their
presence/operation is not potentially detrimental to the operation or Foundation of the
school/Academy either now or in the future.

Diocesan Advice & Legal Advice

Academy Directors must discuss proposals for community users of the site with Diocesan
Surveyors well before considering making agreements / arrangements regarding the
community use of the site.

The Trustee owners of the premises will require the appropriate legal agreement to be put in
place to safeguard their interests prior to any third party occupying the site. The costs for such
legal agreements to be developed and agreed will need to be met by the Academy Trust and/or
the specific third party.
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11.0 MISCELLANEOUS ISSUES

11.1 Advice when arranging an Official Opening Ceremony following an Academy Building Project

11.1.1 Points to consider when arranging an official opening ceremony following a new Academy
building project or significant extension/refurbishment: -

e Set and agree the date — suggest 8 week notice (minimum).

e Agree who is to perform the opening ceremony.
Normal protocol at a Church of England Academy in the Diocese of Exeter is for
the Bishop of Exeter to be invited to perform the opening ceremony. |If the school
has a particularly close relationship with the Bishop of Crediton or the Bishop of
Plymouth then this could be notified to the Bishop of Exeter in the invitation letter.

Address: The Right Revd Robert Atwell, The Palace, Exeter EX1 1HY
e-mail justine.tear@exeter.anglican.org

e Prepare the guest list. Outside the immediate school community (staff, parents, PTA,
Directors, Members, local clergy, etc), this should include;

- Director of Diocesan Board of Education (Mr John Searson).
- Local County and/or District Councillor.

- Representative of the Parish Council.

- Other local dignitaries.

- ‘Influential friends’ of the school.

- Other local churches’ representatives.

Although an Academy you may also wish to include:
- Executive Member for Schools and Children’s Services (or equivalent) at the LA.
- Director of Schools and Children’s Services (or equivalent) at the LA.

Along with members of the project team:

- Project Consultants; Architect, Structural Engineer, Services Engineer, etc.

- Contractor’s team; Managing Director, Contracts Manager, Site Manager, etc.
- Diocesan Support Team; Property Services and Education colleagues.

- Local Authority Support Team; Capital Strategy Officer, Education Officers, etc.

e Send invitations (possibly also with a map, details of parking arrangements, etc).
¢ Send background information to person performing the official opening ceremony;

- Name of Academy’ Directors and Principal.

- Background information regarding project.

Draft guest list.

Draft programme.

- Location map and directions with details of parking arrangements.

¢ Organise a plaque (if appropriate).

e Arrange press release. Note: a morning / early afternoon ceremony will ensure
maximum benefit from press coverage.

e Refreshments.
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APPENDIX A

Example

Statutory Building Services Inspection Sheets
(see Section 7.2.11)

(to assist with understanding the Academy’s current provision
and preparation for Health & Safety Audit, etc)
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1.0 Gas Boilers - Annual Service

Gas Boilers require an annual service by a GasSafe registered contractor under the Gas Safety (Installation & Use) Regulations,

1998 and all subsequent revisions.

1.1 | Has service been carried out? Yes / No

1.2 | Date of service: / /

1.3 | Name of Contractor:

1.4 | Contractor’'s GasSafe registration number:

1.5 | Certificate completed and displayed: Yes / No

1.6 | Serviced as Part of a Service Level Agreement? Yes / No

General observations:

Remedial / recommended works addressed?

Name — Date -

2.0 Gas Appliances — Annual Gas Safety Check

All gas appliances are required to have an annual gas safety check carried out by a GasSafe Registered contractor under the Gas

Safety (Installation & Use) Regulations, 1998 and all subsequent revisions. Also see Gas Appliances (Safety) Regulations 1995

2.1 | Have appliances been checked; dated and labelled? Yes/No

2.2 | Date of checks: / /

2.3 | Name of Contractor:

2.4 | Contractor’s GasSafe registration number:

2.5 | Certificate completed and displayed: Yes / No
2.6 | Checked as part of a Service Level Agreement? Yes / No
Comments:

Remedial / recommended works addressed?:

Name: Date:
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3.0 Portable Appliance Testing - Various

All portable appliances must be tested on the correct frequency and labelled and dated to confirm the test according to The
Electricity At Work regulations 1989, and in accordance with the IEE Code of Practice for In-Service Inspection and Testing of

Electrical Equipment.

3.1 | Have appliances been checked; dated and labelled? Yes / No
3.2 | Skilled, trained and competent person:
Name and address:
3.3 | Contractor NICEIC Registration No (if applicable):
3.4 | Tested as part of a Service Level Agreement? Yes / No
Name: Date:
Equipment/ environment User Formal Visual Combined
checks Inspection Inspection and
Testing
Battery operated: No No No
(less than 20 volts)
Extra low voltage: No No No
(less than 50 volts AC — e.g. telephone equipment
or low voltage desk lights)
Information technology: No Yes No if double insulated —
(e.g. desktop computers or VDU screens) (2-4 years) otherwise up to 5 years
Photocopiers, fax machines: No Yes No if double insulated —
(NOT hand held. Rarely moved) (2-4 years) otherwise up to 5 years
Double insulated equipment: No Yes No
(NOT hand held. Moved occasionally, e.g. fans, (2-4 years)
table lamps or slide projectors)
Double insulated equipment: Yes Yes No
(HAND HELD e.g. some floor cleaners) (6 months — 1 year)
Earthed Equipment (Class 1): Yes Yes Yes
(e.g. electric kettles or some floor cleaners) (6 months — 1 year) (1 — 2 years)
Cables (leads) and plugs connected to the above Yes Yes Yes
and extension leads. (6 months — 4 years (1 — 5 years,

depending on equip’t
connected to)

depending on equip’t
connected to)

* NB: Experience of operating the maintenance system over a period of time, together with information on faults found, should be used to

review the frequency of inspection.

It should also be used to review whether and how often equipment and associated leads and plugs should receive a combined inspection

and test.

Please note that this table is for low-risk environments, most areas of school buildings will fall into this category, but this ultimately
depends on the age, condition and use of the equipment. Specialist areas such as CDT workshops may also need a higher level of

inspection due to the equipment held within these areas.

For more information on this subject please refer to the relevant area of the Health and Safety Executive’s website
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4.0 Water Quality Sampling — Annual Test

Water tests need to be carried out and test results checked on an annual basis according to the Water Act 2003, Water Supply

(water quality) Regulations 2001, and the amended Food Safety Act 1990.

4.1 | Date samples taken: / /_
4.2 | Have readings been confirmed as satisfactory? Yes / No
4.3 | Are tanks clean? Yes / No
4.4 | Have any recommended works been completed? Yes / No
4.5 | Name of Contractor:

4.6 | Sampled as part of a Service Level Agreement? Yes / No
Comments:

Name: Date:
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5.0 Gas Catering Equipment — Annual Service

All gas catering equipment to be serviced on an annual basis by a GasSafe registered contractor and in accordance with the

Gas Safety (Installation and Use) Regulations 1998

5.1 | Have appliances been serviced? Yes / No
5.2 | Date of service: A
5.3 | Name of contractor:

5.4 | Contractor’s GasSafe registration number:

5.5 | Certificate completed and displayed: Yes / No
5.6 | Serviced as part of a Service Level Agreement? Yes / No

Comments:

Remedial / recommended works addressed?:

Name:

Date:

6.0 Portable Fire Fighting Equipment — Annual Service

All portable fire fighting equipment has to be checked on an annual basis (including extinguishers, fire blankets and hoses) in
accordance with BS 5306: Part 3: 2009 for fire extinguishers, BS EN 1869: 1997 for fire blankets and BS 5306 part 1: 2006

for hose reels.

6.1 | Have equipment been serviced? Yes / No
6.2 | Date of service: 1
6.3 | Certificate completed and displayed: Yes/No
6.4 | Name of contractor:

6.5 | Serviced as part of a Service Level Agreement? Yes / No
Comments:

Name: Date:
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7.0 Swimming Pool Fixed Electrical Wiring Installation Test — Annual Test

7.1 Date of most recent test: / /_
7.2 Was the installation satisfactory Yes / No
7.3 Certificate completed and displayed? Yes / No
7.4 Has recommended remedial work been completed? Yes / No
7.5 Name of contractor:

7.6 Contractor’s NICEIC Registration No:

7.7 Serviced as part of a Service Level Agreement? Yes / No
Comments:

Name: Date:

8.0 Fixed Electrical Wiring Installation Test — 5 year

8.1 Date of most recent test: / /_
8.2 Was the installation satisfactory Yes / No
8.3 Certificate completed and displayed? Yes/No
8.4 Has recommended remedial work been completed? Yes / No
8.5 Name of contractor:

8.6 Contractor’s NICEIC Registration No:

8.7 Serviced as part of a Service Level Agreement? Yes / No
Comments:

Name: Date:
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9.0 Fire Alarms — Quarterly/ Annually/5 yearly

Fire Alarms tests need to be carried out weekly, 3 monthly, annually and 5 yearly in accordance with BS 5839 Part 1 : 2013
Audible fire alarm tests should be carried out on a weekly basis, normally by the premises manager, with all other testing
being carried out by an electrical contractor. Care must be taken to ensure that fire escapes are free from obstruction at all
times.

3 monthly and annual tests should comprise testing all devices, smoke and heat detectors, call points and sounders.

5 yearly testing would comprise of a comprehensive test of all fire alarm equipment and the system wiring would be tested in

accordance with BS 7671: 17" Edition 2015 requirements for Electrical Installations.

9.1 Are the weekly fire alarms audible tests carried out? Yes / No
9.2 Dates of the most recent tests: 3 monthly - / /
annual - / /
5 yearly - / /
9.3 Where recommended remedial work has been identified, has all this
work been completed? Yes / No

9.4 Name of contractor:

9.5 Are the fire escape routes kept free from obstructions? Yes / No
9.6 Certificate completed and displayed? Yes / No
9.7 Tested as part of a Service Level Agreement? Yes / No
Comments:

Name: Date:
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10.0 Emergency Lighting — monthly, 6 monthly and Annual Tests

Emergency Lighting, where applicable, needs to be tested on a monthly, 6 monthly, annual and 3 yearly basis in accordance
with BS 5266 : Part 1 : 2011.

10.1 | Dates of the most recent tests: monthly - / /
6 monthly - / /
annual - / /
3yearly - / /

10.2 | Date battery renewed (renew every 3 years) / /

10.3 | Where recommended remedial work has been identified, has all the
work been completed? Yes / No
10.4 | Certificate completed and displayed? Yes / No

10.5 | Name of Contractor:

10.6 | Tested as Part of a Service Level Agreement? Yes / No

Comments:

Name: Date:

11.0 Lightning Conductors — No later than every 12 months

Lightning conductors need to be checked every in accordance with BS EN 62305

11.1 | Dates of the most recent test: / /

11.2 | Where recommended remedial work has been identified, has all the

work been completed? Yes/No
11.3 | Certificate completed and displayed? Yes/No
11.4 | Tested as Part of a Service Level Agreement? Yes / No

11.5 | Name of Contractor:

Comments:

Name: Date:
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12.0 Powered Pedestrian Doors — 6 monthly checks and annual tests

Powered Pedestrian Doors where applicable require to be serviced every 6 months and tested on an annual basis in
accordance with BS EN 16005:2013.

12.1 | Dates of the most recent test: 6 monthly check - / /_
annual test - _ I

12.2 | Certificate completed and displayed? Yes / No

12.3 | Where recommended remedial work has been identified, has all the Yes / No

work been completed?

12.4 | Name of Contractor:

12.5 | Tested as Part of a Service Level Agreement? Yes / No

Comments:

Name: Date:
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13.0 Passenger Lifts

Passenger lifts require a 6 monthly insurers inspection, a monthly planned maintenance inspection in accordance with the
following:

BS EN 81- 80

Management of Health & Safety at Work Regulation 1999 (MHSWR)

Lifting Operations and Lifting Equipment regulations 1998 (LOLER)

Workplace (Health, Safety and Welfare) Regulations 1992 (WPR)

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)
Ref: Health & Safety at Work Act 1974 (HSWA)

The Electricity at Work Regulations 1989 (EWR)

Provision and Use of Work Equipment Regulations 1998 (PUWER)

Also Passenger Lifts require examination and tests carried out in accordance with the “Safety Assessment Federation”
(SAFed). These examinations and tests are to be undertaken at 1,5 and 10 yearly intervals and the relevant LG1 document
submitted. http://safed.co.uk/quidance-for-the-lift-owner-or-duty-holder/

13.1 Date of most recent servicing/maintenance inspection? / /
13.2 Date of most recent annual insurance visit: / /
13.3 Date of most recent 5 yearly safety gear test: / /
134 Is the contractor registered with “The Lift and Escalator Industry
Association™? Yes / No
135 Tested as Part of a Service Level Agreement? Yes / No

13.6 Name of Contractor:

13.7 Do the stop switches meet BS requirements? Yes / No
13.8 Is the access to the motor room safe? Yes / No
13.9 Is motor room access door lockable? Yes / No
13.10 | Are the Statutory Notices displayed? Yes / No
13.11 | Does the rooftop control meet BS standards? Yes / No
13.12 | Have you carried out the recommendations noted in the

insurer’s inspection report? Yes / No
Comments:
Name: Date
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14.0 | Non-passenger Carrying Lifts

Non passenger lifts need to have an annual insurers inspection, a quarterly planned maintenance inspection and a 5
yearly safety gear test in accordance with BS 5655 : Part 14 : 1995.

14.1 Date of most recent servicing/maintenance inspection? / /
14.2 Date of most recent annual insurance visit: / /
14.3 Date of most recent 5 year SAFed LG1 safety gear test: / /
14.4 Tested as Part of a Service Level Agreement? Yes / No

14.5 Name of contractor:

14.6 Are the Statutory Notices displayed? Yes / No
14.7 Is the pit area cleaned annually by a specialist contractor? Yes / No
14.8 Is the motor room access door lockable and safe? Yes / No
14.9 Is the recommended corrosion work carried out? Yes / No
Comments:

Name: Date:

15.0 Powered Stair Lifts

Powered stair lifts need to have an annual insurers inspection, an annual planned maintenance inspection in accordance
with BS5776: 1996:

15.1 Date of most recent servicing/maintenance inspection? / /
15.2 Date of most recent annual insurance visit: / /
15.3 Tested as Part of a Service Level Agreement? Yes/No

15.4 Name of contractor:

15.5 Are the Statutory Notices displayed? Yes / No
Comments:
Name: Date:
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19.0 Asbestos

Asbestos in buildings must be managed under the requirements of the Control of Asbestos Regulations 2012.

19.1 | Does the Academy have an Asbestos Management Plan

19.2 | Is the Asbestos Register made available to all
maintenance/construction personnel?

19.3 | Are annual inspections undertaken of the condition of the asbestos

19.4 | Date of most recent inspection of the asbestos:

19.5 | Is ashestos checked as part of a Service Level Agreement?
19.6 | Name of contractor/person who undertook last inspection:
19.6 | Remedial actions recommended following last inspection?

19.8 Details of recommended works:

Yes / No

Yes / No

Yes / No

Yes / No

19.9 Remedial works undertaken?

19.9 Detail of remedial works undertaken

Yes / No

Comments:

Name: Date:
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APPENDIX B

Asbestos Management Plan & Control Forms

for use when building or maintenance works are proposed/undertaken
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ASBESTOS MANAGEMENT PLAN

1. Name of Academy

2. Responsibilities

Name and Title of
‘Person In Control’.

Name:

Title:

Signature and Date.

Signed:

Date:

Name and role of person that
produced this Plan.

Name of the person
responsible for:

a) managing asbestos in
the premises,

b) for updating the
asbestos register (if
any), and

c) for reviewing this Plan

3. Reviewing this Manageme

nt Plan

Date this Management Plan
was first produced.

Date of last review.

4. How the location and condition of asbestos-containing material is recorded

State how information about
asbestos in the premises is
recorded.

State where information
about asbestos in the
premises is kept.
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5. Results of the risk assessments and action required (if any)

Briefly state the results of
your last visual inspection
and risk assessment and the
approximate date it took
place.

(Any work that you have
identified that still remains to be
done should be added to the
Action Plan).

6. Monitoring arrangements for asbestos

State the arrangements for
monitoring the known or
presumed asbestos-
containing materials to
ensure that they remain in
good condition and that there
is no increased risk of
disturbance.

7. How information about asbestos is passed to those that need it

State how staff have been
informed.

State here what system is in
place to control maintenance
or building work.

What is the procedure for
ensuring that contractors and
others check the asbestos
register before starting work?

Clarify how the procedure
allows for staff absence due
toillness etc

State here if warning labels
have been used to alert
workers to the presence of
known asbestos.

(Any work that you have
identified that still remains to be
done should be added to the
Action Plan).
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8. Training

State here who has received
training on asbestos
management, and
approximately when it took
place.

(Training that still remains to be
done should be added to the
Action Plan).

9. Action Plan

Location & brief description of
asbestos containing material

Remedial action required

Target date
for action

Date
completed
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ASBESTOS CONTROL AND MANAGEMENT FORM (ASB1)
for Church Academies in the Diocese of Exeter

THIS FORM IS A MANDATORY DOCUMENT FOR COMPLETION PRIOR TO CONDUCTING
ANY BUILDING WORK OR ACTIVITY THAT WILL DISTURB THE FABRIC OF A BUILDING

THE PERSON IN CONTROL MUST ENSURE THIS FORM IS COMPLETED WHENEVER ANY ACTIVITY IS CONSIDERED.
IT MAY BE COMPLETED BY CONTRACT ADMINISTRATOR BUT MUST BE SIGNED BY THE PERSON IN CONTROL
AND THE CONTRACTOR.

ACADEMY NAME: PERSON IN CONTROL:

ACADEMY ADDRESS:

ROOMS / AREAS AFFECTED:

DESCRIPTION OF WORKS /
SKETCH PLAN etc:

CONTRACT ADMINISTRATOR
NAME AND COMPANY:

CONTRACTOR NAME &
CONTRACTS MANAGER:

THE FOLLOWING SECTION IS TO BE COMPLETED BY THE CONTRACTOR PRIOR
TO ANY WORKS COMMENCING

THE LOCAL ASBESTOS REGISTER HAS BEEN CONSULTED AND THE FOLLOWING NOTED
(Please circle as appropriate)

THE AREAS OF WORK ARE IDENTIFIED AS FREE AND CLEAR OF ASBESTOS CONTAINING MATERIALS (ACM’s) 1

THE AREAS OF WORK HAVE KNOWN OR IDENTIFIED ASBESTOS CONTAINING MATERIALS 2

THE AREAS IDENTIFIED HAVE NOT BEEN ASSESSED WITHIN THE ASBESTOS REGISTER AND WILL BE 3

PRESUMED TO CONTAIN ACM's

NAME (Contractor): SIGNED: DATE:
COMPANY:

WHERE ABOVE ITEMS 2 OR 3 HAVE BEEN SELECTED THE PERSON IN CONTROL IS REQUIRED TO ENSURE:

Initial or
enter N/A

A DEMOLITION & REFURBISHMENT SURVEY IS UNDERTAKEN TO FULLY IDENTIFY ANY ASBESTOS RISK.

A RISK ASSESSMENT IS PREPARED AND IMPLEMENTED TO ENSURE SAFE WORKING METHODS.

WORKS WHICH AFFECT ACM'S ARE TO BE CARRIED OUT BY AN HSE LICENSED CONTRACTOR.

EMERGENCY PLAN (ASB4) IS TO BE FOLLOWED IN THE EVENT OF ACCIDENTAL FIBRE RELEASE.

THE ASBESTOS REGISTER TO BE UPDATED BY THE PERSON IN CONTROL

SIGNED: DATE:
(PERSON IN CONTROL)

A COPY OF THIS FORM IS TO BE RETAINED AT THE PREMISES FOR AUDIT PURPOSES
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SCHEDULED ASBESTOS INSPECTION FORM (ASB2)

THIS FORM IS FOR THE RECORDING OF ROUTINE INSPECTION OF ASBESTOS CONTAINING MATERIALS

TO BE USED TO RECORD SCHEDULED INSPECTIONS AS REQUIRED BY LEGISLATION.

WHERE DAMAGE IS FOUND OR SURFACE TREATMENT HAS DETERIORATED YOU MUST REFER TO YOUR EMERGENCY
PLAN (DOCUMENT ASB4 OR SIMILAR) FOR GUIDANCE AND CONTACT THE RELEVANT PERSONS

NAME OF INSPECTOR & COMPANY:

SITE ADDRESS: DATE OF INSPECTION:

CHANGES TO CONDITION OR RISK OF DAMAGE TO ASBESTOS MATERIALS

ASBESTOS REGISTER: From the asbestos register list down all known asbestos containing materials, visit the location where safe
to do so and note as follows. Retain a copy of this check with the site asbestos register.

UNCHANGED : No further action required

DAMAGED: Any level of damage has the potential to release asbestos fibres. Isolate the area and refer to
Emergency Plan (ASB4 or similar) and seek professional advice.

SURFACE TREATMENT Re-painting or re-protection of asbestos materials may need specialist procedures.
DETERIORATED Seek technical advice from property professional.

OTHER : Where the risk of damage has increased due to increased or changed occupancy it will be
necessary to consider and possibly remove the ACM or upgrade levels of protection.

ITEM NO. / LOCATION FREQUENCY OF CHANGES NOTED / ACTION TAKEN
INSPECTION
(List each known Asbestos ANNUALLY (Describe any changes to condition or risk or damage)
Containing Material) (or as advised in ASB Register).
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NAME: SITE:
DATE:
ITEM NO. OR LOCATION FREQUENCY OF CHANGES NOTED / ACTION TAKEN
INSPECTION
(List each known Asbestos ANNUALLY (Describe any changes to condition or risk or damage)

Containing Material)

(or as advised in ASB Register).

CONTINUE ON ADDITIONAL SHEETS AS REQUIRED

Copiesto:

a) ACADEMY ASBESTOS REGISTER
b) AGENDA FOR DIRECTORS MEETING
c) ACADEMY H&S COMPLIANCE FILE

(as applicable)

INSPECTION COMPLETED BY:

SIGNED:

DATE:
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ASBESTOS DATA CHANGE FORM (ASB3)

THIS FORM IS USED TO RECORD ANY REVISIONS REQUIRED TO THE ASBESTOS REGISTER

AS A RESULT OF PREVIOUSLY UNKNOWN ASBESTOS BEING DISCOVERED,
ASBESTOS BEING REMOVED OR ASBESTOS BEING ENCAPSULATED

ACADEMY
NAME:
ROOM ROOM | FLOOR POSITION / REASON FOR C.HANG'ES TO THE REGISTER
NO. USE LEVEL DESCRIPTION | - Neéw asbestos identified
(as Report - Asbestos removed / encapsulated etc
Plan) Include product, condition, surface treatment and asbestos type
NOW: ADVISE DIRECTORS AND UPDATE ASBESTOS REGISTER
AND ASBESTOS MANAGEMENT PLAN
Signhed: Date:

THIS FORM IS DESIGNED TO ASSIST AND SUPPORT ACTIVITIES AND RESPONSIBILITIES UNDER

THE CONTROL OF ASBESTOS REGULATIONS 2012.
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Asbestos Guidance Note (ASB4)

IN THE EVENT OF AN UNPLANNED RELEASE OF ASBESTOS
FIBRES

IMMEDIATELY WITHDRAW FROM THE
AREA AND ISOLATE AREA / ROOM.
DO NOT REMOVE FURNITURE OR
EQUIPMENT

IMMEDIATELY CONTACT SPECIALIST
CONSULTANT/CONTRACTOR TO VISIT SITE

v
THE SPECIALIST WILL MAKE A PRELIMINARY
THE RESPONSIBLE PERSON SHOULD ASSESSMENTS OF THE MATERIAL / INCIDENT/
IMMEDIATELY IDENTIFY THOSE PERSONS TAKE SAMPLES
WHO MAY HAVE BEEN WITHIN THE AND ADVISE ON FURTHER ISOLATIONS
INCIDENT AREA AND MAY HAVE BEEN AND ACTIONS

EXPOSED TO ASBESTOS FIBRES

l
A 4

EXPECT POSSIBLE INITIAL AIR SAMPLING

TO BE CARRIED OUT TO ESTABLISH THE
PERSONS WITHIN THE IMMEDIATE EXTENT OF CONTAMINATION BY

VICINITY SHOULD BE DEEMED TO HAVE SPECIALIST LABORATORIES
A HIGHER LEVEL OF CONTAMINATION

AND THEIR CLOTHES SHOULD BE T
RETAINED AS ASBESTOS WASTE \
A 4

THERE MAY BE A 14 DAY WAITING PERIOD AS
REQUIRED BY HSE BEFORE REMOVAL /
ENCAPSULATION OR CLEANING WORKS

CAN COMMENCE

v
WHERE A PERSON HAS BEEN IDENTIFIED AS
AVING BEEN POTENTIALLY EXPOSED T0 FOLLOWING ASBESTOS RELATED INCIDENTS IT
ASBESTOS RISK THEY MUST BE INFORMED (VIA MAY BE NECESSARY TO INFORM THE HEALTH
THEIR EMPLOYER), SO THAT APPROPRIATE AND SAFETY EXECUTIVE UNDER RIDDOR
NOTIFICATION AND RECORDING CAN BE (DANGEROUS OCCURRENCE)
UNDERTAKEN. https://extranet.hse.gov.uk/lfserver/external/F2508 DOE
PARENTS SHOULD BE NOTIEIED AN INCIDENT NUMBER WILL BE GIVEN BY THE
WHERE CHILDREN ARE AFFECTED HSE WHO WILL THEN TAKE FURTHER ACTION AS
DEEMED NECESSARY
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https://extranet.hse.gov.uk/lfserver/external/F2508DOE

ASBESTOS INCIDENT FORM (ASB5)

THIS FORM IS TO COMPLETED BY THE PERSON IN CONTROL (OR APPOINTED PERSON)
FOLLOWING ANY ACCIDENTAL OR POTENTIAL RELEASE OF ASBESTOS FIBRE

ACADEMY :

NAME (Print Name)

SITE ADDRESS:

ROOMS/ AREAS AFFECTED

DETAILS OF INCIDENT

DATE OF INCIDENT:

TIME:

CONTROL DETAILS - (REFER TO GUIDANCE NOTE ASB4)

AREAS ISOLATED:

PERSONNEL RECORDED:

CONTAMINATED CLOTHING REMOVED:

SPECIALIST DETAILS

DATE OF VISIT: TIME:

NAME OF APPOINTED SPECIALIST:

ON SITE REPRESENTATIVE:

CONTACT TEL NO.

INITIAL FINDINGS:

ANALYSTS FINDINGS - Confirm (circle):

Asbestos (or) Non-Asbestos

NAME OF ANALYST

CONTACT TEL No:

RESULTS:

REINSTATEMENT DETAILS -

Notifiable works - YES or NO

NAME OF CONTRACTOR:
CONTACT TEL No.:

DATE WORKS COMMENCED:

DATE WORKS COMPLETED:

FOR COMPLETION BY ASBESTOS INCIDENT TEAM

POSITIVE SAMPLE REQUIRING NOTIFICATION UNDER RIDDOR YES OR NO
DATE OF NOTIFICATION: DATE
HSE RIDDOR INCIDENT No:

EMPLOYERS OF NON-ACADEMY STAFF NOTIFIED: DATE
FORMAL REPORT AND FEEDBACK TO TRUST DIRECTORS AND MEMBERS DATE
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ASBESTOS MANAGEMENT PLAN

MANAGEMENT ACTIVITY REQUIRED ACTION
Premises:
Location:
Person In Control: DIRECTOR / PRINCIPAL

Responsible person:
Where duties are delegated (and
specifically identify duties).

Contact Tel:
Date
PRIOR TO DISTURBING THE COMPLETE & ACTION FORM ASB 1
BUILDING FABRIC
ANNUAL ASBESTOS INSPECTION COMPLETE ASB 2 AS REQUIRED
FOR CHANGES TO ASBESTOS COMPLETE FORM ASB 3
IN THE EVENT OF ASBESTOS ISOLATE THE AREA & REFER TO FORM ASB 4
DISTURBANCE
SITE SPECIFIC
PRIORITY ACTION LIST BY WHEN
ITEMS
List items which represent an Outline anticipated actions to minimise the risks, i.e. removal, Date by when action
unacceptable risk due to encapsulation etc (If Asbestos Containing Materials are in a safe avall ge ct?m algtg S
condition or vulnerability condition then no action may be necessary) P
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SITE SPECIFIC
ITEMS

PRIORITY ACTION LIST

BY WHEN
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APPENDIX C

Fire Safety Checklist and Risk Assessment (example form)
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Example Fire Safety Maintenance Checklist

(to be developed and adapted as necessary to suit the particular premises under review)

Yes No
Daily Checks (not normally recorded)

Escape Routes

N/A

Comments

Can all fire exits be opened immediately and easily? [ | |

Are fire doors clear of obstructions? [ | |

Are escape routes clear? | | |

Fire warning systems

Is the indicator panel showing ‘normal’? [ | |

Are sounders/bells in place? | | |

Escape lighting

Are luminaires and exit signs in good condition and undamaged? [ | |

Is emergency lighting and sign lighting working correctly? [ | |

Firefighting equipment

Are all fire extinguishers in place? [ | |

Are fire extinguishers clearly visible? [ | |

Are vehicles blocking fire hydrants or access to them? [ | |
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Example Fire Safety Maintenance Checklist
(to be developed and adapted as necessary to suit the particular premises under review)

Yes No N/A Comments
Daily Checks (not normally recorded)

Housekeeping
Is rubbish kept in a secure compound away from the building? (1 11 ] |

Is there any flammable debris on the school site? (1 11 ] |

Are electrical sockets overloaded? | | | | | | | |
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Example Fire Safety Maintenance Checklist

(to be developed and adapted as necessary to suit the particular premises under review)

Weekly Checks

Escape Routes
Do all emergency fastening devices to fire exits (push bars /

pads, etc.) work correctly?
Are external routes clear and safe?

Fire warning systems

Does testing a manual call point send a signal to the indicator

panel?
Did the alarm system work correctly when tested?
Did staff, children and visitors hear the fire alarm?

Did any linked fire protection systems operate correctly?
(e.g. magnetic door holder released).

Do all visual alarms (as applicable) work?

Do voice alarm systems (as applicable) work correctly and
was the message understood?

Escape lighting
Are charging indicators (if fitted) visible?

Firefighting equipment
Is all equipment in good condition?

Additional items from manufacturer’'s recommendations.

Yes No N/A

Comments
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Example Fire Safety Maintenance Checklist

(to be developed and adapted as necessary to suit the particular premises under review)

Monthly Checks

Escape routes
Do all electronic release mechanisms on escape doors work

correctly? Do they ‘fail safe’ in the open position?

Do all automatic opening doors on escape routes ‘fail safe’ in
the open position?

Are fire door seals and self-closing devices in good condition?

Do roller shutters provided for fire compartmentation work correctly?
Are external escape stairs safe?

Do all internal self-closing fire doors work correctly?

Escape lighting
Do all luminaires and exit signs function correctly when tested?

Firefighting equipment
Is the pressure in ‘stored pressure’ fire extinguishers correct?

Additional items from manufacturer’'s recommendations.

No

N/A

Comments
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Example Fire Safety Maintenance Checklist

(to be developed and adapted as necessary to suit the particular premises under review)

Six-Monthly Checks

General

Have the release and closing mechanisms of any fire-resisting
compartment doors or shutters been tested by a competent person?

Escape lighting
Do all luminaires operate on test for one third of their rated value?

Annual Checks
Escape Routes
Do all self-closing fire doors fit correctly?

Is escape route compartmentation in good repair?

Escape lighting
Do all luminaires operate on test for their full rated duration?

Has the system been checked by a competent person?

Firefighting equipment
Has all firefighting equipment been checked by a competent person?

Electrical equipment
Has portable electrical equipment been tested?

Gas equipment
Have all gas appliances (boilers, heaters,

catering equipt etc) been tested?

Boilers
Have heating and hot water boilers been serviced?

Yes

No

N/A

Comments
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Example Fire Safety Maintenance Checklist

(to be developed and adapted as necessary to suit the particular premises under review)

Yes No
Five-Yearly

N/A

Comments

Is electrical installation tested every 5 years? [ ] |

Miscellaneous

Has the smoke and heat ventilation system been tested by a [ ] |

competent person?

Has external access for the fire service been checked for [ ] 1

ongoing availability?

Have any firefighters’ switches been tested? [ ] 1

Has the fire hydrant bypass flow valve control been tested by a [ ] |

competent person?

Are any necessary fire engine direction signs in place? [ ] 1

Are heat sources (heaters, cookers etc) separated from flammable [ | |

materials?

Can heat sources be isolated without risk of injury? | | |

Notes:

(1) This Fire Safety Maintenance Checklist will enable you to prepare the School Fire Risk Assessment - Record of Significant Findings
(2) The School Fire Risk Assessment - Record of Significant Findings should refer to other plans, records or other documents as necessary.
(3) The information in this record should also assist you to develop an Emergency Plan; and to inform and train staff and inform other relevant persons.
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SCHOOL FIRE RISK ASSESSMENT - Record of Significant Findings

School Name:

Date:

Address: Name of Assessor: |
Signature:
Location Identify the Fire Hazards |Identify People at Risk Evaluate the Risk Works / Practices Proposed to

Remove or Reduce the Risk

Programmed Reassessment Date:
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Notes to be Read when undertaking Fire Risk Assessment

Location
This can be a single room or group of rooms/block or wing as suits the situation.

Identify the Fire Hazards
These can be identified as one or more of the following;
1 The potential for ignition

Naked flames

Heaters

Hot processes

Electrical apparatus or equipment
Arson risk/site security

2 The potential for fire spread

Stored materials and their locations (waste, resources materials, paper,
chemicals, fuel, etc)

Construction materials used.

Compartmentation of building (fire resisting doors with closers, ceilings and
walls etc)

Potentially flammabile fittings (furniture, display boards, books, etc)

Ventilation levels (natural or mechanical)

Is the area hidden from view (where a fire outbreak may not be immediately
noticed)?

3 The consequences to life

Occupancy levels

Age groups

Level of supervision

Familiarity with building layout

Time it takes to evacuate building (including comments as to width and suitability
of escape routes)

Physical and mental disability of particular building users

Emergency Lighting on escape route (especially if used out of school hours)
Directional Signage for designated escape routes

Emergency escape ironmongery to escape routes

Fire extinguishers type and location/suitability

Identify those People at Risk
Currently these would be one or more of the following groups;

Children

Staff

Directors/Governors

Visitors

Lettings

Extended Schools Users

People working near the fire danger
People working alone in isolated areas
Disabled persons

The elderly or infirm
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Evaluate the Risk

This is assessed from the information gathered above. This could be identified as either LOW
or SIGNIFICANT. A SIGNIFICANT for hazard relates to any feature of the premises, its
content, the use or the occupants that may have an adverse effect on the means of escape in
case of fire resulting in a potential risk to life.

Works / Practices proposed to Remove, Reduce and Protect from the Risks
Where significant risks have been identified, the Academy Trust / Principal should put in place
practices/control measures or undertake remedial works that would remove or reduce the
risk. These Remedial Works/Practices proposed should be clearly identified on the
assessment with timeframes for implementation clearly identified.

Some improvements may not have cost implications (e.g. simplifying a means of escape
route by repositioning furniture), improved staff training/procedures etc, but some may require
building works to be undertaken. If capital remedial works are required these should be
entered on the Academy’s Development Plan (Premises) and progressed in the normal
manner (capital grant funded works).

Record, Plan Instruct and Train
Record the findings and action you have taken. Discuss and works with other responsible
persons in the organisation.

Use the information gathered to prepare an Emergency Plan for the building.

Inform and instruct relevant people that use the premises and provide/arrange for the
necessary fire safety training.

Review

Review the Fire Risk Assessment regularly (at least annually) and following any proposed
changes to the building, change of room uses or introduction of new users (extended schools)
or significant changes in pupil numbers.
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APPENDIX 2

[Fire Safety Maintenance Checklist ]

[yes [no [n/a | Comments

DAILY

Escape routes and fire doors

Can all fire exits be opened immediately
and easily?

Are fire doors clear of obstructions?

Are escape routes clear?

Have all fire doors been checked to
make sure there aren’t locked?

Fire alarms

Is the panel indicating normal?

Escape route lighting

Are luminaires and exits signs in good
condition?

Is emergency lighting and sign lighting
working correctly?

Housekeeping

Is the building interior and exterior free
from a build up of excess waste or

redundant materials which could provide

fuel for fire?

Morning Checks:

» flammable liquids are in suitable,
clearly marked containers and
correctly stored

= electrical equipment is rated for the
job, correctly used and not
overloaded

= materials are stored away from hot
surfaces

* no deposits or flammable materials
are stored near sources of ignition

* waste bins are in place and not
overfilled or overflowing

Evening Checks:

= flammable liquids stored properly

» unused plant and electrical
equipment shut down

= materials stored away from hot
surfaces

= waste bins emptied, no build up of
redundant materials

= fire doors and windows closed

= entry to building is secure

Section 8.0 Fire Safety Guidance Notes.doc Issued 31/03/08 Version 2
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[yes [no [n/a | Comments

WEEKLY

Escape routes and fire doors

Does testing a manual call point send a
signal to the indicator panel?

Did the alarm system work correctly
when tested?

Did staff and other people hear the fire
alarm?

Fire Fighting Equipment

Are all fire extinguishers in the correct
place?

Are fire extinguishers clearly visible and
free from obstruction?

Are vehicles blocking fire hydrants or
access to them?

Do all automatic opening doors on
escape routes ‘fail safe’ in the open
position?

Are fire door seals and self-closing
devices in good condition?

Do all roller shutters provided for fire
compartmentation work correctly?
Are external escape stairs safe?

Do all internal self-closing doors work
correctly?

Emergency and escape route lighting

Do all luminaires and exit signs function
correctly when tested?

Have all emergency generators been
tested?

Fire extinguishers

Are the fire extinguishers in good
condition?

Do all fire extinguishers have enough
stored pressure? (Check that pin is in
place and that extinguishers have not
been discharged.)

MONTHLY

Escape routes and fire doors

Do all electric release mechanisms on
escape doors work correctly? Do they
‘fail safe’ in the open position?

Do all automatic opening doors on
escape routes ‘fail safe’ in the open
position?

| Are fire door seals and self-closing
devices in good condition?

Section 8.0 Fire Safety Guidance Notes.doc Issued 31/03/08 Version 2 Page 11 of 17
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[yes [no [N/A | Comments

MONTHLY

Do all roller shutters provided for fire
compartmentation work correctly?

Are external escape stairs safe?

Do all internal self-closing doors work
correctly?

Emergency and escape route lighting

Do all luminaires and exit signs function
correctly when tested?

Have all emergency generators been
tested?

Fire extinguishers

Are the fire extinguishers in good
condition?

Do all fire extinguishers have enough
stored pressure? (Check that pin is in
place and that extinguishers have not
been discharged)

QUARTERLY

Emergency and escape route lighting

Do all luminaires operate on test for one
third of their rated value?

Section 8.0 Fire Safety Guidance Notes.doc Issued 31/03/08 Version 2 Page 12 of 17
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APPENDIX 1

[Emergency Fire Plan Checklist ]

Tick V'column if covered. N/A if ‘not applicable’ v or N/A
1. Adequate provision of Fire Action Notices posted by all final exits and call points :
2. Method for calling the emergency services |:I

3. Practice and document suitable evacuation procedure for the premises, I:I
relevant persons, associated hazards and risks. Ensure staff react
Immediately. Ensure staff react immediately when alarm sounds (aim to
evacuate in 2 v minutes). Ensure staff are aware that no one returns to the
building unless permission has been granted by the Fire Officer/ Police Officer

4. Provision of clearly identified external assembly points :l
5. Clear identification of escape routes with appropriate signage and markings in I___]
Compliance with the Health and Safety (Signs and Signals) Regulations 1996
BS 5499

6. Provision of adequate and appropriate fire fighting equipment and signage I___—I

7. Clear Description of employee duties I:l
8. Employee training L:]
9. Plans and provisions for the evacuation of those at particular risk [:]

10. Site policy and procedure for the use of emergency equipment in the event of |:|
an emergency

11. Include any high risk areas / equipment in the plan and clearly identify |:|
(e.g. gas valves, electrical switch gear, chemicals and fuels)

12. Liaison with the emergency services including provision of appropriate [:
information in the event of an emergency

13. Establish process for briefing visitors / contractors. |:_—]

Work Permit)
For additional help and guidance, contact the Asset Management Helpdesk on 01752 304588

Section 8.0 Fire Safety Guidance Notes.doc Issued 31/03/08 Version 2 Page 9 of 17
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APPENDIX D

Disability Discrimination — Equality Act 2010:
Accessibility Plan & Disability Equality Scheme Guidance
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Disability Discrimination — Equality Act 2010:

Accessibility Plan Guidance & Disability Equality Scheme in Schools

(Including Academies)

Schedule 10 of the Equality Act 2010 requires:

3(2)

3(2)

3(3)

3(4)

3(5)

3(6)

3(7)

3(8)

4(1)

The responsible body of a school in England and Wales must prepare

(a) an accessibility plan;

b) further such plans at such times as may be prescribed.

An accessibility plan is a plan for, over a prescribed period—

(a) increasing the extent to which disabled pupils can participate in the school's curriculum,

(b)) improving the physical environment of the school for the purpose of increasing the extent to
which disabled pupils are able to take advantage of education and benefits, facilities or

services provided or offered by the school, and

(c) improving the delivery to disabled pupils of information which is readily accessible to pupils

who are not disabled.
The delivery in sub-paragraph (2)(c) must be—
(a) within a reasonable time;

(b) in ways which are determined after taking account of the pupils' disabilities and any

preferences expressed by them or their parents.
An accessibility plan must be in writing.

The responsible body must keep its accessibility plan under review during the period to which it

relates and, if necessary, revise it.
The responsible body must implement its accessibility plan.

A relevant inspection may extend to the performance by the responsible body of its functions in
relation to the preparation, publication, review, revision and implementation of its accessibility

plan.
A relevant inspection is an inspection under—
(a) Part 1 of the Education Act 2005 (as amended), or

(b) Chapter 1 of Part 4 of the Education and Skills Act 2008 (regulation and inspection of

independent education provision in England).

In preparing an accessibility plan, the responsible body must have regard to the need to

allocate adequate resources for implementing the plan.
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Church of England Academies Guide to Responsibilities

All Church Academies should be aware that the Academy Trust must not discriminate against
disabled pupils in admissions and exclusions, education and associated services. In addition,
improvements are to be made to ensure access to others users of the building including staff,
parents and visitors.

The legislation is structured so as building operators have to undertake ‘proactive’ measures
to facilitate access rather than adopting a ‘reactive’ approach.

As a result of the legislation it is essential that every school/Academy has in place a suitable
Accessibility Plan.

Guidance regarding the development of the Accessibility Plan (as part of the Disability
Equality Scheme) is provided below;

Accessibility Plans

The Accessibility Pan is required to show how, over time, access to the school/Academy will
be improved by:

e increasing the extent to which disabled pupils can participate in the curriculum,

e improving the physical environment for the purpose of increasing the extent to which
disabled pupils are able to take advantage of education and benefits, facilities or

services provided or offered by the school/academy, and

e improving the delivery to disabled pupils of information which is readily accessible to

pupils who are not disabled.

Staffordshire County Council has an example Accessibility Plan template that you may wish
to reference and which can be downloaded and amended to meet the requirement of your
school; http://education.staffordshire.gov.uk/Pupil-Support/SEN-and-Vulnerable-Children/Accessibility-
Plan/Accessibility-Plan.aspx

The Academy Trust must satisfy itself that the information is adequate and meets its
requirements in law if it is to use such information as the basis of its own Accessibility Plan.

Note: All further guidance (below) relates to the improvement of the physical
environment of the school/academy only.

Please seek separate guidance relating to improving access to the curriculum and to
written information.
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Wider Responsibilities under the Equality Act

In addition to the legal requirement not to discriminate against disabled pupils at the
Academy, the Academy Trust, as the ‘service provider must also consider the requirements
for non-pupils. The accessibility requirements must also include teaching staff, Directors,
classroom assistants, parents and visitors to the Academy. Consideration of these building
users must also form part of the Accessibility Plan, both within and outside normal
operational hours.

Accessibility Plan - Who is it For?

The Accessibility Plan is a ‘live’ working document to enable the Directors to identify
accessibility issues at the school and to provide a framework to enable these issues to be
addressed. All Directors should therefore have knowledge of its content and purpose and use
it in their decision making.

We would advise that a summary of the Accessibility Plan be provided in the Directors Annual
Report identifying what issues have been addressed in accordance with the plan/programme.
The Accessibility Plan can also be requested by OfSTED during inspections.

An Academy may also consider making a summary of the Accessibility Plan, and their
progress in meeting the plan to date, available on their website, (although there should be
alterative formats available for the disabled if required).

Undertaking an Accessibility Audit of the Existing Premises

For the Directors to assess what physical barriers exist to access in the Academy it is first
necessary to assess the current accessibility issues in the building. This assessment is
known as the Accessibility Audit.

Academies should arrange to undertake their own Accessibility Audit (or employ a suitably
qualified professional consultant to undertake it).

The results of the Accessibility Audit should identify the accessibility issues and make
strategic recommendations of how each issue is to be addressed. Generally these
recommendations will fall into one (or more) of three areas:

1. Alterations to policies and procedures - This may involve recommendations to
alter existing policy documents, a review of management or emergency
procedures and a review of other relevant operational documentation.

2. Physical alterations that can be carried out as regular maintenance -This
may include physical alterations to the building that can be addressed easily
during regular maintenance. A good example is when redecorating areas of the
building a colour contrast should be used between floors, walls, doors and door
controls to assist those that may be partially sighted. Another example is a
broken door handle which should be replaced with a new one compliant with
BS8300 to assist people with mobility/dexterity problems. Generally these have
little financial cost over and above the works already intended, but will improve
accessibility to the building.
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3. Physical alterations that require Capital expenditure — These physical
alterations are undertaken as would any other capital building works project. As
with all capital works projects it is essential that a school contacts a Diocesan
Surveyor (Education) to discuss any building works proposals (in compliance with
the Church Supplemental Agreement.

Preparing the Accessibility Plan — Considerations

Reasonableness

Although there is a legal responsibility on the Academy Trust to make improvement to make
the building accessible, the law generally only requires that which is ‘reasonable’. What is or
is not ‘reasonable’ will be determined over time in a Court of Law. However, towards the
extreme of the spectrum there are some common sense approaches that can be taken.

Example 1
If a Victorian Primary school is built on the side of a mountain, would it be reasonable for

alterations to be made to provide level/ramped access to all areas within a year of the Audit? -
Probably not.

Example 2
If an Academy had a plan to convert its existing roof space into a classroom would it be

reasonable for it to provide access for the disabled? — Almost certainly, Yes.

Example 3
If an Academy was refurbishing an existing classroom would it be reasonable to choose a

colour scheme to improve contrast between horizontal and vertical surfaces and to identify
door positions and door furniture? - Almost certainly, Yes.

Programme

In almost all circumstances it will not be possible for the Academy to address all the
accessibility issues identified in the Accessibility Audit within one or two years due to
limitations on funding and the commitment of funds to other priority issues (Health and Safety
etc).

Accessibility Plan templates often identify remedial works items as those which can be
addressed in either the Short Term, Medium Term or Long Term. Issues that may influence
how each item is allocated could include; funding availability, building use, facilitations in
numbers of particular pupils/staff/visitors with specific access needs, building works
programmed, and the like.

All remedial works items must be included in the Accessibility Plan, programmed in a manner
that addresses the issues in a logical manner but within the reasonable limitations of the site,
funding and the like.
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Funding
There is no additional revenue funding available to Academies to assist in the preparation of
their Accessibility Audit or Accessibility Plan.

As identified previously, there is also no additional Capital funding over and above the DFC or
Academy Capital Maintenance Fund allocation. That said, the Directors of an Academy must
prioritise accessibility works alongside all other building works issues at the premises.

Parents, Visitors and Other Users of the School

Consideration must be given to parents / guardians or other visitors or users of the premises,
within the Accessibility Audit.

Example 1
Access should be available to suitable accommodation in the Academy to enable a

parent/guardian who may have a disability to have a confidential discussion with the Principal
about his/her child.

Example 2
A disabled parent / guardian / visitor should be able to access accommodation where a public

event / concert is being held.

Managing the Current Situation until the ‘Physical Alterations’ are undertaken

Where certain remedial works are programmed into future years, the Academy must review
working and management policies and working practices to obviate the effect of the physical
barrier to access.

Example

To reallocate classrooms year groups year-on-year to enable access for a child with mobility
problems (rather than holding a child back for a year because he/she cannot access the
classroom traditionally allocated for the year above).

Review and Monitoring of the Accessibility Plan

The Accessibility Plan is a ‘live’ document and should be reviewed on a regular basis and we
recommend a maximum review period of 3 years. The review should be undertaken by the
Directors in conjunction with the Principal and/or other delegated members of staff.

The result of the Review should be the development of an ‘Action Plan’ with nhamed persons
responsible for each action point. This should include updating the Academy’s 5 year
Development Plan (Building Works).
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APPENDIX E

Security Surveys,
Risk Assessment and Action Plan Guidance
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SCHOOL SECURITY SURVEY

School Name: |

Address:

Postcode:

Telephone: |

| Fax:l | e-mail: |

Contact Name: |

| Role:|

Survey
Compiled By:

School Type:

Numbers:

Approx No. of Pupils:

Community Use / Out of hour use:

Regular Users:

Mon-Fri 1 2 3
3 4 5

Regular Users:

Weekend 1 2 3

Occasional Users:|1 2 3

Caretaker's
Name:

Contact Tel No. /

Resident on Site? Y/N .
Details:
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1.0

1.1
111

11.2

113

1.2
121

1.2.2

123

124

1.25

1.2.6

1.2.7

Location
Setting
Urban

Suburban

Rural

Neighbours
Neighbours predominantly residential

Neighbours predominantly
commercial / light industrial

Apparently reasonably prosperous
neighbourhood

Apparently area of high stress /
deprivation

Public House / licensed premises in
the vicinity

Fast food retail outlets in the vicinity
Site overlooked by neighbouring

houses / roads affording natural
surveillance

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good | Moderate |

Poor

Comments

Details of Proposed Improvements

Y/N

[ ]
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13
131

1.3.2

1.3.3

134

2.0

2.1
211

2.1.2

2.1.3

2.1.4

Access
Site bounded by busy road

Site bounded by quiet roads

Official public footpath across site

Unofficial public footpath across site

Site Factors

Topography
Site generally level and open

Site with undulating topography

Steeply inclined site

Moderately inclined site

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good | Moderate |

Poor

Comments

Details of Proposed Improvements

Y/N
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2.2
221

222

223

224

225

2.2.6

2.2.7

2.2.8

Boundaries
Is the boundary of the school clearly
defined

Has the site got a perimeter security
fence generally in excess of 2m high

Has the site got a perimeter security
fence generally in excess of 1m high

Does the fence design allow views
through into site.

Has the site got boundary walls
generally in excess of 2m high

Has the site got boundary walls
generally in excess of 1m high

Are sections of the boundary defined
by dense shrubbery / trees where
there is no fence / wall

What is the state of repair of the site
boundary walls / fences

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor Comments Details of Proposed Improvements
YIN
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2.3
231

2.3.2

233

234

283

2.3.6

2.3.7

2.3.8

Surfaces / Landscaping
Is the site predominantly 'green’ (i.e.
Grass / landscaping / playing fields)

Is the site predominantly hard
landscaping (playgrounds etc)

Is there overgrown or concealing
trees / shrubbery at site boundary

Is there overgrown or concealing
trees / shrubbery throughout site

Are there any ornamental gardens

Are there any ponds / water features

Is there any play equipment

Are there any other free standing
landscape features

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor Comments Details of Proposed Improvements
YIN
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2.4
24.1

242

243

244

245

2.4.6

247

248

2.4.9

2.4.10

Access Routes
Is there a single vehicle access route
to site

Are there multiple vehicle access
routes to site

Is access via shared vehicle access
route(s)

Do the vehicle access routes have
lockable gates

Are the vehicle routes within site
clearly defined

Is there a single pedestrian access
route to site

Are there multiple pedestrian access
routes to site

Do the pedestrian access routes have
lockable gates

Are the pedestrian routes within site
clearly defined

Is there any directional signage - what
is the quality / effectiveness of the
installation

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor | Comments Details of Proposed Improvements
YIN
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25
251

25.2

ASES

254

255

256

25.7

258

Car Parking / cycle parking
Is there onsite carparking for staff

Is there onsite parking for visitors

Can the carparking can be monitored
from reception / admin areas

Is the carparking obscured by planting
/ trees

Is there covered / secure cycle
storage

Is there open secure cycle storage

Can the cycle parking can be
monitored from the building

Is the cycle parking obscured by
planting / trees

SCHOOL SECURITY SURVEY

Standard
(where indicated only )

Yes/No |

Good |Moderate| Poor

Comments

Details of Proposed Improvements

Y/N
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2.6
2.6.1

2.6.2

2.6.3

2.6.4

2.6.5

2.6.6

2.6.7

2.6.8

External Lighting

Is there lighting to vehicle /
pedestrian routes. What is the quality
| effectiveness of the installation

Is there lighting to carpark(s). What is
the quality / effectiveness of the
installation

Is there lighting to sports facilities.
What is the quality / effectiveness of
the installation

Is there lighting to cycle parking.
What is the quality / effectiveness of
the installation

Is building perimeter well lit when not
in use

Are any internal security lights
employed when the building is not in
use.

Is movement sensitive security
lighting provided

Is there any other external security
lighting. Give brief details

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor | Comments Details of Proposed Improvements
YIN
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3.0
3.1
311

3.1.2

3.1.3

3.1.4

3.1.5

3.1.6

3.1.7

3.1.8

The Buildings

Overview
Does the school consists a main
block only

Does the school consists a main

block with separate sports hall / gym

Does the school consist a main block
plus less than 3 separate blocks

Does the school consist a main block
plus more than 3 separate blocks

The school has no temporary
buildings?

The school has up to 3 temporary
buildings?

The school has more than 3
temporary buildings?

Is the school generally kept in a good
state of repair

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good | Moderate |

Poor

Comments

Details of Proposed Improvements

Y/N

FOR DETAIL OF INDIVIDUAL BUILDINGS REFER TO SURVEY SECTION 10
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4.0

4.1

411

4.1.2

4.1.3

4.1.4

4.1.5

4.1.6

4.1.7

4.2
421

4.2.2

423

4.2.4

Ancillary Items

Sports facilities
Does the school have grass sports
pitches

Does the school have fenced off
tennis / hard play areas

Does the school have an indoor
swimming pool

Does the school have an outdoor
swimming pool secured with high
boundary walls / fences

Does the school have an unsecured
outdoor swimming pool.

Does the school have free standing
changing pavilion(s) / sports
associated building(s)

Does the school have free standing

stores for sports equipment

Ongoing construction work
Is the site boundary secure

Are there unsecured combustible
materials

Is there unsecured contractor's
equipment

Is there out of hours Security

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good I Moderate

[ Poor | Comments

Details of Proposed Improvements

Y/N
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5.0

5.1
51.1

5.1.2

5.1.3

514

5.15

5.1.6

5.1.7

Management Issues

Key Holders / locking up
Is there a proper system to control
issue of keys

Is there an established procedure for
locking up

Is the caretaker always responsible
for locking up

If the caretaker doesn't lock up, are
the persons who use the building out
of normal hours briefed on securing
the premises when they leave

Are all rooms checked to ensure that
no one is concealed prior to locking

up

Are all entrance doors locked and
windows and skylights secured as
part of locking up

Is there a system for periodically
checking security fittings such as
locks, catches and bolts?

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good | Moderate |

Poor

Comments

Details of Proposed Improvements

Y/N
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5.2
521

5.2.2

523

524

525

5.2.6

5.3
53.1

5.3.2

5.3.3

53.4

5.3.5

Cleaning / maintenance

Is the timing of the cleaning
arrangements designed to facilitate
supervision

Is this usually carried-out out of
school hours

Is there a system for logging
contractors in / out

Are all contractors supervised by the
caretaker

Is a maintenance log kept for the
premises

Are all tools and ladders securely
locked away when not in use

Refuse
Is there a secure bin store of non
combustible construction

Is there a secure bin store of
combustible construction

Are there freestanding rubbish
containers that are lockable

Are there freestanding rubbish
containers that are not lockable

Are regular collections made to limit
the amount of onsite storage

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good | Moderate

| Poor Comments

Details of Proposed Improvements

Y/N
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6.0
6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

6.1.6

6.1.7

6.1.8

6.1.9

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

I Yes/No |

Good | Moderate |

Poor

[ Comments

Details of Proposed Improvements

Security during Working Hours

Y/N

Are measures taken to prevent
unauthorised entry during school

hours

Are the buildings generally designed
to prevent ready access except

through normal entrances

Are emergency final exit doors
designed to prevent unauthorised

access whilst facilitating unimpeded
escape in the event of emergency.

Are visitors encouraged to use the
main entrance and is it clearly

signposted

Is it possible to monitor the arrival and
departure of visitors

Are visitors asked for identification

Are visitors asked to sign in and out

Are visitors escorted to their
destination

Is reception fitted with a panic alarm /
method of summoning assistance in

the event of unwanted / problematic
visitors
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6.1.10

6.1.11

6.1.12

6.1.13

6.1.14

6.1.15

6.1.16

6.1.17

6.1.18

Are the more remote teaching areas
fitted with panic alarms / a method of
summoning assistance in the event of
an emergency

Are most teaching areas fitted with
panic alarms / a method of
summoning assistance in the event of
an emergency

Are all staff made aware of the alarm
/ response procedures and are the
routines practiced.

Is personal safety training routinely
offered to staff

Are staff and students encouraged to
challenge / report strangers whom
they see in the building

Has the school had any cases of pupil
abduction during the last 5 years

Does the school have a policy to
protect pupils identified as being at
risk of abduction.

Are members of the public prevented
from entering unauthorised parts of
the building during community or
evening use

If so, are alternative means of escape
made available and clearly signed

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good | Moderate |

Poor

[ Comments

Details of Proposed Improvements

Y/N
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7.0
71.1

7.1.2

7.1.3

7.1.4

7.1.5

7.1.6

7.1.7

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
I Yes/No | Good |Moderate| Poor | Comments Details of Proposed Improvements
YIN

Security Outside Working Hours

Are special arrangements made for
surveillance during vulnerable times
such as evenings and school holidays

Are the premises checked by :
- Council Security Patrols

- Schoolwatch / Good neighbour
Schemes

- Police patrols

- Security Firms

Are premises well-lit when not in use

Is external security lighting provided

Is the caretaker readily accessible at
most times

Is a relief caretaker employed to
cover sickness / leave

Can the caretaker quickly contact the
LEA, security company, police and
fire services

[T 1
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8.0
8.1.1

8.1.2

8.1.3

8.1.4

8.1.5

8.1.6

8.1.7

8.1.8

Theft

Are there secure storerooms or
containers for securing attractive
items such as audio-visual
equipment, computers, videos,
keyboards and musical instruments

Are secure worktop fittings provided
for attractive portable equipment

If secure workstations are not
available, are valuable items always
placed in secure storage when not in
use

Are rooms containing attractive
equipment: offices, workshops and
store rooms, kept locked when not in
use

Where attractive equipment cannot
be locked out of sight, do windows
affording views into the room from
outside have blinds / curtains /
shutters

Are staff and pupils advised of the
need to safeguard personal property

Are cash holdings kept to a minimum

Is cash counted out of sight

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good | Moderate |

Poor

[ Comments

Details of Proposed Improvements

Y/N
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8.1.9

8.1.10

8.1.11

8.1.12

8.1.13

8.1.14

Is money removed from the premises
overnight

Is equipment marked so as to identify
the owner and a sign displayed to this
effect to deter thieves

Is there a safe for valuables

Is access to the safe limited and
monitored

Are lockers / secure storage provided
for staff

Are lockers / secure storage provided
for pupils

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor Comments Details of Proposed Improvements
YIN
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9.0

9.1
9.1.1

9.1.10

Detection & alarm systems

Intruder alarm
Has the school got an intruder
detection and alarm system

Is the alarm regularly set when the
school in not in use

Has the alarm got an automatic link to
the police via a central monitoring
centre

Has the school got a maintenance
contract on the installation

Are designated staff trained and
confident in use of alarm

Is the alarm coverage
comprehensive, including separate /
temporary blocks

Is the alarm coverage
comprehensive, excluding separate /
temporary blocks

Is the alarm coverage comprehensive
in the main building only

Is alarm coverage for perimeter /
secure zones of the main block only

Was the alarm installed by a member
of the British Security Industry
Association (BSIA) or National
Supervisory Council for Intruder
Alarms (NSCIA)

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
[ YesiNo | [ Good [Moderate] Poor [ Comments Details of Proposed Improvements
Y/N
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9.2
9.2.1

9.2.2

9.2.3

9.2.4

9.2.5

9.2.6

9.2.7

9.2.8

CCTV
Has the school got a CCTV system

Is the system operational 24 hours a
day

Is the system operational only at
selected times

Is the school responsible for its
operation and storage of the images

Is there a maintenance contract on
the system

Are external areas covered by CCTV

Is reception / the main entrance
covered by CCTV

Is CCTV part of Torbay area system?
(No = standalone system)

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

Yes/No |

Good | Moderate |

Poor

Comments

Details of Proposed Improvements

Y/N
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9.3
9.3.1

9.3.2

OE3ES

9.3.4

088

9.3.6

9.3.7

9.3.8

Fire detection / alarm
Has the school got an automatic fire
detection and alarm system

Has the alarm got an automatic link to
the fire brigade / an alarm centre

Is the alarm is tested regularly

Is the alarm coverage
comprehensive, including separate
blocks

Is the alarm coverage
comprehensive, including separate /
temporary blocks

Is the alarm coverage comprehensive
in the main building only

Does the alarm cover the perimeter /
secure zones of main block only

Has the building got a full or partial
sprinkler system

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

| Yes/No |

Good | Moderate |

Poor

[ Comments

Details of Proposed Improvements

Y/N
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10.0

10.1

10.2
10.2.1

10.2.2

10.2.3

10.2.4

10.2.5

10.2.6

10.2.7

10.2.8

10.2.9

SCHOOL SECURITY SURVEY

Standard
(where indicated

only )

I Yes/No |

Good | Moderate |

Poor

Comments

Details of Proposed Improvements

Y/N

Individual Buildings - Main Building

Building Name / details

Approx Age <10( ) <50 ( ) 50+ ( )
Massing

Number of floors

Building is of traditional construction

Building is System Built or timber
construction

Building is of alternative non
combustible construction

Building is temporary and of
lightweight / combustible construction

Building is predominantly pitched roof

Building is predominantly flat roofed

Plan form is simple / regular

Plan form is complicated / irregular

Check updates at www.exeter.anglican.org
Sept 2016 Rev3
Page 130




10.3
10.3.1

10.3.2

10.3.3

10.3.4

10.3.5

10.3.6

10.3.7

Operation
Single entrance

Multiple entrances / exits

Opening windows accessible from
external ground level

Opening windows accessible from
roofs / walls
Openable rooflights

Polycarbonate / lightweight rooflights

Security shutters

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor | Comments Details of Proposed Improvements
YIN
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10.4
10.4.1

10.4.2

10.4.3

10.4.4

10.4.5

10.4.6

10.4.7

10.4.8

10.4.9

Vulnerable areas
Internal / concealed courtyards or
yards

Secluded loading bay / service area

Unprotected recessed doorways /
alcoves

Unprotected doors with large areas of
glazing

Non-robust window design

Lockable windows / doors

Low level / vulnerable glazing

Glazing facing playing fields

Louvered windows

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor | Comments Details of Proposed Improvements
YIN
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10.4.10

10.4.11

10.4.12

Low level / vulnerable panelling

Exposed / climbable rainwater
downpipes / SVP

Roofs accessible from ground level
/adjacent roofs / concealed areas

Any further comments

SCHOOL SECURITY SURVEY

Standard
(where indicated only )

| Yes/No |

Good |Moderate| Poor

Comments

Details of Proposed Improvements

Y/N
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11.0

111

11.2
11.21

11.2.2

11.2.3

11.2.4

11.2.5

11.2.6

11.2.7

11.2.8

11.2.9

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
I Yes/No | Good |Moderate| Poor | Comments | | Details of Proposed Improvements
Y/N

Individual Buildings - Other Buildings (print off and complete as many copies of this section as there are individual buildings)

Building Name / Details

Approx Age <10 ( )<50( ) 50+ ( )

Massing

Number of floors

Building is of traditional construction

Building is System built or timber
construction

Building is of alternative non
combustible construction

Building is temporary and of
lightweight / combustible construction

Building is predominantly pitched roof

Building is predominantly flat roofed

Plan form is simple / regular

Plan form is complicated / irregular
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11.3
11.3.1

11.3.2

11.3.3

11.3.4

11.3.5

11.3.6

11.3.7

Operation
Single entrance

Multiple entrances / exits

Opening windows accessible from
external ground level

Opening windows accessible from
roofs / walls

Openable rooflights

Polycarbonate / lightweight rooflights

Security shutters

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor | Comments Details of Proposed Improvements
YIN
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11.4
11.4.1

11.4.2

11.4.3

11.4.4

11.4.5

11.4.6

11.4.7

11.4.8

Vulnerable areas
Internal / concealed courtyards or
yards

Secluded loading bay / service area

Unprotected recessed doorways /
alcoves

Unprotected doors with large areas of
glazing

Non-robust window design

Lockable windows / doors

Low level / vulnerable glazing

Glazing facing playing fields

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
I Yes/No | Good |Moderate| Poor | Comments Details of Proposed Improvements
YIN
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11.4.9

11.4.10

11.4.11

11.4.12

Louvered windows

Low level / vulnerable panelling

Exposed / climbable rainwater
downpipes / SVP

Roofs accessible from ground level
/adjacent roofs / concealed areas

Any further comments

SCHOOL SECURITY SURVEY

Standard
(where indicated only )
Yes/No | Good |Moderate| Poor Comments Details of Proposed Improvements
YIN
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SECURITY SURVEY AND RISK ASSESSMENT

School: Date:

Low Risk High Risk MR
Part 1: Incidence of Crime in the last 12 months
Please retain any documents which will help substantiate your assessments
1A. Trespass
No cases of trespassers in Trespassers commonly present
school grounds in school grounds
1B. Vandalism
No cases of vandalism Frequent and costly vandalism of
reported school buildings and grounds
1C. Theft / Burglary
NOEEEES @i el Frequent theft or burglary
burglary
1D. Fire / Arson
No arson attacks or Arson attacks have taken place
threats in locality

1A

1B

1C

1D

Comment

Include a brief comment below if a
high risk assessment of 4 or 5
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Low Risk

1E. Safety - Attacks on Staff or Pupils

No attacks or threats

1F. Drug / Solvent Abuse

No problems reported

Part 2: Environment and Buildings

Please retain any documents which will help substantiate your assessments

2A. Incidence of Crime in Surrounding Area

Locality has a low crime
rate

2B. School Overlooked from Roads and/or Housing

School grounds clearly
visible to public

2C. Boundaries, Fences and Gates

Boundaries well defined
with fences and gates to

grounds preventing all but
determined intruders

Note:

High Risk

Attacks have taken place

Drug or solvent abuse has
occurred

Locality has high crime rate and
reported to police

Unobserved school grounds

No fences or gates preventing
unauthorised access

Comment
Include a brief comment below if a
high risk assessment of 4 or 5
1E
1F
2A
2B
2C
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Low Risk

2D. Clearly Defined Entrances

Clear entrances with signs
directing visitors

2E. Well Organised Reception Area and Visitors' Control

Pass system in operation
with badges issued to all

visitors

2F. Car Parking

Car parks well lit and
overlooked

2G Condition and Appearance of Building

Building well kept and in
good repair with no graffiti

Note:

High Risk

No clear entrances, or multiple
entrances

No system of recording visitors
in place

No safe place to park. Car parks
unlit and not overlooked

Building badly kept and in state
of disrepair, graffiti covered and
vandalised

2D

2E

2F]

2G

Comment

Include a brief comment below if a
high risk assessment of 4 or 5
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2H.

2J.

2K.

2L.

2M.

Low Risk

Detached and Temporary Buildings

No buildings detached
from main block

Recesses and Internal Courtyards
No places for intruders to
hide and break-in
unobserved

Secure Exit Doors
Doors secure against all
but the most determined

intruders.

Secure Windows and Rooflights

Windows and rooflights
protected against burglars

Valuable Equipment that is Easily Stolen and Disposed of

Few computers,
keyboards, TVs and video
cassette recorders, etc

Note:

High Risk

Main detached buildings
including temporary huts

Numerous places for intruders to
hide and break in unobserved

Fire exit doors easily forced.
Inadequate locks.

Windows and rooflights provide
easy access

Many computers, keyboards,
TVs, FAXs, camcorders, etc.

2H

2]

2K

2L

2M

Comment

Include a brief comment below if a
high risk assessment of 4 or 5
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Low Risk

2N Fire Precautions

Buildings have adequate
fire compartmentation,
fire/lsmoke barriers and fire
doors

2P Community Ethos and Support for Schools
Strong community and
parent support benefits
security e.g. active PTA

2Q. Out of Hours use of School Facilities
No reported problems

and/or security benefits
from out of hours use

Note:

High Risk

Large open areas with a lack of
fire/smoke barriers and doors

Insignificant parent or
community involvement and/or
negative attitudes

Many security problems due to
out of hours use

Comment

Include a brief comment below if a
high risk assessment of 4 or 5

2N

2P

2Q
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Part 3: Security Measures
Please retain any documents which will help substantiate your assessments

0 1 2

3

Low Risk

3A. Schoolwatch System

Efficient system of
reporting suspicious

incidents

3B. Pupil Involvement

Successful youth action
group or school council

3C. Waste bhins.

Waste and recycling bins
locked up every night

3D. Security Lighting

Lighting of all entrances,
footpaths and building

facades

3E. Surveillance

Effective surveillance e.g.
CCTYV to perimeter or

security patrols

Note:

High Risk

No system in operation

No involvement by pupils in
security issues

Unlocked mobile bins left around
school

No external lighting

No surveillance system

Comment

Include a brief comment below if a
high risk assessment of 4 or 5

3A

3B

3C

3D

3E
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0 1 2 3 4 5 Comment

Note: Include a brief comment below if a

Low Risk High Risk
9 high risk assessment of 4 or 5

3F. Intruder Alarms

Systems using passive 3F
] No alarm system

infra-red detectors to all Y

ground floor perimeter and

to detached buildings

3G. Fire Detection

Automatic system linked to 3G

) . No automatic detection
fire brigade

3H. Property Marking

All valuable property No marking on property &

marked and kept in secure
store or secured location.

3J. Cash Handling Procedures

Securg el 7 Procedures lacking 3J
operation
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Security Risk Assessment Score Summary

Part 1 - Crime (0-30)
Part 2 - Environment and Buildings (0-75)
Part 3 - Security Measures (0 - 45)
GRAND TOTAL ] (0 - 150 points)

Interpretation from DfES Managing Schools Facilities: Guide 4 Improving Security in Schools

Total Score 0 - 50 points School is generally LOW risk
Total Score 50 - 100 points School is generally MEDIUM risk
Total Score 100 - 150 points School is generally HIGH risk
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SECURITY ACTION PLAN

Target
(Description)

Time Scales

Tasks Necessary to Achieve
Target

Responsible
Persons

Staff Development
Required

Target
Dates

Resource
Implications

Success Criteria

Evaluation:
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