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1. Introduction 

 

The Estate Management Policy for King Edward VI Academy Trust Birmingham sets out a strategic 

framework for the management, maintenance, and development of the Trust’s physical assets, 

including school buildings, grounds, and facilities. This policy ensures that the estate supports the 

Trust’s educational objectives, providing a safe, inspiring, and sustainable environment conducive to 

learning and the well-being of pupils, staff, and visitors. 

As an Academy Trust comprising of twelve schools, both selective and comprehensive, each with 

unique needs and challenges, it is essential to have a consistent and structured approach to managing 

the estate. This policy aligns with our vision and values, guiding decisions on property maintenance, 

space utilisation, sustainability, and long-term planning. It also ensures compliance with legal, 

regulatory, and safety standards, safeguarding the Trust’s assets and supporting our commitment to 

providing high-quality education. 

By establishing clear responsibilities, financial strategies, and risk management processes, this Estate 

Management Policy seeks to deliver an estate that is not only functional and well-maintained but also 

forward-thinking, adaptable to changing needs, and environmentally responsible. The policy aims to 

ensure the Trust’s physical resources contribute positively to the overall educational experience while 

maintaining transparency and accountability at all levels of estate management. 

This document will be reviewed regularly to reflect changes in legislation, best practice, and the 

evolving needs of the Trust. 

 

2. Scope 

 

This policy covers:  

• All Academy Trust schools.  

• All land and buildings owned, leased, or managed by the Trust. 

• Fixed assets and infrastructure, and mechanical systems. 

• Grounds maintenance and external spaces.  

• Statutory compliance, planned and reactive maintenance. 

• Capital improvements and lifecycle planning. 

• Environmental sustainability and carbon management.  

 

3. Aims and Objectives 

 

3.1 Aims 

The primary aim of the Estate Management Policy is to ensure that the Trust’s physical estate is 

managed effectively and efficiently to support the educational mission of the Trust. This policy aims 

to provide a strategic approach that ensures our estate is safe, sustainable, and flexible to meet the 

needs of the schools and their communities, both now and in the future. Specifically, the policy seeks 

to: 
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3.1.1 Support educational excellence: Ensure the physical environment fosters high-quality 

teaching and learning for all pupils across the Trust’s schools. 

 

3.1.2 Ensure legal and regulatory compliance: Maintain compliance with all relevant laws, 

regulations, and statutory requirements concerning property management, health and safety, 

and environmental standards. 

 

3.1.3 Promote sustainability: Encourage environmentally sustainable practices in the management 

and development of the estate, including energy efficiency and resource conservation. 

 

3.1.4 Maintain safety and wellbeing: Provide safe, secure, and accessible environments for all users, 

ensuring the wellbeing of pupils, staff, and visitors. 

 

3.1.5 Enhance operational efficiency: Manage the Trust’s estate in a way that maximises value for 

money, minimises operational costs, and ensures the longevity of assets. 

 

3.1.6 Support long-term strategic planning: Develop a flexible estate strategy that can adapt to the 

evolving needs of the Trust, including future school expansions, improvements, and potential 

property acquisitions or disposals. 

 

3.2 Objectives 

To achieve these aims, the Estate Management Policy sets out the following specific objectives: 

 

3.2.1 Asset management and maintenance: 

• Ensure that all buildings and facilities are routinely maintained and kept in good condition 

through a structured planned preventative maintenance (PPM) programme. 

• Maintain up-to-date asset management plans (AMP) for each school.  

• Maintenance and upkeep of our estate to provide a consistently good standard of 

accommodation across all Trust schools. 

• Conduct regular condition surveys of all Trust buildings and assets to assess their current 

state, identify potential maintenance or repair needs, and inform prioritisation of 

investment. These surveys will provide essential data to guide decision making regarding 

refurbishment, repairs, and asset replacements, allowing for proactive rather than reactive 

management. 

 

3.2.2 Health, safety, and risk management: 

• Prioritise the safety of all individuals within the Trust’s estate by conducting regular health 

and safety audits, risk assessments, fire drills, and lockdown drills. 

• Ensure that all health and safety requirements, including accessibility and safeguarding 

standards, are consistently met and reviewed. 

 

3.2.3 Sustainable practices and environmental responsibility: 
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• Introduce initiatives to reduce the Trust’s carbon footprint, including energy-efficient 

heating and cooling systems, sustainable building materials, and waste reduction 

strategies. 

• Encourage the use of renewable energy sources where feasible and integrate sustainability 

into future construction or refurbishment projects. 

 

3.2.4 Space optimisation and flexibility: 

• Review and analyse net capacity assessments (NCA’s) to ensure that the physical space in 

each school is used efficiently, allowing for flexible learning environments that can adapt 

to changes in educational practices or demographic shifts. 

• Develop strategies to accommodate growing or fluctuating pupil populations across the 

Trust’s schools. 

 

3.2.5 Financial management and budgeting: 

• Develop clear and accountable financial strategies for the management and maintenance 

of the estate, ensuring that resources are allocated effectively and budgets are adhered to. 

• Identify opportunities to generate income from the estate (e.g. lettings income) to support 

the Trust’s financial sustainability. 

 

3.2.6 Stakeholder engagement and communication: 

• Involve relevant stakeholders (such as staff, parents, local authorities, and community 

members) in decision-making processes regarding the estate. 

• Maintain transparent communication about estates-related decisions, including any 

planned developments, refurbishments, or maintenance work. 

 

3.2.7 Long-term planning and development: 

• Create a long-term estate strategy that supports the Trust’s future needs, including 

expanding school capacity, refurbishing outdated facilities, and developing new buildings 

or amenities as required. 

• Regularly review and update the strategy to ensure it remains aligned with the Trust’s goals 

and changing external factors, such as funding opportunities or local government planning 

initiatives. 

 

3.2.8 Monitoring and Review: 

• Implement a system of regular monitoring and reporting to assess the effectiveness of the 

Estate Management Policy and make adjustments as necessary. 

• Ensure the policy is reviewed periodically to keep it relevant and responsive to the evolving 

needs of the Trust and its estate. 

 

By achieving these objectives, the Estate Management Policy will ensure that the Trust’s estate is 

managed in a way that supports both current operational needs and long-term educational 

aspirations, creating a positive impact on the learning experience and ensuring the sustainability of 

resources for future generations. 
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4. Governance and Responsibility 

 

Effective governance and clear allocation of responsibilities are essential for the successful 

management of our estate. This section of the Estate Management Policy outlines the key roles and 

responsibilities across the Trust to ensure that all estates-related activities are carried out efficiently, 

transparently, and in alignment with the Trust’s educational goals. 

 

4.1 Board of Trustees 

 

Responsibility: 

The Board of Trustees is ultimately accountable for the strategic direction and oversight of the Trust’s 

estate management. They ensure that the estate strategy aligns with the Trust’s vision, mission, and 

educational objectives while ensuring compliance with all relevant laws and regulations. 

 

Key Responsibilities: 

• Approve the Estate Management Policy and any significant changes to it. 

• Oversee the long-term strategy for the Trust’s estate, ensuring that estates management 

supports the Trust’s goals and budget. 

• Ensure that adequate resources (financial and personnel) are allocated to estates 

management. 

• Regularly review the performance of estates management, including reports on condition 

surveys, maintenance plans, and key performance indicators (KPIs). 

• Ensure that the estate is managed in a way that ensures the health, safety, and wellbeing of 

staff, pupils, and visitors. 

 

4.2 Finance and Estates Committee 

 

Responsibility: 

The Finance and Estates Committee provides assurance to the Board of Trustees that estates 

management is effectively monitored and controlled, including overseeing risk management and 

compliance with legal and regulatory standards. 

 

Key Responsibilities: 

• Review and monitor the effectiveness of the estate’s risk management processes. 

• Ensure that condition surveys and maintenance plans are being implemented as per the 

policy. 

• Monitor the implementation of the estates budget and ensure that it is being used efficiently. 

• Assess the adequacy of internal controls relating to estates management and ensure that 

audits are conducted regularly. 

 

4.3 Chief Executive Officer (CEO) 

 

Responsibility: 

The CEO is responsible for the operational leadership of the Trust, including overseeing the 
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implementation of the Estate Management Policy. They provide leadership to ensure that the estate 

is managed in line with the Trust’s strategic vision and goals. In practice, the estate oversight is 

delegated to the Chief Finance Officer. 

 

Key Responsibilities: 

• Ensure that the estate strategy is aligned with the Trust’s overall objectives. 

• Report regularly to the Board of Trustees on the status of the estate, including key issues 

arising from condition surveys, maintenance needs, or emergency repairs. 

• Coordinate with other senior leadership roles to ensure estates management aligns with 

educational and operational needs. 

 

4.4 Chief Finance Officer (CFO) 

Responsibility: 

The CFO acts as the financial steward of the estate, ensuring strategic and operational decisions are 

financially sound, compliant and aligned with the Trust’s broader objectives. They bridge the 

operational management of the estate and the strategic oversight of the Board, ensuring value, risk 

mitigation, and long-term sustainability. 

Key responsibilities: 

• Ensure the estate management policy aligns with the Trust’s overall strategic objectives and 

financial strategy. 

• Allocate and monitor budgets for estate management, capital works, and sustainability 

initiatives.  

• Report on estate-related expenditures and investments to the Board, Finance and Estates 

Committee, and regulator as required.  

 

4.5 Head of Estates and Sustainability 

 

Responsibility: 

The Head of Estates and Sustainability is responsible for the operational management of the Trust’s 

estate, including overseeing maintenance, health and safety, and long-term planning. This role 

ensures that all estates-related activities are carried out in a way that aligns with the Trust’s strategy 

and operational needs. 

 

Key Responsibilities: 

• Develop and implement the Estate Management Policy, including the scheduling of regular 

condition surveys, maintenance, repairs, and refurbishment projects. 

• Oversee the planning and execution of capital projects, including renovations, 

refurbishments, and expansions. 

• Ensure compliance with health and safety regulations, safeguarding policies, and 

environmental standards across the estates. 

• Has oversight of the estates budget, ensuring that resources are allocated appropriately and 

efficiently. 
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• Maintain detailed records of condition surveys, maintenance schedules, repairs, and 

inspections. 

• Coordinate with external contractors, suppliers, and consultants as needed to ensure estates-

related work is carried out effectively and efficiently. 

• Provide regular updates to the CEO and the Board of Trustees on the condition of the estate, 

key risks, and any significant issues. 

 

4.6 School Headteachers 

 

Responsibility: 

Headteachers are responsible for ensuring that the school’s specific estate needs are addressed in line 

with the broader Trust-wide policy. They play a vital role in identifying and reporting issues that impact 

the day-to-day operations of the school. 

 

Key Responsibilities: 

• Report any immediate estates-related concerns or maintenance needs to the Head of Estates 

and Sustainability. 

• Work with the Head of Estates and Sustainability to ensure that the physical environment 

meets the needs of the school’s educational activities. 

• Ensure that the health, safety, and wellbeing of pupils and staff are prioritised within the 

school’s estate. 

• Participate in the planning and implementation of local improvement projects, including the 

allocation of space for learning activities and any necessary refurbishments or upgrades. 

 

4.7 Estates/Site Managers (Cluster or School-Level) 

 

Responsibility: 

Estates and Site Managers are responsible for the day-to-day maintenance, cleanliness, and safety of 

the school’s estate. They directly oversee operational tasks such as maintenance, cleaning, security, 

and minor repairs. 

 

Key Responsibilities: 

• Oversee the day-to-day management of the estate and the implementation of the policy. 

• Carry out regular inspections of the school’s estate to identify any maintenance or safety 

issues. 

• Ensure compliance with daily operational health and safety requirements, including managing 

risks related to the physical environment. 

• Coordinate with external contractors for repairs and maintenance tasks as necessary. 

• Implement and monitor routine PPM schedules to ensure that buildings are kept in good 

condition. 

• Maintain up to date asset management plans (AMP). 

• Report issues and escalate significant concerns to the Head of Estates & Sustainability or 

Headteacher as needed. 

• Budgeting and budget management. 



King Edward VI Academy Trust Birmingham Estate Management Policy v1.0  Page 8 of 33 
 

• Site development plans. 

• Act as the local project lead.  

 

5. Compliance and Health and Safety  

Ensuring full compliance with statutory regulations and maintaining high standards of health and 

safety are critical priorities in the management of the Trust’s estates. The Trust has a legal and moral 

obligation to provide safe, secure, and healthy environments for all pupils, staff, visitors, and 

contractors. This section sets out how the Trust will meet those responsibilities through robust 

procedures, clear accountability, and ongoing monitoring. 

 

5.1 Legal and Regulatory Framework 

The Trust will comply with all relevant legislation and statutory guidance, including but not limited 

to: 

• Health and Safety at Work Act 1974 

• The Regulatory Reform (Fire Safety) Order 2005 

• Control of Asbestos Regulations 2012 

• Lifting Operations and Lifting Equipment Regulations (LOLER) 

• Control of Substances Hazardous to Health (COSHH) 

• Workplace (Health, Safety and Welfare) Regulations 1992 

• Management of Health and Safety at Work Regulations 1999 

• Construction (Design and Management) Regulations 2015 

• Equality Act 2010 (in relation to accessibility) 

 

5.2 Key Areas of Compliance 

5.2.1 Fire Safety 

• Each school must maintain an up-to-date Fire Risk Assessment (FRA), which is reviewed 

annually or following any significant changes. 

• Regular maintenance and checks of the fire alarm system, extinguishers, emergency lighting, 

and other fire safety systems must be undertaken and documented. 

• Fire drills are to be conducted at least once per term, with records maintained. 

 

5.2.2 Asbestos Management 

• Each school must have an Asbestos Management Plan and an Asbestos Register, updated in 

line with survey results. 
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• Asbestos awareness training will be provided to relevant staff. 

• Any works that may disturb asbestos-containing materials (ACMs) must follow strict 

procedures, including the use of licensed contractors to undertake a refurbishment 

/demolition survey.  

 

5.2.3 Legionella / Water Hygiene 

• A Legionella Risk Assessment must be in place for each school and reviewed every two years 

or after major system changes. 

• Regular temperature checks, flushing regimes, and inspections of water systems are required 

and logged. 

 

5.2.4 Electrical Safety 

• Fixed wire testing (Periodic Inspection Reports) must be conducted every 5 years. 

• RCD fail safe testing to be undertaken every 6 months.  

• Portable Appliance Testing (PAT) should be carried out regularly, in line with risk-based 

frequencies. 

 

5.2.5 Gas Safety 

• Annual gas safety checks are required for all gas-fired appliances and systems. 

• Only Gas Safe registered engineers may undertake work on gas installations. 

 

5.2.6 Statutory Inspections and Servicing 

The Trust will ensure that statutory inspections are carried out on time, including: 

• Lifts and lifting equipment (LOLER) 

• Pressure systems 

• Fire detection and alarm systems 

• Emergency lighting 

• Lightning protection systems 

• Access equipment including fixed ladders and movable ladders. 

All inspection records must be maintained centrally and accessible for audit or regulatory purposes. 

 

5.3 Key Areas of Health and Safety 

5.3.1 Appointed Person  
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Each school must appoint a person who is responsible for ensuring the health and safety management 

system is implemented and followed within the school. 

 

5.3.2 Risk Assessment and Control 

Each school must maintain a comprehensive register of risk assessments that includes: 

• General site risks (e.g. slips, trips, hazardous materials) 

• Specific activity-based risks (e.g. use of machinery, science labs) 

• Event-specific or temporary risks (e.g. building works, inclement weather) 

Risk assessments should be reviewed: 

• Annually 

• After incidents or near misses 

• Following changes in building use, layout, or equipment 

 

5.3.3 Incident Reporting and Investigation 

• All accidents, near misses, and serious incidents must be reported immediately and logged. 

Any injuries should be reported to the Head of Estates and Sustainability and the Trust’s Risk 

and Compliance team.  

• RIDDOR-reportable incidents must be reported to the HSE (Health and Safety Executive) in 

line with legal requirement and be reported to the Head of Estates and Sustainability and the 

Trust’s Risk and Compliance team. 

• Investigations will be conducted for significant incidents, and lessons learned will inform 

future policy updates. 

 

5.3.4 Training and Competence 

Each school will ensure that all relevant staff receive appropriate training, including: 

• Induction training covering general health and safety procedures 

• Site-specific training (fire safety, manual handling, COSHH, etc.) 

• Refresher training at regular intervals or when roles change 

Records of training must be kept and monitored to ensure compliance. 

 

5.3.5 Monitoring and Review 

• The Head of Estates and Sustainability will request for regular compliance audits to be 

undertaken across the Trust schools. 
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• Action plans will be developed to address any areas of non-compliance or risk, with clear 

deadlines and responsible persons. 

• Reports will be submitted to the Audit and Risk Committee and the Board of Trustees 

 

6. Asset Management and Maintenance 

Asset management and maintenance are central to sustaining a safe, functional, and cost-effective 

estate across the Trust. This section outlines the Trust’s approach to managing its built assets, 

infrastructure, and systems to ensure that they support the delivery of high-quality education, comply 

with legal obligations, and provide long-term value for money. 

 

6.1 Purpose and Principles 

The purpose of asset management within the Trust is to: 

• Ensure that all buildings and facilities are safe, well-maintained, and fit for purpose. 

• Maintain statutory compliance across all estates-related systems and infrastructure. 

• Optimise the performance, longevity, and value of the estate. 

• Guide investment through data-led planning, including the use of condition surveys, heat 

decarbonisation plans, and net capacity assessments. 

• Support strategic development of the estate in line with changing educational, demographic, 

and curriculum needs. 

The Trust adopts the principles of proactive, planned, and risk-based asset management, ensuring 

limited resources are allocated effectively and sustainably. 

 

6.2 Asset Management Plans (AMP) 

Each school within the Trust must maintain an up-to-date asset management plan (AMP), detailing all 

key estates-related assets which are central to lifecycle management. The AMP is to include: 

• Buildings and structures 

• Plant and mechanical systems (e.g. boilers, HVAC) 

• Electrical infrastructure (e.g. wiring, distribution boards) 

• Security and fire systems 

• Outdoor areas (e.g. all-weather pitches) 

The register will be reviewed at least annually and updated after acquisitions, disposals, or major 

upgrades. A centralised Trust-level asset management plan will allow benchmarking, lifecycle tracking, 

and replacement planning. 
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6.3 Planned Preventative Maintenance (PPM) 

A core element of estates management is the development and implementation of a Planned 

Preventative Maintenance (PPM) programme. Each school should have a PPM programme in place to 

ensure that: 

• Routine inspections, servicing, and minor repairs are undertaken regularly. 

• Assets operate at optimal performance and are replaced only when necessary. 

• Compliance with statutory maintenance schedules (e.g. gas servicing, electrical testing, water 

hygiene) is assured. 

• Maintenance work is scheduled to minimise disruption to school activities. 

 

6.4 Reactive Maintenance 

The Trust recognises that not all issues can be foreseen. Therefore, a responsive repairs system will 

be in place to address: 

• Urgent health and safety hazards 

• Equipment or system failures 

• Weather-related damage 

• Vandalism or security breaches 

Each school will have a clear reporting procedure, triage process, and priority-based response timeline 

for reactive works. Issues that are systemic or reoccurring will be reviewed as part of the wider PPM 

and capital planning process. 

 

6.5 Condition Surveys 

All schools within the Trust will undergo regular fabric and mechanical and electrical (M&E) condition 

surveys, typically every 5 years or as required by funding bodies (e.g. DfE, SCA): 

• Surveys will assess the physical condition, compliance, sufficiency, and suitability of buildings 

and infrastructure. 

• Outcomes will inform maintenance priorities, capital projects, and lifecycle replacement 

programmes. 

• Findings will be entered into a central condition database or estates management system to 

support strategic planning with a 5-year programme of works.  

Condition survey data is a key evidence base for prioritising School Condition Allocation (SCA) funding 

for the Trust schools to ensure the finite funds are used efficiently and effectively to deliver maximum 

benefit.   
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6.6 Lifecycle Planning and Asset Replacement 

The Trust will implement a lifecycle planning approach, forecasting the expected life and replacement 

timeline for major assets such as: 

• Roofs – pitched and flat roofs 

• Boilers and heating systems 

• Windows and doors 

• Specialist rooms (science labs, DT suites, Art rooms, etc) 

Lifecycle planning enables cost forecasting and ensures smoother capital budgeting, avoiding 

unplanned large-scale failures or service disruption. 

 

6.7 Backlog Maintenance Management 

The Trust acknowledges the presence of legacy issues and deferred maintenance across some schools. 

To address this: 

• A Backlog Maintenance Plan will be maintained and reviewed annually. 

• High-risk or compliance-critical issues will be prioritised for immediate action. 

• Medium and low priority items will be programmed into PPM schedules or capital plans. 

• Progress will be monitored through regular reporting to the Head of Estates and Sustainability 

and Finance and Estates Committee. 

 

6.8 Capital Works and Major Refurbishments 

Larger refurbishment or infrastructure upgrade projects will follow a clear process: 

• Justification based on survey data, risk, educational need, or efficiency gain. This may be 

initiated by the School or the Central Estates Team.  

• Once the appropriate approvals and support for the project has been obtained, feasibility 

studies, option appraisals, and stakeholder engagement will commence.  

• Detailed project planning with cost, risk, and timeline controls identified.  

• Procurement in line with the Trust’s Procurement Policy and public procurement law.  

• Delivery overseen by the Head of Estates and Sustainability or appointed project lead. 

• Post-completion review and impact evaluation.  

 

6.9 Record-Keeping and Systems 

The Trust will maintain central records of all asset and maintenance activity, including: 

• Condition survey reports 
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• Inspection logs and certificates (e.g. gas, electrical, asbestos) 

• Maintenance schedules and completion reports 

• Warranties and servicing agreements 

• Reactive maintenance requests and resolution data 

• Capital project information including O&M’s, as built drawings, etc. 

Where possible, the Trust will utilise a computer-aided facilities management (CAFM) system or digital 

tracking tool to support scheduling, tracking, and reporting. 

 

7. Capital Projects and Strategic Development 

Capital projects and strategic estates development are critical to ensuring that the Trust’s buildings 

and grounds are able to meet current and future educational needs. Whether through large-scale 

refurbishments, extensions, new builds, or significant infrastructure upgrades, capital investment 

must be well-planned, evidence-based, and aligned with the Trust’s long-term vision. 

This section sets out the approach to managing capital works across the Trust, from initial needs 

identification through to delivery and post-project evaluation. 

 

7.1 Strategic Planning 

The Trust takes a proactive, data-informed approach to estate development, aligning capital 

investment with: 

• The Trust’s Strategic Development Plan 

• Pupil place forecasts and demographic trends 

• Condition survey data and backlog maintenance needs 

• Curriculum requirements (e.g. specialist teaching spaces) 

• Accessibility and inclusion goals 

• Sustainability and carbon reduction targets 

• Safeguarding, security, and operational efficiency 

Each school’s estate is considered within the wider context of the Trust’s strategic vision, with a view 

to ensuring equity of provision, long-term value for money, and adaptability to future change. 

 

7.2 Capital Investment Plan 

The Trust will maintain a rolling 5-year Capital Investment Plan, which will: 

• Prioritise investment based on risk, urgency, and strategic importance 

• Draw on information from condition surveys, statutory inspections, net capacity and space 

assessments, and stakeholder input. 
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• Be reviewed and updated annually in line with available funding 

• Be approved by the Board of Trustees 

This plan will be the key tool in determining the use of capital resources, including School Condition 

Allocation (SCA), Strategic Investment Fund (SIF), and other external grants or school reserves. 

 

7.3 Project Identification and Appraisal 

Capital projects may originate from: 

• Statutory compliance issues (e.g. fire safety upgrades) 

• Significant condition-related needs (e.g. roof replacement) 

• Educational improvement (e.g. new science labs or SEND provision) 

• Capacity pressures (e.g. increasing pupil numbers) 

• Sustainability goals (e.g. installation of solar panels or LED lighting) 

• Site improvement (e.g. fencing, drainage, accessibility works) 

Each project will be subject to an initial appraisal, assessing: 

• Educational rationale 

• Risk and urgency 

• Budget impact and funding options 

• Long-term cost/benefit 

• Site logistics and planning considerations 

Where appropriate, a business case or feasibility study will be prepared before proceeding. 

 

7.4 Project Design and Development 

Approved capital projects will progress through the following phases: 

1. Briefing and stakeholder engagement 

• Input from school leaders, staff, pupils, and community (where appropriate) 

• Clear definition of project scope, objectives, and success criteria 

2. Design and specification 

• Appointment of consultants (e.g. architects, surveyors, engineers) 

• Design development to meet functional, regulatory, and sustainability requirements 

• Planning applications and statutory approvals, where needed 

3. Procurement and contractor appointment 
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• Compliant with the Trust’s Financial Regulations and procurement policy 

• Frameworks or competitive tendering used as appropriate 

• Clear contractual agreements outlining scope, cost, timeline, and responsibilities 

 

7.5 Project Delivery and Oversight 

• Each capital project will have a designated project Lead, typically the Estates Manager or an 

appointed project manager. 

• A Project Execution Plan will be developed, detailing milestones, risk management, and 

communication channels. 

• Regular site meetings, progress reviews and monitoring reports, and risk updates will be held. 

• Financial tracking and change control procedures will be in place to manage cost variation. 

• Health and safety during construction will be rigorously monitored (in line with CDM 2015 

Regulations). 

• The Trust will require contractors to carry appropriate insurance, DBS checks, and 

safeguarding protocols. 

 

7.6 Handover and Post-Occupancy Review 

At completion: 

• The site will be thoroughly inspected and snagged before formal handover. 

• All O&M (Operation and Maintenance) manuals, as built drawings, warranties, and 

compliance certificates will be provided. 

• Users will be trained in the operation of new systems or spaces. 

• A post-occupancy evaluation will be undertaken after 3–6 months to assess the effectiveness 

and user satisfaction of the project. 

Defects will be monitored throughout the 12-month defects liability period, with contractors 

responsible for rectifying issues. 

 

7.7 Value for Money and Accountability 

The Trust is committed to achieving value for money in all capital spending. This includes: 

• Competitive procurement 

• Clear project governance and approvals 

• Avoidance of unnecessary scope expansion (scope creep) 

• Standardisation of specifications and materials where feasible 
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• Lifecycle costing to reduce future maintenance burdens 

 

7.8 Sustainability in Capital Development 

All capital projects will incorporate sustainability principles, including: 

• Energy-efficient design (e.g. high insulation, LED lighting, smart controls) 

• Use of low-carbon technologies (e.g. air-source heat pumps, solar PV) 

• Minimisation of waste and environmental impact during construction 

• Incorporation of Biodiversity Net Gain (BNG) where applicable 

• Compliance with BB101 (ventilation) and BB93 (acoustics) standards 

Where appropriate, BREEAM or other sustainability frameworks will guide project design and 

assessment. 

 

8. Sustainability and Environmental Management 

The Trust recognises that schools play a vital role in addressing the climate emergency and promoting 

environmental stewardship. Effective sustainability and environmental management not only reduces 

the environmental impact of the estate, but also support financial efficiency, regulatory compliance, 

and the development of a culture of responsibility among pupils and staff. 

This section sets out the Trust’s commitment to environmental sustainability and outlines how its 

estate will be managed to reduce carbon emissions, conserve natural resources, and operate 

responsibly. 

 

8.1 Vision and Commitment 

The Trust is committed to: 

• Reducing its carbon footprint in line with national targets (e.g. net-zero by 2050). 

• Enhancing the energy efficiency and environmental performance of its buildings. 

• Promoting sustainable behaviours among staff, pupils, and contractors. 

• Incorporating climate resilience and biodiversity into the estate. 

• Meeting or exceeding all relevant environmental legislation and guidance. 

This commitment supports the Department for Education’s Sustainability and Climate Change Strategy 

(2022) and aligns with the wider values of education for sustainable development. 

 

8.2 Energy Management and Carbon Reduction 

The Trust will work to reduce energy consumption and transition to low-carbon technologies by: 
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• Monitoring and analysing energy usage data across all schools. 

• Implementing energy efficiency measures such as LED lighting, smart controls, and improved 

insulation. 

• Replacing inefficient heating systems with low-carbon alternatives, such as air source heat 

pumps. 

• Incorporating solar PV and other renewable technologies where feasible. 

• Engaging with the Public Sector Decarbonisation Scheme (PSDS) and similar funding 

opportunities. 

• Setting a carbon reduction pathway and reviewing performance annually. 

Where practical, schools will be supported to become carbon literate organisations, with education 

and training for staff and pupils. 

 

8.3 Waste Management and Resource Efficiency 

The Trust promotes a reduce–reuse–recycle approach to managing waste and resources. Each school 

will: 

• Have systems in place for waste separation and recycling, including food, paper, plastics, and 

general waste. 

• Track and monitor waste volumes and costs to identify areas for reduction. 

• Minimise the use of single-use plastics and encourage sustainable procurement. 

• Ensure waste contractors are licensed and compliant with environmental regulations. 

• Encourage staff and pupils to reduce paper usage and adopt digital alternatives where 

possible. 

Asset disposal, including ICT and furniture, will be managed sustainably through reuse, resale, or 

compliant recycling processes. 

 

8.4 Water Management 

To promote water efficiency and reduce environmental impact, the Trust will: 

• Monitor and benchmark water consumption across the estate. 

• Install low-flow taps, dual-flush toilets, and water-saving devices where appropriate. 

• Maintain plumbing systems to prevent leaks and water wastage. 

• Explore opportunities for rainwater harvesting or greywater systems in capital projects. 

 

8.5 Biodiversity and Outdoor Environments 

The Trust recognises the educational and environmental value of school grounds and will: 
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• Enhance biodiversity through planting schemes, wildflower areas, and green corridors. 

• Avoid the unnecessary removal of mature trees and commit to replanting where loss is 

unavoidable. 

• Use permeable surfaces and sustainable drainage systems (SuDS) to improve stormwater 

management. 

• Encourage the use of outdoor learning spaces and nature-based play. 

• Consider Biodiversity Net Gain (BNG) targets in larger capital projects. 

Where possible, environmental improvements will be integrated into the curriculum to support pupil 

learning and engagement. 

 

8.6 Sustainable Procurement and Construction 

The Trust will embed sustainability into procurement and construction by: 

• Specifying sustainable materials, low-emission products, and local sourcing wherever 

possible. 

• Ensuring contractors follow site environmental management plans. 

• Applying whole-life costing in capital investment decisions. 

• Avoiding environmentally damaging materials. 

• Working toward alignment with BREEAM standards or similar frameworks in major new builds 

or refurbishments. 

Frameworks and specifications will include environmental criteria as part of contractor selection and 

evaluation. 

 

8.7 Climate Resilience and Adaptation 

In response to increasing climate risks such as heatwaves, flooding, and extreme weather, the Trust 

will: 

• Design and maintain buildings with passive ventilation, shading, and insulation to manage 

internal temperatures. 

• Incorporate flood mitigation measures in at-risk areas. 

• Develop emergency preparedness plans for weather-related disruptions. 

• Maintain external environments to reduce surface water runoff and erosion. 

• Consider climate modelling and resilience in long-term site planning. 

 

8.8 Governance, Monitoring and Reporting 

Sustainability performance will be monitored through: 
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• Annual environmental audits or reviews. 

• Reporting on energy, water, and waste metrics across the Trust. 

• Climate action plans to be developed. 

• Regular updates to the Finance and Estates Committee and Board of Trustees on progress 

against targets. 

• Opportunities for pupil involvement through eco-councils, environmental clubs, or curriculum 

projects. 

Performance indicators will include carbon emissions, energy intensity (kWh/m²), water use per pupil, 

recycling rates, and the number of sustainability initiatives per school. 

 

9. Space Utilisation and Capacity Planning 

Effective space utilisation and capacity planning are vital to ensuring that the Trust’s estate support 

high-quality teaching, accommodates growth, and provides value for money. The Trust is committed 

to making the best use of all its buildings and grounds to meet current and future needs, enhance 

pupil experience, and ensure statutory obligations (e.g. SEND access, health and safety) are met. 

This section outlines the principles and processes that guide how space is used, monitored, and 

adapted across the estate. 

 

9.1 Strategic Purpose 

The core aims of space utilisation and capacity planning are to: 

• Align space provision with curriculum delivery, pupil numbers, and operational needs. 

• Identify underused, overused, or non-compliant spaces and plan appropriate interventions. 

• Enable flexible, adaptable learning environments that support inclusion, digital learning, and 

collaboration. 

• Inform estate investment decisions and maximise the return on capital funding. 

• Ensure buildings are sustainable, efficient, and capable of accommodating future growth or 

reorganisation. 

 

9.2 Net Capacity Assessments (NCAs) 

The Trust will undertake periodic net capacity assessments (NCAs) of each school to: 

• Assess classroom occupancy and utilisation rates. 

• Map non-teaching spaces (e.g. offices, halls, storage) and their effectiveness. 

• Evaluate specialist provision (e.g. SEND rooms, labs, DT, PE) against curriculum and legal 

requirements. 
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• Identify duplicated, inefficient, or redundant spaces. 

• Compare room sizes and allocations against Building Bulletin (BB) 103 guidance. 

• Identify opportunities to repurpose or reconfigure space to meet changing needs. 

Assessments will be informed by site walkthroughs, timetabling data, and consultation with school 

leadership and staff. 

 

9.3 Capacity Planning and Pupil Forecasting 

Capacity planning is essential for managing future growth, maintaining appropriate class sizes, and 

ensuring compliance with admissions policy. The Trust will: 

• Maintain up-to-date Net Capacity Assessments (NCAs) for each school site. 

• Monitor local demographic trends, housing developments, and birth rates in partnership with 

Local Authorities. 

• Compare pupil forecasts against physical capacity, curriculum needs, and support provision. 

• Plan in advance for bulge cohorts, expansions, or strategic downsizing where appropriate. 

• Consider modular or demountable accommodation where temporary solutions are required. 

This information feeds into strategic estate planning, helping to determine when capital projects (e.g. 

extensions or reorganisations) are needed and what funding routes to pursue. 

 

9.4 Curriculum-led Design 

Space planning must reflect the structure and breadth of the curriculum. The Trust will: 

• Ensure teaching spaces are of adequate size, condition, and specification to support the 

delivery of core and specialist subjects. 

• Provide access to specialist facilities (e.g. science labs, food tech, music rooms) in line with 

curriculum timetables. 

• Ensure adequate provision for SEND, mental health, intervention, and pastoral care. 

• Incorporate flexible-use rooms for small group work, multi-agency services, or community 

partnerships. 

Changes to curriculum (e.g. introduction of T-levels, increased STEM emphasis) will be reflected in 

medium and long-term estate planning. 

 

9.5 Flexible and Innovative Space Use 

The Trust encourages innovation in the use of space to improve learning, engagement, and staff 

collaboration. This includes: 

• Reconfiguring underutilised areas into breakout zones, group spaces, or digital learning hubs. 
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• Using halls, atria, and corridors for informal learning where safe and appropriate. 

• Encouraging shared or centralised spaces for administration or support services (e.g. shared 

finance offices) across nearby schools. 

• Exploring community or multi-agency co-location opportunities (e.g. speech therapy, early 

help teams). 

Where possible, spaces should be multi-functional, digitally enabled, and inclusive for all users. 

 

9.6 Outdoor Space and Play Provision 

Outdoor areas form a vital part of the learning and wellbeing environment. The Trust will: 

• Ensure that play, sports, and outdoor learning areas are appropriately sized, safe, and 

inclusive. 

• Consider the outdoor environment in SEND planning and therapeutic provision. 

• Maximise the use of green space, even on constrained urban sites. 

• Monitor the adequacy of circulation space during breaks and lesson transitions. 

• Include climate resilience considerations (e.g. shaded areas, SuDS, tree cover) in future site 

planning. 

 

9.7 Managing Surplus or Deficient Space 

Where space is found to be surplus to requirements or underused: 

• The Trust will explore options to repurpose, consolidate, or reallocate space to improve 

efficiency. 

• Vacant or inefficient buildings may be considered for disposal, mothballing, or subletting 

(where legally and strategically appropriate). 

• Any reduction or addition of space must consider curriculum impact, accessibility, health and 

safety, and operational cost. 

Where space is deficient, the Trust will assess whether internal reorganisation, capital investment, or 

external leasing is the most appropriate solution. 

 

9.8 Monitoring, Reporting, and Governance 

Space utilisation and capacity will be: 

• Monitored through regular audits and updates to each school’s estate profile. 

• Tracked via utilisation KPIs (e.g. % room usage, average class occupancy, m² per pupil). 

• Reported annually to the Trust’s Finance and Estates Committee with strategic 

recommendations. 
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• Reviewed as part of the capital investment plan, condition surveys, and budget planning 

process. 

 

10. Financial Planning and Budgeting 

Sound financial planning and effective budgeting are central to the successful management of the 

Trust’s estates. The Trust must ensure that its estates-related spending is strategically aligned, 

sustainable, and delivers value for money, while maintaining legal compliance and financial 

transparency. 

This section sets out the Trust’s approach to managing capital and revenue finances related to estates, 

including budgeting processes, funding sources, and financial oversight. 

 

10.1 Strategic Financial Alignment 

Estates financial planning will be fully aligned with: 

• The Trust’s Strategic Plan. 

• The Estate Strategy and rolling condition improvement plan. 

• Asset lifecycle planning and long-term maintenance forecasts. 

• Identified priorities from condition surveys, compliance audits, and space assessments. 

• The need to meet statutory obligations, improve energy efficiency, and support curriculum 

delivery. 

Financial decisions will balance short-term operational needs with long-term investment priorities to 

ensure a safe, fit-for-purpose, and future-ready estate. 

 

10.2 Revenue and Capital Budgeting 

The Trust will maintain clear separation between: 

• Revenue budgets – covering day-to-day maintenance, servicing, inspections, utilities, minor 

repairs, cleaning, and caretaker/site services. 

• Capital budgets – covering major works, refurbishments, expansions, infrastructure 

improvements, and long-term upgrades. 

 

10.3 Funding Sources 

The Trust will pursue and manage a diverse range of funding sources, including: 

• Devolved Formula Capital (DFC) – annual allocations for minor capital works. 

• School Condition Allocation (SCA) – pooled centrally and allocated strategically across the 

estate. 
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• Strategic Investment Fund (SIF) – pooled reserves to fund strategic investment projects and 

initiatives. 

• Section 106 (S106) funding – in partnership with local authorities for capacity increases as a 

result of housing developments that could impact the existing infrastructure. 

• Public Sector Decarbonisation Scheme (PSDS) – for energy-efficiency upgrades to aide 

decarbonisation of buildings. 

• West Midlands Combined Authority scheme – funding for retro-fitting low carbon 

technologies.  

• Salix and other low-interest loan schemes – for sustainability or energy projects. 

• School reserves and surpluses – where justified for urgent or strategic capital investment. 

• Philanthropic or community funding – where appropriate and compliant. 

All external funding bids will be coordinated centrally, and projects will be prioritised based on need, 

readiness, and return on investment. 

 

10.4 Lifecycle and Maintenance Cost Planning 

To ensure long-term sustainability and reduce future liabilities, the Trust will: 

• Adopt lifecycle costing principles in all major capital projects. 

• Maintain a rolling 5 – 10-year maintenance forecast, linked to asset registers and condition 

survey data. 

• Consider total cost of ownership (TCO), including energy, maintenance, cleaning, and 

replacement cycles. 

• Budget annually for planned preventative maintenance (PPM) and ensure adequate 

contingency for reactive works. 

• Review and update cost models annually to reflect inflation, market trends, and new statutory 

requirements. 

• Set aside a percentage of revenue generated from lettings into a sinking fund to cover future 

maintenance costs and end of life replacement costs. 

Lifecycle data will inform both individual project appraisals and the broader estates financial strategy. 

 

10.5 Procurement and Value for Money 

The Trust is committed to: 

• Achieving best value in all estates-related procurement. 

• Complying with internal Financial Regulations, the Academies Trust Handbook, and relevant 

public procurement laws. 
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• Using appropriate procurement routes (e.g. DfE frameworks, local authority frameworks, 

competitive tendering). 

• Ensuring transparent evaluation criteria and fair supplier engagement. 

• Monitoring contract performance to ensure value is delivered throughout the asset lifecycle. 

Projects will include detailed budget planning, and cost controls will be implemented through tender 

analysis, contract management, and change control processes. 

 

10.6 Risk Management and Financial Governance 

The Board of Trustees and its delegated committees will ensure robust governance of estates-related 

finances by: 

• Setting clear financial delegations for estates expenditure. 

• Monitoring project budgets, forecasts, and outturns via the Finance and Estates Committee. 

• Reviewing capital investment proposals and business cases for major works. 

• Ensuring alignment with the Trust’s risk register and contingency planning. 

• Providing regular updates to the Board on significant variances, overspends, or emerging risks. 

Regular internal or external audits may be undertaken to ensure compliance and financial integrity. 

 

10.7 Reporting and Accountability 

Financial reporting for estates will include: 

• Monthly monitoring of revenue and capital budgets. 

• Quarterly reporting on capital project expenditure and funding drawdowns. 

• Annual updates to the Capital Investment Plan. 

• Summary of estate spending and value delivered in the Trust’s Annual Report and Accounts. 

• Reporting on financial performance and sustainability impact (e.g. energy savings, return on 

investment). 

Where appropriate, schools will receive clear reports on their estates budgets, and headteachers will 

be engaged in setting site-specific priorities within financial constraints. 

 



  

King Edward VI Academy Trust Birmingham – Statutory and Mandatory Compliance Schedule 

 

 

 
SOP  

 

 
Category 

 

 
Element 

 

 
Description 

 
Typical location / 
Location type / 

Applies to 

Frequency of 
Review 
Period 

 

 
Procurement/ 

Action by 

 
Site action 

by 

 
Contract/ 

Works 
management 
action by 

 

 
Who carries out this 

element 
 

Frequency 
Day/ 

Week/ 
Months 

 

 

Asbestos 
Asbestos management 

survey. 

Each school has a duty to manage asbestos in their buildings and must have an 
asbestos management survey for their estate. The asbestos management survey 
should be reviewed on an annual basis. Dependent on the level of risk and severity of 
asbestos on site, it is recommended to be undertaken every 3-5 years. 

Entire site 

 

12 

 

Months 

 

School 

 

Site Manager 

 

School 
 

Specialist Contractor 

 Asbestos 
Asbestos management 

plan 

Each school must have a site-specific asbestos management plan, asbestos register, 
and action plan, and this should be reviewed on an annual basis and updated, as 
necessary. 

Entire site 12 Months School Site Manager School School site team 

 Asbestos 

Refurbishment/ 
demolition surveys 

under 

Prior to undertaking any intrusive work, a refurbishment/demolition survey should 
be undertaken. 

Area specific - - School Site Manager School Specialist contractor 

 Asbestos  
Asbestos removal or 

remedial works 

Where the asbestos management survey recommends action or as part of a 
refurbishment or demolition works, asbestos should be removed by a specialist 
contractor. Clearance certification and hazardous waste consignment notes for any 
removal works to be retained.  

Area specific - - School Site Manager School Specialist contractor 

 Asbestos Regular monitoring Visual inspections to be undertaken on an annual basis of visible asbestos containing 
materials (ACMs) by staff who have had asbestos awareness training.  

Entire site 12 Months School Site Manager School Specialist contractor 

 
Catering 

equipment 
Servicing and inspection Service and inspection of catering equipment to be undertaken including gas safety 

checks, portable appliance testing (PAT), ventilation systems, and safety interlocks. 
Kitchen 12 Months School Site Manager School Specialist contractor 

 
Catering 

Equipment 
Kitchen extract system 

Kitchen extract system to be cleaned as a minimum every 12 months, ensuring 
ductwork, ventilation, diffusers, and grills are clear of any grease deposits to meet 
TR19 standards. 

Kitchen 12 Months Catering Partner Catering partner Catering Partner Specialist contractor 

 Catering kitchen Kitchen deep clean As a minimum, a deep clean of the kitchen needs to be undertaken to meet the legal 
requirements for hygienic and safe conditions in kitchens.  

Kitchen 12 Months Catering partner Catering partner Catering partner Specialist contractor 

 COSHH Assessments  
A COSHH assessment needs to be completed and in place before any activity 
involving hazardous substances is carried out. The assessment needs to be recorded 
and all users made aware.  

COSHH 
assessments 

12 Months School Site Manager School School responsible person 

 
Dust / fume 
extraction 

Local exhaust ventilation 
(LEV’s) 

LEVs for fume and dust extraction systems need to be examined and tested by a 
technically competent person at least every 14 months. A written report should 
retained.  

LEV’s 14 Months School Site Manager School Specialist contractor 

 Electrical 
Portable appliance testing 

(PAT) 

All portable appliances must be tested at 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 Service Inspection and Testing of 
Electrical Equipment 

Electrical appliances 12 - 36 Months School Site Manager school 
School site team / specialist 

contractor 

 Electrical Fixed wire testing Wiring is required to be tested, installation checked, Electrical Installation Condition 
Report retained, and any remedial work completed. 

Entire site 60 Months School Site Manager School Specialist contractor 



  

 Electrical 
Periodic inspections – 

swimming pools 
An electrical installation inspection needs to be undertaken on an annual basis and 
records maintained.  

Swimming pool 12 Months School Site Manager School Specialist contractor 

 Electrical  RCD testing Residual current device (RCD) testing should be undertaken every 6 months and be 
documented. Any failed RCDs should be logged and remedial action carried out. . 

Entire site 6 Months School Site Manager School 
School site team / specialist 

contractor 

 Electrical Lightning protection 
Inspect and test lightning tapes and earthing pits and report defects and/or damage. 
Lighting conductors are required to be checked in accordance with BS 6651: 1999. 
Where remedial work is identified this should be carried out. 

Roofs 12 Months School Site Manager School Specialist contractor 

 Electrical  Stage Lighting Systems 
Wiring is required to be tested, installation checked, certificate completed. Any remedial 
work completed. Portable appliances such as mixer desks and lighting cans should have 
an annual test. 

Theatres / Halls 12 Months School Site Manager School Specialist contractor 

 
Energy 

performance 
Display energy certificate Display energy certificates (DECs) are a legal requirement for each building that has is 

>250m2, and should be displayed in a prominent place that is visible to the public.  
Entire site 12 Months School Site Manager School Specialist contractor 

 Fire safety Fire risk assessment 
An up-to-date fire risk assessment is required. This should be completed on an annual 
basis or when there is a significant change in the structure, layout, or systems within the 
school.  

Entire site 12 Months School Site Manager School Specialist contractor 

 Fire safety Fire logbook 
An up-to-date fire logbook should be held in each school recording all the essential records 
and information needed to demonstrate compliance with the Regulatory Reform (Fire 
Safety) Order 2005.  

Entire site 3 Months School Site Manager School School site team 

 Fire Safety Weekly bell tests An audible weekly bell test should be undertaken on the same day and time each week, 
setting off a different call point in rotation.  

Entire site 1 Weekly School Site Manager School School site team 

 Fire safety Fire alarm service 
As a minimum, the fire alarm system must be serviced by a competent person at least 
twice a year in line with British Standard BS 5839-1:2017 and the Regulatory Reform (Fire 
Safety) Order 2005. 

Entire site 6 Months School Site Manager School Specialist contractor 

 Fire safety 
Portable firefighting 

equipment 

Firefighting equipment requires an annual service in accordance with BS 5306: Part 3: 
1985 for fire extinguishers, BS EN 1869 for fire blankets and BS 5306 part 1 1976 for 
hose reels. 

Fire extinguishers, 
blankets, hose reels 

12 Months School Site Manager School Specialist contractor 

 Fire safety Emergency lighting testing Monthly emergency lighting functional tests to be undertaken and recorded. Remedial 
works actioned, as necessary. 

Entire site 1 Month School Site Manager School School site team 

 Fire safety Emergency lighting testing Annual discharge test to be undertaken on full system. Testing certificate retained and 
remedials actioned, as necessary. 

Entire site 12 Months School Site Manager School Specialist contractor 

 Fire safety Fire suppression systems Fire suppression systems in school kitchens should be serviced by a competent engineer 
at least annually. Records retained and remedial works actioned, as necessary.  

School kitchen 12 Months School Site Manager School Specialist contractor 

 Fire safety Sprinkler systems 
A service and inspection of the sprinkler systems must be undertaken on an annual 
basis by a competent engineer. Records retained and remedial works actioned, as 
necessary.  

Entire site 12 Months School Site Manager School Specialist contractor 

 Fire safety Fire hydrants 
A full service and flow/pressure test must be carried out on an annual basis by a 
competent engineer in accordance with BS 9990:2015. A certificate of inspection must 
be retained. 

Entire site 12 Months School Site Manager School Specialist contractor 



  

 Fire safety Fire dampers 

The annual service and drop test of fire dampers is a legal requirement under the 
Regulatory Reform (Fire Safety) Order 2005 with the inspection/test following BS 
9999:2017. Records of inspection and testing must be retained, and remedial works 
undertaken. 

Entire site 12 Months School Site Manager School Specialist contractor 

 Fire safety Fire roller shutters 
A full inspection and operational test is required every 6 months under the Reform (Fire 
Safety) Order 2005. Records of inspection and testing must be retained, and remedial 
works undertaken.  

Entire site 6 Months School Site Manager School Specialist contractor 

 Fire safety Fire doors 

The British Woodworking Federation (BWF) advises that fire door should be inspected 
at least every six months with the Government advising that inspections should be done 
every three months. This is dependent on the usage, occupancy, and specific fire risk 
assessments 

Entire site 3/6 Months School Site Manager School 
School site team / specialist 

contractor 

 Fire safety 
Automatic release fire 

doors 

A functional test should be undertaken as part of the weekly bell tests. If the auto 
release mechanisms are electrically powered, then a detailed inspection and test 
should also be carried out by a competent person.  

Auto release fire 
doors 

1 / 6 
Weekly / 
Months 

School Site Manager School 
School site team / specialist 

contractor 

 Fire safety 
Disabled refuge comms 

systems 

Emergency voice communications systems (EVCS) should be inspected at least every 6 
months by a competent contractor with a full system check completed every 12 
months.  

EVCS 6 Months School Site Manager School Specialist contractor 

 Fire safety External escape staircase 

A full structural survey of external escape staircases should be undertaken every 5 years 
by a competent contractor, report to be retained and remedial works carried out. An 
annual visual inspection should also be conducted to ensure they are in good working 
order and there are no immediate issues.  

Escape staircase 60 Months School Site Manager School Specialist contractor 

 Fire safety Fire marshals 

Legislation does not dictate a specific ratio of fire marshals to students or staff; it 
depends on the school’s fire risk assessment. The number should be based on location 
coverage and risk level of the school. However, fire marshals should undergo 
appropriate levels of training to enable them to discharge their duties. 

Fire marshals 36 Months School 
Senior leadership 

team School Senior leadership team 

 Fire safety Evacuation drills 
Fire evacuation drills should be carried out at least once per term, which means a 
minimum of three times per academic year which is standard practice in line with fire 
safety guidance.  

Entire site 3 Months School 
Senior leadership 

team School Senior leadership team 

 Gas safety Catering equipment An annual gas safety inspection should be undertaken for all catering equipment that 
uses gas. Inspection certificates must be retained.  

Catering equipment 12 Months School Site Manager School Specialist contractor 

 Gas safety 
Food technology 

equipment 
A gas safety check must be carried out every 12 months and inspection certificates 
retained.  

Gas cookers 12 Months School Site Manager School Specialist contractor 

 Gas safety Science labs A gas safety inspection and gas tightness test should be undertaken every 12 months 
or after any alterations. Inspection and test certificates must be retained.  

Gas taps 12 Months School Site Manager School  Specialist contractor 

 Grounds Tree Surveys Tree surveys and arboricultural assessments should be undertaken every 12 – 36 
months depending on risk.  

Trees 12 - 36 Months School  Site Manager School Specialist contractor 

 Health & Safety Risk assessments Risk assessments to be completed for work activities, as necessary. Risk assessments 12 Months School Site Manager School Senior leadership team 

 HVAC Gas boilers An annual service of the boilers to be carried out by a Gas Safe registered engineer. The 
gas safe certificate (CP12) must be retained. 

Gas boilers 12 Months School Site Manager School Specialist contractor 

 HVAC Oil boilers An annual service of the boilers to be carried out by an OFTEC technician. An OFTEC 
service certificate must be retained.  

Oil boilers 12 Months School Site Manager School Specialist contractor 



  

 HVAC Air source heat pumps 
Air source heat pumps (ASHPs) should be serviced on an annual basis by a qualified and 
competent engineer who has received training in heat pump technology such as the 
MCS (microgeneration certification scheme) accreditation.  

AHSPs 12 Months School Site Manager School Specialist contractor 

 HVAC 
Ground source 

heat pumps 

An annual service of ground source heat pumps (GSHPs) is to be carried out by a 
competent engineer who has received training in heat pump technology such as the 
MCS (microgeneration certification scheme) accreditation. 

GSHPs 12 Months School Site Manager School Specialist contractor 

 HVAC Biomass boilers 

As a minimum, biomass boilers must be serviced on an annual basis. More frequent 
servicing may be required depending on usage, fuel type, and manufacturer guidance. 
Service engineers must be registered with HETAS and hold a valid HETAS certificate for 
biomass maintenance.  

Biomass boilers 12 Months School Site Manager School Specialist contractor 

 HVAC Gas radiant heaters An annual service of the gas radiant heaters should be carried out by a Gas Safe 
engineer. Inspection certificates must be retained.  

Gas radiant heaters 12 Months School Site Manager School Specialist contractor 

 HVAC Convection heaters 
Servicing requirements will depend on the type of heater. Electric convection heaters 
will only require visual inspections and functional checks. Gas convection heaters will 
require an annual service by a Gas Safe engineer.  

Convection heaters 12 Months School Site Manager School Specialist contractor 

 HVAC Calorifiers An annual inspection and service of the calorifiers should be undertaken by a 
competent engineer.  

Calorifiers 12 Months School Site Manager School Specialist contractor 

 HVAC 
Building Management 

Systems (BMS) 
To ensure a school’s BMS is working effectively, an annual service should be undertaken 
by a competent engineer.  

BMS 12 Months School Site Manager School Specialist contractor 

 HVAC Air handling units (AHUs) General maintenance and servicing of mechanical ventilation systems should be 
carried out at least annually to ensure the building meets BB101 guidance.  

AHUs 12 Months School Site Manager School Specialist contractor 

 HVAC Mechanical ventilation Supply and extract fans and MVHR (mechanical ventilation with heat recovery) units 
should be serviced on an annual basis to ensure the building meets BB101 guidance. 

MVHR 12 Months School Site Manager School Specialist contactor 

 HVAC F-Gas Register 
An F-Gas Register must be maintained at each school listing all air conditioning or 
refrigeration systems that contain fluorinated greenhouse gases (f-gases), the 
quantities of gas held, dates of servicing, and any leaks or refills.  

Entire site 12 Months School Site Manager School School site team 

 HVAC TM44 assessment 
A TM44 assessment is required if your estate has one or more air conditioning 
systems with a combined effective rated output over 12kW. This must be carried out 
at least once every 5 years, reports retained, and recommendations actioned.  

Entire site 60 Months School Site Manager School Specialist contractor 

 HVAC Servicing 
Systems containing fluorinated greenhouse gases (f-gases) must be serviced at least 
on an annual basis, however, this may be more frequent depending on the quantity 
of f-gases contained in the systems.  

Entire site 12 Months School Site Manager School Specialist contractor 

 HVAC VRF/VRV systems Variable refrigerant flow (VRF) or variable refrigerant volume (VRV) systems must be 
inspected and serviced at least on an annual basis.  

VRF/VRV 12 Months School Site Manager School Specialist contractor 

 Insurance 
Periodic inspections – 

Calorifiers 
Calorifiers should have a periodic insurance inspection at least once every 24 months 
by a competent person.  

Calorifiers 24 Months Trust Trust Trust Specialist contractor 

 Insurance Fume cupboards A thorough examination and test is to be undertaken at least every 14 months by a 
competent person.  

Fume cupboards 12 Months Trust Trust Trust Specialist contractor 



  

 Insurance 
Local exhaust ventilation 

(LEV’s) 
A thorough examination and test is to be undertaken at least every 14 months by a 
competent person. 

LEV’s 12 Months Trust `Trust Trust Specialist contractor 

 Insurance Ladders - fixed A thorough examination is to be undertaken by a competent person. Ladders – fixed 12 Months Trust Trust Trust Specialist contractor 

 Insurance Ladders - step A thorough examination is to be undertaken by a competent person. Ladders – step 12 Months Trust Trust Trust Specialist contractor 

 Insurance Goods lifts A thorough examination and test is to be undertaken at least every 12 months by a 
competent person. LOLER records to be retained for at least 2 years. 

Goods lift 12 Months Trust Trust Trust Specialist contractor 

 Insurance Passenger lifts A thorough examination and test is to be undertaken at least every 6 months by a 
competent person. LOLER records to be retained for at least 2 years. 

Passenger lift 6 Months Trust Trust Trust Specialist contractor 

 Insurance 
Stair lift / wheelchair 

platform lift 
Stair lifts and wheelchair platforms lifts need to be inspected by a competent person 
every 6 months and a written LOLER report needs to be retained for at least 2 years. 

Stairlift 6 Months Trust Trust Trust Specialist contractor 

 Insurance Patient hoists The full system including the ceiling hoist track, patient hoist, and height adjustable 
patient bed needs to be inspected. LOLER records to be retained for at least 2 years. 

Hoist systems 6 Months Trust Trust Trust Specialist contractor 

 Insurance 
Protective device / 

guarding 
A thorough examination is to be undertaken by a competent person at least every 12 
months by a competent person. 

Guarding 12 Months Trust Trust Trust Specialist contractor 

 Insurance 

 

Sefl generating sterilizer / 
autoclave 

 

A thorough examination is to be undertaken by a competent person at least every 12 
months by a competent person. 

Autoclave 12 Months Trust Trust Trust Specialist contractor 

 Insurance Pressure systems A thorough examination is to be undertaken by a competent person at least every 12 
months by a competent person. 

Pressure vessels 12 Months Trust Trust Trust Specialist contractor 

 Insurance Roller shutters - manual A thorough examination is to be undertaken by a competent person at least every 12 
months by a competent person. 

Roller shutters 12 Months Trust Trust Trust Specialist contractor 

 Insurance Roller shutters – powered A thorough examination is to be undertaken by a competent person at least every 12 
months by a competent person. 

Roller shutter 12 Months Trust Trust Trust Specialist contractor 

 
 

 
Legionella 

 
Risk Assessment 

 
Written Risk Assessment by competent person, which must be reviewed as a 
minimum every 2 years or after changes to the layout of the water system. 

 
Entire site 

 
60 

 
Months 

 
School Site Manager 

 
School 

 
Specialist Contractor 

 

Legionella Weekly flushing Low usage outlets should be recorded and a weekly flush regime in place. Entire site 1 Weekly School Site Manager School School site team 

 Legionella 
Temperature testing - 

outlets 

The water temperature of sentinel outlets must be tested on a monthly basis 
with additional outlets tested on a rotation basis to ensure that all outlets are 
tested during the course of a 12-month period. The results of temperature 
testing must be recorded and action taken where they fall outside of the 
acceptable temperature range.  

Entire site 1 Month School Site Manager School 
Specialist contractor /  

School site team 



  

 Legionella 
Temperature testing – 

calorifiers 

The water temperature at the flow and return should be tested to ensure that 
the water is being stored and delivered at temperatures that prevent legionella 
growth. The results of temperature testing must be recorded and action taken 
where they fall outside of the acceptable temperature range. 

Calorifiers 1 Month School Site Manager School 
Specialist contractor /  

School site team 

 Legionella 
Temperature testing – 

POU’s 

The water temperature for point of use (POU) water heaters are to be tested to 
ensure they reached 50°C or more within 1 minute. The findings need to be 
recorded, and any variations rectified.  

POU’s 6 Months School Site Manager School 
Specialist contractor /  

School site team 

 Legionella Showerheads Showerheads and hoses require cleaning and descaling. Records to be retained. Showerheads 3 Months School Site Manager School 
Specialist contractor /  

School site team 

 Legionella 
Cold water storage tanks 

(CWST’s) 

CWST’s need to have a visual inspection and cleaned and disinfected, if 
required based on visual inspection. The water temperature should be checked 
and recorded.  

CWST’s 12 Months School Site Manager School 
Specialist contractor /  

School site team 

 Legionella 
Thermostatic mixer valves 

(TMV’s) 
TMV’s need to be serviced and maintained to ensure they are operating as 
intended. Records to be kept and remedial actions taken, as necessary. TMV’s 12 Months School Site Manager School Specialist contractor 

 Legionella Water quality sampling 
There is no fixed sampling frequency in law – the frequency is based on risk and 
subject to the findings of the legionella risk assessment.  

Identified in risk 
assessment 

See risk 
assessment 

Months School Site Manager School Specialist contractor 

 Legionella Swimming pools Regular water quality testing and systems maintenance to be undertaken. Swimming pool 1 Weekly School Site Manager School 
Specialist contractor /  

School site team 

 Lifts Passenger lifts 

As a minimum, passenger lifts should be serviced and maintained by a qualified 
lift engineer every 6 months. Depending on usage, this can be increased to 
every 3 months. Maintenance reports are to be retained and remedial actions 
taken, as necessary.  

Lifts 3/6 Months School Site Manager School Specialist contractor 

 Lifts Goods lifts 

As a minimum, passenger lifts should be serviced and maintained by a qualified 
lift engineer every 6 months. Depending on usage, this can be increased to 
every 3 months. Maintenance reports are to be retained and remedial actions 
taken, as necessary. 

Lifts 3/6 Months School Site Manager School Specialist contractor 

 Lifts 
Stair lifts / wheelchair 

platform lifts 

As a minimum, stair lifts and wheelchair platform lifts should be serviced and 
maintained by qualified engineers every 12 months. Depending on usage, this 
can be increased to every 6 months. Maintenance reports are to be retained 
and remedial actions taken, as necessary. 

Lifts 6/12 Months School Site Manager School Specialist contractor 

 Lifts Patient hoist systems 

Patient hoist systems need to be serviced and maintained by qualified 
engineers every 12 months. Depending on usage, this can be increased to every 
6 months. Maintenance reports are to be retained and remedial actions taken, 
as necessary. 

Patient hoists 6/12 Months School Site Manager School Specialist contractor 

 Mechanical Automated doors 
Inspection and servicing of automated doors should be undertaken every 6 months 
and tested on an annual basis in accordance with BS7036: 1996 Parts 1, 2 and 3, in 
line with best practice.  

Auto doors 6 Months School Site Manager School Specialist contractor 

 Mechanical Automated gates 
Inspection and testing of automated gates should be carried out at least every 
12 months by a competent engineer.  Auto gates 12 Months School Site Manager School Specialist contractor 

 Mechanical  Roller shutters 
Inspection and testing of mechanical roller shutters should be carried out at 
least every 12 months by a competent engineer. Roller shutters 12 Months School Site Manager School Specialist contractor 

 Mechanical DT equipment 
The service and inspection of DT equipment is to be undertaken by a 
competent person at least every 12 months. DT equipment 12 Months School Site Manager School  Specialist contractor 



  

 Minibuses Section 19 
To obtain and maintain a Section 19 permit, the DVSA recommends that safety 
inspections are carried out by qualified mechanics every 10 weeks, or every 6 
weeks for vehicles 12 years and older. 

Minibuses 6 or 10  Weeks School Site Manager School Specialist contractor 



 

 


