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INTRODUCTION. 
It is intended that this policy is maintained as a live working document which will be continuously 

amended, updated to reflect health and safety legislative requirements and health and safety 

issues relevant to the school. 

The statement relates to those aspects over which the school Governing Body has control and 

relates to the management of the school premises. 

At Charing C.E. Primary School & Kennington C.E. Academy we aim to provide a safe, well 

maintained environment for all our pupils and staff. Effective management of the school site is 

essential to ensure we meet the Safeguarding needs of all site users and support continuous 

operation of curriculum needs. 

LEGISLATION: 

The Education (School Premises) Regulations (1999) prescribe the minimum standards 

for school premises. 

They include a general requirement that every part of the school’s premises must be such as to 

reasonably assure the health, safety and welfare of the occupants. 

The Health & Safety at Work Act (1974) sets out the broad principles for managing health and 

safety legislation in workplaces, which places a general duty on employers to “ensure as far as 

is reasonably practicable the health, safety and welfare at work of all their employees” and 

requires employers to conduct their undertaking in a way that does not pose risk to the health 

and safety of non-employees. 

The Workplace (Health, Safety and Welfare) Regulations (1992) outline provisions that must 

be made in relation to the work environment. 
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Managements of Health and Safety at Work Regulations (1999). 

Approved Codes of Practice and Health and Safety Executive guidance documents and 

standards. 

Building Regulations are a legal requirement aimed at achieving adequate standards for the 

construction of buildings. They are laid down by Parliament and are supported by separate 

documents containing practical and technical guidance on compliance, which are known as 

Approved Documents. 

ROLES AND RESPONSIBILITIES 

Effective management of the school site requires a multi-faceted approach because of the 

numerous groups with overlapping interests and responsibilities.  

The groups can be summarised as: 

1) Aquila Diocese of Canterbury Academies Trust.  

2) School Senior Leadership Team. 

3) School Site Team.  

4) School Governors. 
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1.1 Table indicates initial positions of responsible persons, although position job titles may differ according to site. 

Table 1.1 shows the initial structure of those responsible for site, below is a brief description. 

Academies Trust – Head of Governance & Estates: their role may be outlined as (but not limited 

to) to represent the Trusts objectives and viewpoints regarding the sites mid to long term Estate 

Management Strategy. The strategy is developed to identify the building and facilities in light of 

long term curriculum needs and the need for, and the availability of, capital investment to meet 

their responsibility to ensure the buildings and facilities are maintained to a good standard. 

SLT: their role may be outlined as (but not limited to) to offer guidance to Site Management 

team on short to midterm priorities regarding  

Site Management Team: their role may be outlined as (but not limited to) Planning and 

implementing the Short, Medium and Long term objectives of site and facility maintenance and 

development. Lead by the site caretaker and feeding back / reviewing priority lists to the 

Academies Trust Head of Governance and Estates and / or SLT, the three are able to moderate 

and adjust the Short, Medium and Long term objectives according to priority needs. 

Aquila Diocese 
of Canterbury 

Academies Trust

Head of 
Governance 

& Estates

School Senior 
Leadership 
Team (SLT)

Executive 
Head 

Teacher

Head of 
School
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Manager
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Management 

Team

Site 
Caretaker

Assistant 
Caretaker

Site 
Cleaner(s)

School 
Govenors (LGB)

Chairs of 
Govenors

Health & 
Safety 

Govenor

Whole 
Governing 

Body
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School Governors: their role may be outlined as (but not limited to) to review the use of monies 

apportioned in the school budget for the routine maintenance of the buildings and facilities used 

in respect of the Academy, whilst having regard at all times to the safety of the users of the 

buildings and facilities and the legal responsibilities of the Director(s) (and / or any other(s)) as 

owners of such buildings and facilities. 

ROLES AND RESPONSIBILITIES 

Effective management of the site and school buildings is the responsibility of all groups as 

described above. The principle lead of reporting and monitoring of site issues is the 

responsibility of the School Site Management Team (Composed of the School Business 

Manager, Site Manager, Caretaker). 

The school premises are constantly monitored by the Site Management Team to ensure: 

 Monitoring and reporting of site issues. 

 The Management of repairs and improvements. 

 Policies for security and safety are prepared, monitored and reviewed  

 Risk assessments are prepared and acted upon. 

A full premises inspection and review is undertaken each half term.  

This inspection includes: 

Review of Site Reports. 

Site forms are completed as part of the Daily; Weekly; Monthly & Annual duties by the Site 

Management Team.  

Additionally all site users have access to Site Report - Fault Record and are briefed about the 

H&S responsibility of reporting site issues. 

The Site Management Team review all reported issues as & when logged. 
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All issues are then prioritized according H&S; Site user impact; cost; Short, Medium & Long 

term Site Improvement Plan. 

Each Month the Site Management Team review and update the Site Fault Record and report to 

the SLT on any situational changes or updates. 

(SEE Site Forms: Site Report - Opening Log; Site Report - Closing Log; Site Report - Site Walk; Site Report 

- Fault Record; Site Report - Emergency Action Plan Drill Record for relevant documentation) 

Site Condition: 

Building Fabric, including: 

 Roof, Rainwater Goods, Fascia & Soffit.  

 Walls, Windows and Doors.  

 Internal areas. 

 Water supply systems.  

 Lighting. 

 Heating and Ventilation. 

 Fire Alarm Systems. 

 Intruder Alarm. 

 Electrical & Mechanical Systems.  

 Grounds and Fencing 

(SEE Site Forms: Site Report - Opening Log; Site Report - Closing Log; Site Report - Site Walk; Site Report 

- Fault Record; Site Report - Emergency Action Plan Drill Record for relevant documentation) 

Sustainability & Site Improvement Plan: 

The Site Maintenance Team work, develop and plan for a 5 to 10 year maintenance and 

development plan. By doing so they are able to effectively manage known issues, plan for short 

term maintenance issues with Preventative, planned and reactive maintenance and priorities for 
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the medium and long term. Rather than conduct retrospective repair works as they tend to cost 

more in initial disruption and financial costs. 

The intention of this method of working in consultation with all parties towards the Medium and 

Long term plan, is to focus all short and medium term issues to facilitate the progression to the 

ultimate end progression of the 5 yr and 10 yr Site Improvement plan.  

Preventative, Planned and Reactive Maintenance Programme: 

 Reactive work.  

 Priority preventative work 

 Planned maintenance work.  

 Project work. 

 Energy & Sustainability. 

 Energy and water consumption. 

Site Issues: 

The monitoring of site issues by the Site Maintenance Team is an ongoing basis, with issues 

being reported by all site users via Site Forms (SEE Appendices). 

Site Management Team review reported issues as reported and monitor according to priority 

and rating depending on Health & Safety, Site Use, Security and Vandalism. 

Contractors: 

The Trust has a level of responsibility for certain site maintenance points, for those points the 

Trust provides a contractor to provide particular service (SEE Appendices Contractor List). 

The school ensures: 

 Adequate arrangements are in place to select, appoint and monitor anyone undertaking 

works. 



8 

 The competence of contractors.  

(Competence can be judged from past experience, recommendation, pre-selection, evaluation 

or a combination that takes into consideration the nature and scale of works required). 

Where necessary the contractor has the appropriate qualifications, for example GAS SAFE or 

NICIEC, is registered for work in connection with the gas and electrical installations respectively. 

All Contractors have completed and returned Contractors Induction Pack - Pack to be reviewed 

as required / or annually. 

Waste 

The school is committed to reducing waste and recycling as much as possible.  

This includes cardboard, paper, electrical equipment, ICT and food waste.  

The school follows any legal waste obligations to ensure the correct licensing of their waste and 

maintain such records. 

Contract for General Waste, Dry Goods Recycling Waste, Food Waste is awarded to best 

service supplier. 

Lettings: 

 The school ensures any part of the premises which are let out to a third party are 

organised to ensure correct health, safety and welfare of its users.  

(See Lettings Policy & Application Form). 

Trees: 

 The school ensures a regular tree survey take place and that any arboriculture work is 

carried out by a competent arboricultouralist. 
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Commissioning of projects: 

 As part of the schools ongoing Site Improvement Plan there are a number of small, 

medium and large scale projects scheduled over the next 10 year plan. 

 The school will seek a property professional to work with the school when undertaking 

particular projects that require additional skillsets currently outside the remit of the Site 

Management Team. 

 All projects fall under the oversight of the Site Management Team. 

 The property professional will be commissioned to carry out the following steps: 

o Feasibility study 

o Specification 

o Tender 

o Evaluation of tenders 

o Site management 

o Handover 

o Invoice checking 

o Related Policies/Procedures 

o Safeguarding and child protection Health and safety 

o Accessibility Plan 

o Financial Management 

o Risk Assessments 
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APPENDICES 

SITE FORMS 

  Form Name Description / Notes Link 

Microsoft 
Forms 

Site Report - 
Fault Record 

Record of faults that occur onsite 

 

Microsoft 
Forms 

Site Report - 
Opening Log 

ALL REPORTS TO BE COMPLETED DAILY. 
ENSURE ISSUES ARE RECORDED. 

If additional action is required, complete: 'SITE REPORT - 
FAULT RECORD'  

& ENSURE LINE MANAGER IS INFORMED. 

 

Microsoft 
Forms 

Site Report - 
Closing Log 

ALL REPORTS TO BE COMPLETED DAILY. 
ENSURE ISSUES ARE RECORDED. 

If additional action is required, complete: 'SITE REPORT - 
FAULT RECORD'  

& ENSURE LINE MANAGER IS INFORMED. 

 

Microsoft 
Forms 

Site Report - 
Site Walk 

ALL REPORTS TO BE COMPLETED DAILY. 
ENSURE ISSUES ARE RECORDED. 

If additional action is required, complete: 'SITE REPORT - 
FAULT RECORD'  

& ENSURE LINE MANAGER IS INFORMED. 

 

Microsoft 
Forms 

Site Report - 
Cleaning 

Classrooms & 
General Areas 

Daily Record for Cleaning Classrooms & General Areas at 
Charing  

 

Microsoft 
Forms 

Site Report - 
Cleaning WC's 

Daily Record for WC Cleaning at Charing  
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Microsoft 
Forms 

Site Report - 
Emergency 

Action Plan Drill 
Record 

Fire Alarm System Test Record to be Completed WEEKLY. 
Site Evacuation Drill to be Completed twice a term - To 
indicate test type conducted. 
Record any ISSUES in Notes below. 
If additional action is required, complete: 'SITE REPORT - 
FAULT RECORD' & ENSURE LINE MANAGER IS 
INFORMED. 

 
  

Microsoft 
Forms 

Site Record - 
Primary School 

Classroom 
Inspection 
Checklist 

ALL CLASSROOM REPORTS TO BE COMPLETED AT 
START OF EACH TERM. 

ENSURE ISSUES ARE RECORDED. 
If additional action is required, complete: 'SITE REPORT - 

FAULT RECORD' 
& ENSURE LINE MANAGER IS INFORMED. 

 

Microsoft 
Forms 

Cleaning Stock 
Order  

Orders are processed each Tuesday at Site and Thursday at 
Trust level for delivery the next week. 
So allow for 2 weeks for delivery from Order Date. 

 

 

CONTRACTOR LIST 

Service  Company    Main 
Contact  

Contact 
number  

Fire Alarm 
and 
Emergency 
Lighting  

BBC Fire and 
Security  

 

Rob 
Artherton 

01953 
857700  

Legionella  P&W Water 
Hygiene Ltd 

 

Josh 
Pollock & 
Louis 
Wyborn 

01634 
722175 

Play 
Inspection  

The Play 
Inspection 
People  

 

Hayley 
Coleman 

01202 
590675 

Asbestos 
inspection 

Lucion 
Services Ltd 

 

Larne 
Fuller  

03455040303 
07881108173 
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LOLER Lift 
Inspections  

Bureau Veritas  

 

James 
Maguire   

07970288488   
0161 446 
4626  
 
Central:  
0345 600 
1828 

Gas heating 
service and 
certification 

DMA 

 

Michael 
Teale 

01634 
384220  
07715 
058621 

Oil Heating 
service and 
certification 

DELRON 
SERVICES 
LIMITED 
(DSL) 

 

Maria 
Kreuder 

01622 
688444 
Option 1  

Gas Kitchen 
service and 
certification 

JH 
Commercial 
Catering  

 

Barrie 
Acres  

01634 
271000 

Air 
Conditioning 
service and 
gas test 

AAC Group 

 

Farron 
Henderson  

01233 
663063 

 


