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REVIEWS


The School Premises Handbook is packed full of advice for school estate professionals and leaders looking to be better informed. Jo Marchant explains the complexities of legislation and regulation, providing useful guides, templates and case studies. Her thoughtful curation means the book can be read from start to finish or by selecting the chapter topics that are most relevant to your role. It is a practical, must-have guide.

Hayley Dunn, Business Leadership Specialist, Association of School and College Leaders

Useful reference guide and insight to the profession. Whether you are just starting a career in premises management and need to know how to get started, or an experienced premises professional who wants to double-check and brush up on facts and process, this book will provide you with much information and many tips.

James Miller, Estates Director and founding coordinator of The Trust Network

I consider the book as a trusted, time-served, hands-on industry knowledge base and an invaluable bible for school premises management teams, large or small. This first-of-a-kind book should be considered an absolute must for those tasked with recruiting or managing premises staff.

Alan Wilson, Site Manager, Tunbridge Wells Grammar School for Boys

This is just the kind of text to put in the hand of both the new and experienced busy senior leader. It is practically focused and concise, with very systematic approaches to effective estates management. Highly recommended for the busy professional keen to know the details.

Daniel Wright, Headmaster, The London Oratory School

The School Premises Handbook is a book with a common-sense and straightforward approach to one of the most challenging areas of school operations. The book is a go-to resource for all school personnel, from the premises teams on the ground through to senior leaders, and especially valuable to guiding those in governance.

Lynne Fletcher, School Resource Management Adviser and National Leader of Governance
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FOREWORD


Estates management is a critical but often overlooked element of school and trust operations. Jo Marchant’s comprehensive handbook provides detailed guidance and advice on how to manage the complexities of buildings (new and old), infrastructure and grounds. It tackles life-cycle maintenance, capital projects, taking care of outdoor spaces, the extended use of facilities, community engagement, energy efficiency, sustainability, health and safety, risk assessment and business continuity. Virtually no stone is left unturned.

The School Premises Handbook is pitched to provide helpful advice to everyone involved in estates management in a school environment, from those managing estates in small primary schools to those with a more strategic role in large trusts. Whether you’re a headteacher, CEO, governor, trustee, school business professional or indeed the estates lead, you’ll find this handbook extremely helpful.

There are various chapters covering the unique aspects of working in a school environment. For those more experienced in premises management, the chapters on making your premises work more efficiently and managing major works will be of particular interest.

The book covers the often-unappreciated breadth and depth of knowledge required by premises staff to be effective in maintaining the learning environment for students and staff. School leaders should see the book as a tool to aid the development of premises staff. The chapters on training and professional development for premises staff and managing and leading premises teams are incredibly valuable.

Sustainability is in the spotlight but should also be seen as a moral imperative for school leaders. This book contributes information on the journey to carbon net zero emissions for schools. The chapters on energy efficiency and environmental sustainability in schools, and on how the built environment impacts learning, are particularly important.

Risk management is another essential element of estates and premises management. Managing risk on a day-to-day basis is explained in detail, with a particular emphasis on fire-related risk. Managing major critical incidents within a school environment will be of interest to anyone responsible for a safe school environment.

In the chapters on statutory compliance, Jo covers not only how schools can comply with their legal duties but also the reasons why. Each chapter considers legal implications relating to the topic being covered and what measures should be in place.

There are c. 24,000 schools in England; this means considerable taxpayer money being spent every year on maintaining and renewing the education estate. Despite ongoing funding challenges, this book explains why it is so important that students have a well-maintained and fit-for-purpose environment in which to learn.

The School Premises Handbook will help those managing and recruiting premises staff to better understand the role. Headteachers, CEOs, governors and trustees will find the book invaluable as they grapple with the complexities of estates management and how to develop effective premises teams. Jo sets out legal responsibilities for governors and trustees and her book provides an important reference point to hold headteachers and school leadership teams to account.

Like many other evolving and emerging roles in education, the premises and estates workforce is on a journey to professionalisation. The Department for Education recognises this journey and recently launched an estate management competency framework. Again, this book goes a long way toward supporting the workforce professionalisation agenda.

I’d like to take this opportunity to commend Jo for producing this handbook and for her ongoing role as a true system leader, and for being such a brilliant advocate and ambassador for school business and operational leadership.

Stephen Morales

Chief Executive, Institute of School Business Leadership
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INTRODUCTION


Schools in England need to comply with so much legislation regarding buildings, yet there is no one source that school staff can access to find out this information. So many school buildings and premises are not compliant simply because those in charge of them do not know what their legal responsibilities are. The School Premises Handbook aims to be a handy reference tool that gives you the basics and tells you where to find the detail.

This book is written first and foremost for premises staff, to inform them of the duties they need to carry out on a daily, weekly, monthly, quarterly, six-monthly and annual basis (and beyond). Those responsible for managing premises staff will also find the book of value in understanding the role and responsibilities of premises staff. Finally, this book aims to inform headteachers of their responsibilities regarding buildings compliance, and governors and trustees of how they can support schools in this area.


HOW THE BOOK WORKS

The book begins by explaining the key legislation readers should be aware of. It is then divided into different sections, which include the school premises working environment, how premises staff should organise their work, how to work safely, opportunities for professional development, and how to manage and lead a premises team. The next sections focus on fire safety in schools and statutory compliance duties, before moving on to managing major works and contractors, and dealing with emergency situations. The final sections focus on energy efficiency and sustainability, before concluding with information specifically for headteachers, governors and trustees, including how the built environment impacts learning.

Although many of the topics covered are not specific to schools alone, all the topics have been written about from the perspective of the school environment, making them more relevant to the reader. Each chapter assumes no prior knowledge and begins with an explanation of the topic, before moving on to state the relevant legislation and what actions should be taken in order to comply. Each chapter concludes with a section on where to find more in-depth information on the topic. By structuring each chapter in this way, readers should be able to find the information they require at a glance.



TERMINOLOGY

Throughout the book, reference is made to various terms that will apply differently depending on whether you work for a multi-academy trust, a single-academy trust, a local-authority-maintained school, a foundation school, or a voluntary-aided or voluntary-controlled school. For example, the responsibility for health and safety in schools rests with the employer. Who is deemed to be the employer will differ depending upon the type of school, as set out in the table below.










	 

	Single academies, multi-academy trusts, free schools

	Community schools, voluntary-controlled schools, pupil referral units

	Foundation schools, voluntary-aided schools




	Employer

	The trust

	The local authority

	The governing body






In order to avoid unnecessary repetition, the ‘employer’ is referred to in this book as a collective noun. In a similar vein, governors and trustees are referred to as ‘governors’.



IMPORTANT NOTE

The School Premises Handbook has been written specifically for publicly funded schools in England, as legislation may differ in Wales and Scotland. It does not include specific information relating to boarding schools or independently funded schools. The information contained in this book was correct at the date of publication.












1. KEY KNOWLEDGE



TYPES OF LEGISLATION

There are different types of legislation and guidance that relate to buildings and premises compliance. It is useful to know what these are and the type of information they contain, as set out in the table below.









	Type of law

	Description

	Examples




	Statute legislation

	Primary legislation (Acts of Parliament) that contain more general duties in order to make them widely applicable.

	Health and Safety at Work etc. Act 1974




	 

	Delegated legislation (regulations) that contain more specific details.

	Management of Health and Safety at Work Regulations 1999




	Approved codes of practice (ACOPs)

	Documents that are approved by the Health and Safety Executive and provide a recognised interpretation of how an employer may comply with the associated legislation.

	Control of Asbestos Regulations 2012 Approved Code of Practice and Guidance




	Official guidance from the Health and Safety Executive

	Generally more practical than that contained in ACOPs, but has no direct standing in law.

	HSG85 Electricity at Work: Safe Working Practices








WHAT IS THE HEALTH AND SAFETY EXECUTIVE?

The Health and Safety Executive (HSE) is a government public body responsible for ensuring compliance with legislation for workplace health and safety. The HSE has four roles in relation to schools: 1) it can offer information and advice; 2) it can warn schools if they are failing to comply with the law; 3) it can serve prohibition or improvement notices; and 4) it can prosecute schools. A wealth of information can be found on the HSE’s website (www.hse.gov.uk) and staff responsible for health and safety are advised to sign up to its free weekly update bulletins.

Schools are responsible for reporting serious workplace accidents, occupational diseases and specified dangerous occurrences (near misses) to the HSE under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013, if such occurrence arises from a work-related activity. More information can be found at www.hse.gov.uk.



KEY LEGISLATION RELATING TO SCHOOL PREMISES

Health and Safety at Work etc. Act 1974

The Health and Safety at Work etc. Act (HASAW) is the overarching piece of legislation designed to safeguard the health and safety of all persons using public and commercial buildings. It states the responsibilities and duties of employers and employees in Britain to reduce health and safety risks. The HSE is responsible for enforcing the act, together with local authorities. The HASAW requires that workplaces provide:


	Adequate training of staff to ensure they understand and adhere to health and safety procedures.


	Adequate welfare facilities for staff at work.


	A safe working environment that is properly maintained and where operations are conducted safely.


	Suitable provision of relevant information, instruction and supervision.



The HASAW divides duties into three categories:


	Absolute duty – this must be complied with.


	Practicable duty – where practicable, this must be complied with.


	Reasonably practicable duty – proportionate measures must be taken to work towards compliance.




Management of Health and Safety at Work Regulations 1999

The Management of Health and Safety at Work Regulations support the HASAW. They require employers to suitably assess work-based activities and implement any appropriate controls to manage potential risks to the health, safety and welfare of employees and others. Employers are required to:


	Provide adequate and proportional health and safety training for employees (e.g. employees delivering design and technology lessons using equipment will need more training than those delivering academic lessons).


	Ensure suitable procedures are in place in the event of an emergency (e.g. a fire evacuation).


	Ensure suitable and sufficient risk assessments are carried out.


	Carry out specific risk assessments for vulnerable persons.


	Appoint competent person(s) to manage workplace health and safety.




It should be noted that employees are responsible for ensuring that they work in accordance with the health and safety training they have received. Employees are also responsible for reporting any unsafe conditions, hazards or risks within the workplace to the person(s) responsible for their workplace health and safety.

Workplace (Health, Safety and Welfare) Regulations 1992

The Workplace (Health, Safety and Welfare) Regulations require employers to provide a workplace that is safe and suitable for the duties being carried out there. This includes appropriate welfare facilities (e.g. toilets, break areas, drinking water, etc.), appropriate working environments (e.g. room dimensions, lighting and ventilation, etc.) and provision for workplace safety (e.g. appropriate maintenance of equipment, etc.).

The School Premises (England) Regulations 2012

The School Premises (England) Regulations set out minimum standards for new and existing schools regarding:

School facilities:


	Washrooms for pupils and staff.


	Medical accommodation.


	Staff accommodation.


	Ancillary facilities.


	Accommodation provisions for boarding schools.




Structural requirements:


	Load-bearing structure.


	Weather protection.


	Health, safety and welfare.


	Acoustics.


	Lighting, heating and ventilation.


	Water supplies and drainage.


	Playing fields.




The regulations do not apply to academies, free schools, sixth-form colleges and independent schools. However, the Education (Independent School Standards) (England) Regulations 2010 were amended in 2013 so that part 5 of these regulations mirrors the School Premises (England) Regulations 2012. Consequently, academies, free schools, sixth-form colleges and independent schools are now required to make the same provisions as maintained schools.

Legislation relating to specific aspects of buildings and premises compliance is explored in the relevant chapters.



RESPONSIBILITY FOR HEALTH AND SAFETY

The responsibility for health and safety in schools rests with the employer. Who is deemed to be the employer will differ depending upon the type of school, as set out in the table below.










	 

	Single academies, multi-academy trusts, free schools

	Community schools, voluntary-controlled schools, pupil referral units

	Foundation schools, voluntary-aided schools




	Employer

	The trust

	The local authority

	The governing body






The employer is responsible for ensuring that health and safety risks are managed as far as it is ‘reasonably practicable’, which means eliminating or reducing risks to as low a level as possible. Health and safety functions are often delegated to school staff to fulfil on behalf of the employer, but the overall legal accountability for health and safety requirements remains the responsibility of the employer. Employers must ensure that:


	Clear policies that focus on real risks are in place.


	Arrangements to manage the risks have been implemented.


	Employees are informed of the risks and the precautions they need to take to manage them.


	Employees are provided with relevant information and training to manage risks.


	Implemented control measures are checked to ensure they remain appropriate and effective.



SCHOOLS’ DUTY OF CARE

In addition to health and safety responsibilities, school staff also have a duty of care to their students to ensure they are protected against foreseeable risks of personal injury or harm.
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