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 Introduction

1.1    Schools have taken on responsibilities for the upkeep and management of 
their buildings since the introduction of LMS (over 15 years ago) and now 
that the Government is providing schools with increasing devolved formula 
capital allocations and there are opportunities to combine different funding 
streams, there is a need to ensure that schools have up to date guidance 
to support the management and implementation of capital projects and 
the day to day running of school premises. Although this guide is aimed at 
schools managing capital projects (self help) much of the information will 
be relevant to most other building works carried out to school buildings, 
including maintenance. However for further guidance and information 
on day-to-day premises management, please also refer to the South 
Gloucestershire ‘Property Matters’ guide issued in 2004.

1.2    It is a requirement of the Department for Children Schools and Families 
(DCSF) that Authorities maintain and update Asset Management Plan 
(AMP) information for all schools. AMP data and information supports 
the framework for establishing sufficient school places across South 
Gloucestershire, enables assessment of the condition, sufficiency and 
suitability of school buildings, and informs the Accessibility Strategy 
and Plans held by schools. South Gloucestershire’s approach to asset 
management planning is detailed in the Children & Young People’s AMP 
Local Policy Statement. 

1.3    South Gloucestershire must concentrate its limited capital resources on 
ensuring that the priorities identified in the AMP are addressed but would 
wish to support schools in undertaking other projects where they are 
able to do so.  Further information on Capital Funding is enclosed and 
the latest approved Capital Programme can be found on the CYP (Asset 
Management and Capital Planning) web pages on the intranet.

1.4    The advice contained within this document should therefore be considered 
in the context of the schools’ and the Authority’s developing AMP so that 
a partnership can be established whereby the planning function of the 
Authority is informed by and at the same time supported by work, which 
schools undertake independently.

  This guide has been updated and developed by the CYP Asset 
Management & Capital Planning Team in close collaboration with Property 
Services.

  For further advice and support please use the Contacts list on page 41 at  
Appendix E.
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Capital Funding

2.1  Identified below are a number of sources of capital funding that can be 
used to carry out improvement work in schools. It is envisaged that schools 
should look at all options for future investment in school buildings and it 
may be the case that a number of different funding streams are combined 
to enable larger projects to proceed.

  When considering a capital project, governing bodies should refer to  
the latest Standing Orders and Financial Regulations in relation to the 
financing and procurement of projects.

2.2  CYP Earmarked Capital Programme
  The Council agrees a three year capital programme with priority given to 

schemes identified in the Primary Strategy for Change or AMP that improve 
the condition and/or suitability of school accommodation, school expansion 
(basic need) proposals, reorganisation proposals and standards related 
work, all of which may include new build, remodelling, refurbishment and/or 
structural maintenance.

2.3 Corporate Unearmarked Capital Programme

  The Council operates a three year capital programme of improvement 
works for all service areas including Youth Service, Children’s Social 
Services and additional school related schemes as appropriate. This is 
agreed and updated on an annual basis.

2.4 Schools Devolved Formula Capital (DFC)

  The DCSF provides all schools with an annual devolved formula capital 
allocation.  The funding is allocated by formula based on a lump sum plus 
an amount per pupil.  From 08/09 funding will be allocated on a dual-rate 
system with modernized schools (80% or more improved in part 10 years) 
receiving the lower of two rates.  The funding for 2008/09 is allocated as 
follows:

 Un-Modernised Lump Sum Funding per Pupil
 Primary 18,000 63.00
 Secondary 18,500 94.50

 Modernised Lump Sum Funding  per Pupil
 Primary 9,250 31.50
 Secondary 9,250 47.25



6

  Special schools receive a lump sum of £18,500 and £789.00 per pupil un-
less modernised when rates are £9,250 and £954.50 respectively.

  The funding is primarily allocated to support condition, suitability, access 
and ICT improvement work in schools. This funding can be rolled forward 
(or brought forward) for up to three years (occasionally four years by prior 
agreement) to enable larger projects to be progressed and it can be used 
jointly with other funding streams.  If allocations are not used within three 
years they are lost.

2.5  Schools Delegated Budget  
 Schools have revenue funding as part of the delegated budget to carry 
out repairs, maintenance and small improvement projects, which might 
not meet the definition of a capital project (See Appendix C). This might, 
for example, include small improvements to access, decoration, window 
replacement and signage around the school site.

2.6  Schools Access Initiative (SAI) 
The DCSF provides the Authority with annual funding to support 
improvements to the accessibility of schools.  This funding is used for 
priority access improvement projects in line with the Children & Young 
People’s Accessibility Strategy and to support specific pupil-related 
schemes as they arise.

2.7  Developer Contributions (Section 106) 
Contributions towards local infrastructure and new provision are sought 
from developers in relation to all new housing developments in the 
Council’s area, to support basic need demand and where possible, to 
improve Children’s Services in an area. If there has been a recent housing 
development in the geographical area of the school, there may be an 
opportunity to negotiate developer contributions to support improvement or 
expansion projects at a school.

2.8  Funding for Voluntary Aided (VA) Schools 
Voluntary Aided Schools have access to the LA Co-ordinated VA 
Programme (LCVAP) allocations from the DCSF on an annual basis. This 
funding is predominantly for minor works but can be used to supplement 
larger capital projects. Further advice is available from the Department or 
your Diocese.
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2.9  Target Capital Fund (TCF)  
 TCF funding is made available by the DCSF towards specific and targeted 
national priorities. The Authority may bid for or may be allocated funding to 
support major improvement projects at schools where they meet national 
criteria, e.g. in 2008/09 SEN schools and/or 14-19 diplomas.

2.10  Building Schools for the Future 
A Government Programme to transform (by replacement or refurbishment) 
all Secondary Schools in England over a 15-year period. South 
Gloucestershire is in Wave E (13-15) and is not expected to receive 
significant funding prior to 2013. However all authorities in waves 7-15 will 
be required to re-submit their BSF bid in 2008 and this might amend the 
previously agreed funding allocation and time scale.

2.11  Primary Capital Programme  
Commencing in 2009/10 as a formula allocated investment programme 
over a 14-year period to replace, refurbish and remodel Primary Schools 
as appropriate.  A South Gloucestershire Primary Strategy for Change will 
identify and confirm priorities for future investment.
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Project Approval 
Procedures

3.1  The Authority supports the improvement of school premises through 
schemes developed by schools.  However, it is necessary for the Authority 
to safeguard its buildings by ensuring that no future structural or ongoing 
maintenance problems will be caused by proposed work and that all 
potential pitfalls have been identified.   In order to ensure this, all self 
help capital project proposals require the approval of CYP at an early 
stage. This requirement is not intended to be restrictive, but is necessary 
to ensure that the work proposed has been considered by appropriate 
professionals, that the work is structurally feasible, that means of escape 
will not be impaired and that any implications it may have for the on-going 
building services (e.g. heating system, or electrical supply) have been taken 
into account. 

3.2   The approval process is also required to ensure that any future 
improvement works being planned or proposed for the school, funded 
through the Capital Programme, are not affected or jeopardised by 
unknown works actioned by the school.  The process also helps the 
Authority to identify any significant health & safety issues that might be 
relevant to the project.

3.3   The DCSF requires that LA’s monitor and approve all projects funded 
through the use of Devolved Formula Capital (DFC) allocations, including 
the need to provide annual returns. It is therefore imperative that schools 
seek approval prior to the commencement of any works.

   The Pre-Notification Approval Form (Appendix G) should be sent to 
the address below a minimum of 4 weeks prior to commencement  
of the work and preferably earlier:

  Capital & Assets Manager 
Department for Children & Young People 
Riverside Building 1,  Bowling Hill , Chipping Sodbury BS37 6JX

 The Pre-Notification Approval Form can also be found on the intranet at 
 http://intranet/content/CYP/Department/EdCentral/amp/amp/index.htm

3.4    Guidance on completing the Pre-Notification Form has been attached to 
this document at Appendix F. The Approval Form should be completed for 
every significant scheme and returned to the address indicated above as 
early as possible. 

  The Pre-Notification process is separate from any planning application 
or building regulation approval that might be required prior to work 
proceeding.  Please refer to 6.3 and 6.4.
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Planning a project

4.1  Fundamental to a successful project is the development of a clear and 
precise brief.  Initially you should set out the required outcome of the 
project.  Your brief should include

 4 Background/existing situation/ethos

 4 Schedule of existing accommodation

 4 Schedule of accommodation required

 4  Relationship with other spaces e.g. admin office must be adjacent Head 
Teacher’s office

 4 Particular requirements such as flexibility and accessibility

 4 Relevant operational and timing issues e.g. no noisy work during exams 

 4  Any known problems e.g. Is there asbestos present?

 4  Relationship with and status of any other schemes, e.g. is the Authority 
planning to carry out a scheme

  For further information on development of initial brief contact the Children & 
Young People’s AMP&CP team (See Contacts List at Appendix E).

4.2   All stakeholders (staff, governors etc) should sign up to the required 
outcome to ensure there are no future misunderstandings and a project 
leader should be identified.

4.3  Having agreed an initial brief you must consider likely costs and potential 
funding.  When determining costs you should consider making allowance 
for

 4  Consultants fees – these will vary depending on the type and value 
project and the procurement route.  DCSF recommend an allowance 
of 15% of the cost of construction, actual percentage will be more for a 
small scheme, but less for a large scheme.

 4  Statutory fees and charges – Building Regulations and Planning 
Applications. These are dependant on size and value of projects, see 
Appendix E for contacts that can give advice.

 4  Surveys – you may have considerable information about your buildings 
and site, maybe in a Health & Safety file from a previous scheme.  
However, further survey work may be required such as a measured 



10

building survey to provide exact sizes and positions of rooms and 
items in rooms or a land survey giving positions of drains and levels of 
ground etc. Asbestos surveys may be required, see Section 16 for more 
information.  

 4   Investigations – historically there has been mining in South 
Gloucestershire and investigations may need to be carried out to 
establish if this has significance for your scheme.  Ground investigations 
will be required to establish conditions if extensions and structural works 
are proposed. 

 4  Works – plus the cost of any direct works, e.g. you may have to pay 
for the cost of a new mains power supply direct to your supplier.  You 
should include for building cost inflation (2007 approximately 6.3% per 
annum).

 4  Other costs – e.g. ICT and furniture and equipment

 4  Client contingency – whilst consultants will recommend an appropriate 
level of contingency for the works, you should also include your own.

4.4  You may not be able to establish an initial estimate without input from 
consultants and no estimate should be considered accurate prior to a 
detailed feasibility study being carried out.  For simple schemes, rather than 
appoint consultants you may decide to approach a contractor direct for an 
initial estimate (please note Section 7.1).
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Appointment of 
Consultants

5.1  Types of Consultant 
On many straightforward projects a single consultant (usually an architect 
or building surveyor) may be able to provide all the services required.  Most 
larger more complex projects will require a design team with a range of 
professional skills including engineers and other specialist consultants.

5.2  The following are the main types of consultants who might be involved
  Architects – can provide expertise in analysing client requirements and 

proposing alternative design solutions in response to complex briefs.  
This expertise is particularly relevant where planning or reorganisation 
is involved.  An architect should be appointed for any scheme where 
significant design input is required.

  Building Surveyors – will be able to carry out surveys of existing 
accommodation.  They will usually have sufficient knowledge of costs, VAT 
matters, contracts and engineering skills to handle small, straightforward 
projects where little or no design work is involved, without other professional 
help.

  Quantity Surveyors – provide a range of services including cost estimates, 
advice on VAT and other financial aspects, the preparation of tender 
documentation and contracts, project cost control and management.

  Building Services Consultants – mechanical and electrical engineers 
who provide a range of skills to deal with building services such as heating, 
ventilation, power and lighting.

  Structural Engineers – are likely to be required where any work affecting 
the structure of the building is involved.  

  Landscape Architects - carry out design of external site works, paved 
areas and planted areas and plant specifications.  Architects often take 
on landscape design in addition to their other responsibilities.  Some 
landscape architects will have specialist knowledge of playing fields and 
synthetic playing surfaces. 

     Designers – Even if none of the above consultants are not engaged, there 
will be some activity that is classed as ‘design’ by health & safety law.  This 
means that any person or persons who make design decisions must satisfy 
the designers’ duties of the CDM Regulations (predominantly Regulations 
11 and 18) and they must be competent to undertake their design tasks.

  CDM Co-ordinators – These are responsible for providing expertise advice 
and planning on behalf of the client to ensure that the health & safety 
aspects of a project are properly managed.  It is a statutory requirement 
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under the Construction (Design and Management) Regulations 2007 for the 
Client (school) to appoint a CDM Co-ordinator if the construction project is 
likely to last for more than 30 days on site (or more than 500 person-days).  
The co-ordinator’s role is essentially to help the client meet their duties 
to ensure that the work is properly planned, so the appointment must be 
made at the earliest possible time in the development of the project.  For 
projects below 30 days, a Co-ordinator is not an explicit statutory obligation, 
but clients should note that they still are responsible for making sure that 
the work is properly planned and co-ordinated.   

5.3  Property Services 
Property Services can provide you with a comprehensive design service for 
all types of projects, this is available regardless of the Traded Services level 
a school has opted into. 

  Property Services offers a free initial advisory service to discuss the 
possible options available for any project you may be considering 
progressing as a self-help scheme.  This advisory service would normally 
take the form of one visit to the school to meet the Head/Project Leader 
at the early inception stage of a possible project.  Following this Property 
Services would be pleased to provide a fee proposal for further services.  If 
you would like to take advantage of this offer please liaise with the Property 
Services Design Team Leader regarding new build and major remodelling 
contracts and the Property Care Team Leader in respect of smaller 
refurbishments, temporary buildings, heating system renewals, rewiring and 
planned repairs and maintenance schemes.  Contact details are provided 
at Appendix E.

5.4   Selection of Consultants 
Selection of a Consultant depends on the size and type of project.  It would 
generally be appropriate to appoint a Building Surveyor for schemes up to 
£100k, and make it their responsibility to advise if input from a specialist is 
required, for example Structural Engineer. For schemes of over £300k a full 
design team may be required.

  A decision to not appoint all consultants can be a false economy.  For 
example not appointing an Electrical Engineer could result in inadequate 
power supplies.

     The Client (the school) is legally required under the Construction (Design 
and Management) Regulations 2007 (CDM) to ensure that when they 
make an appointment they have evidence that the people appointed 
are competent.  This applies to designers, co-ordinators, contractors or 
other people involved in the project.  The level of competency required 
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depends on the complexity and risks inherent in the project.  The Council 
participates in a health & safety evaluation scheme known as CHAS 
which provides evidence that fundamental health & safety standards have 
been satisfactorily met.  The scheme can be contacted on the internet 
via this address: www.chas.gov.uk.  A password is required to access the 
database, and this available to all schools by contacting the corporate 
Health & Safety Unit on 01454 863029. 

  When appointing friends or governors careful consideration should be 
given to what happens if things go wrong.

   Professional bodies and Property Services can provide advice on which 
type of consultant would be appropriate for your scheme and together with 
CYP and other Schools may be able to suggest suitable practices.

   When considering consultants to be invited to submit fee bids, you 
should assess – 

 4 Suitable qualifications

 4 Adequate professional Indemnity Insurance (see Section 12)

 4 Appropriate experience for your particular scheme

 4 Financial viability

 4 References from previous clients

 4  Rapport – interview potential consultants to ensure you think you can 
work with them? 

5.5  Procurement 
Schools are required to abide by the Scheme for Financing of Schools, 
clause 2.10 covers Purchasing, Tendering and Contracting Requirements.  
Funding bodies usually have their own rules that must be complied with to 
ensure funding is received. 

  Obtaining three (3) competitive fee quotes is recommended.  It is advisable 
to carry out a quality/cost evaluation not just consider lowest price.

  You should try to ensure that you invite like for like consultants to tender, 
for example a national consultant will not be able to compete with a one 
person practice that works from home.
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  As an alternative to appointing all consultants yourself, you could 
commission the Architect or Project Manager and request them to appoint 
the rest of the team.

  Property Services would appreciate being given the opportunity to be 
included on the tender list.

5.6  Terms and conditions 
The professional bodies such as RICS, RIBA and ACE produce their own 
terms and conditions and these form a good basis for appointment, but 
you should ensure they are amended to suit your specific requirements – 

 4  The documents must be clear about what services are required.  The 
brief will form a very important part of the tender documents.

 4  Set the appointments up in a way that enables you to manage the 
services provided, for example state that you require reports on costs 
and progress at regular intervals (e.g. monthly).

 4  Stipulate your programme parameters but state the consultant will 
produce detailed programme.

 4 State that a tender report is required.

 4 Set the instalments for payment of fees.

 4 List the items you require on completion see Section 9.

 4  Stipulate the level of Professional Indemnity Insurance required.  This 
covers financial loss resulting from professional error and needs to be 
assessed on a project-by-project basis.  For further advice see Section 
12 or Contacts List at Appendix E.

5.7  Fees 
  The type of contract will affect the level of fees, you could discuss this with 

the tenderers prior to tendering and state the type of contract on which fees 
are to be based.

  It is advisable to invite fee tenders for the whole project to ensure there is 
continuity.  Unless you are certain the scheme will proceed, accept the fee 
tender in stages.  About 60% of the fee should be paid for pre-contract 
work and 40% for post contract, retaining a sum for making good defects 
and settlement of the contractor’s final accounts.

  DCSF recommend an allowance of 15% of the cost of construction; actual 
percentage will be more for a small scheme, but less for a large scheme.
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Approvals

6.1  Children & Young Peoples Department (CYP) 
See guidance notes regarding Pre-Notification Approval at Appendix F.

6.2  Property Services 
Where the Department considers it appropriate they will also pass details 
of schemes to the Corporate Health & Safety Unit for comment, who will 
provide comments back to the school via the Department for Children & 
Young People.

  Property Services input will primarily consist of a desktop appraisal by a 
surveyor, mechanical or electrical engineer (as appropriate) of the details 
and plans submitted.  As a result, any comments will be limited by the detail 
received and Property Services own immediate knowledge of your School.   
Property Services endeavour to make comments to assist you and your 
specific project and the overall management of the School, however, their 
comments must not be construed as accepting liability for the scheme, and 
the overall responsibility for the design will still rest with the school or its 
appointed consultant.

  Property Services encourage schools to involve them at an early stage 
in the design process to ensure their comments can be included into the 
design and any potential pitfalls they identify can be addressed.

  Whilst Property Services will endeavour to return comments within 
10 working days of receipt, this process may be lengthened if further 
information or clarification is necessary.  If there is insufficient information 
provided by the school, then further details may be requested.  Property 
Services will provide the Department with their responses for them to co-
ordinate a response to the School. 

  Where the Department considers it appropriate they will also pass details 
of schemes to the Corporate Health & Safety Unit for comment, who will 
provide comments back to the school via the Department for Children & 
Young People.

6.3  Planning Application 
You are allowed to carry out certain types of minor works without the need 
for planning permission, these are described as ‘permitted development’.  
Generally you do not need to apply for planning permission for repairs or 
maintenance, minor improvements and internal alterations.  You should 
check with the Planning Department whether work you intend to do needs 
permission before you carry it out. If your school is a listed building, you will 
need listed building consent for any works whether internal or external.  You 
may even need planning permission to erect, or alter a gate, fence, wall or 
other means of enclosure.  If your school is in a Conservation Area you may 
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need to apply for conservation area consent before carrying out works of 
demolition. 

  If you build something that needs planning permission without obtaining 
permission first, you may be forced to put things right later, which could 
prove troublesome and costly.  You might even have to remove an 
unauthorised building. This action is known as Enforcement. If you carry out 
unauthorised work to a listed building, you could be prosecuted.

  It is always advisable to check with Development Control to see if your 
proposed project does require planning permission.  Information is also 
given on the website www.southglos.gov.uk and then follow the link to 
the ‘online planning service’.  If you need to make an application you can 
do this yourself, or get an agent (for example a planning consultant or 
an architect) to put it in for you.  Your or your agent should contact the 
Development Control team who will be able to point out if there are any 
obvious problems with the proposal, and perhaps suggest adjustments that 
could help to gain the permission. 

6.4  South Gloucestershire Design Checklist
  This checklist provides additional planning guidance on design matters 

covered by the South Gloucestershire Local Plan (Adopted January 
2006), and was adopted by the Council as a Supplementary Planning 
Document (Adopted August 2007).  It will be taken into account as a 
material consideration when the Council assesses and makes decisions 
on planning applications.

  This checklist will help achieve good quality, sustainable design. It does 
this by asking 56 key questions, which are grouped under 12 topics.  If 
applicants/agents follow the design process recommended by Circular 
01/2006 of: assessment; involvement; evaluation; and design, certain key 
questions need only to be answered at the end of each stage. 

  The key questions apply to all types of development throughout South 
Gloucestershire, although they will have a different significance  
depending on the type of development and the proposed site and, 
indeed, some may be irrelevant.  The individual circumstances of an 
application and/or its site may require other questions not included  
in this checklist to be asked.
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6.5 Minimising the use of energy and resources
  With a growing concern about climate change, building in a manner to 

minimise the use of energy and natural resources is a necessity.
  At the earliest stages of the design process applicants should consider 

a variety of strategies and technologies to reduce the amount of energy 
and resources a development consumes. They vary from the scale of 
the settlement, neighbourhood, and the street, and include: the re-use 
and conversion of existing buildings, walls and structures; the retention 
of rainwater on site, either for re-use or absorption into the ground; the 
orientation and location of buildings and trees to maximise solar gains 
and/or improve shelter from the elements; the appropriate use of natural 
slopes and landscape/tree planting schemes; the provision for the storage 
and collection of waste and recyclable materials; and the inclusion of on 
site energy production such as photo-voltaic cells and wind turbines.  The 
design of the building(s) can also help to minimise the consumption of 
energy and natural resources by: passive solar gains; natural ventilation; 
natural lighting; and grey water recycling.

  Schools also need to be aware of the need to undertake a BREEAM 
assessment and to achieve a “very good” rating.  If after considering 
BREEAM it is not appropriate to undertake an assessment, this must be 
agreed with the South Gloucestershire Planning Department otherwise 
it could unduly delay the planning process.  For further information 
on BREEAM please note their website www.breeam.org or ask your 
Consultant for advice.

6.6 Fencing
  If you are considering any form of perimeter fencing, including gates, it 

is advisable to contact Development Control (Planning) to clarify if there 
are any planning issues.  Recent cases of schools applying for planning 
permission have highlighted that this is a potential “minefield”.  A particular 
issue is the definition of adjacent highways.  Following discussions between 
Legal Services, Development Control and ourselves, the advice is to 
contact the following offices in Development Control to clarify the planning 
issues:

 (West Area) Thornbury Office – Ext 3819
 (East  Area)  Kingswood Office – Ext 3056

  The Council will aim to determine a planning application within 8 weeks  
of it being validated, or 13 weeks in the case of a major application. 
However, they may request to extend this period. For example, this  
could occur if the issues involved are complex or a lot of people are 
affected by the proposed development. 
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  The Council receives the application and places it on a register, available 
for public inspection.  It publicises the application and begins to process 
it, taking due account of all comments received.  Leaflets giving guidance 
on the planning process and the committee decision process are available 
from the Planning Department, as well as on the South Gloucestershire 
Council website ‘online planning service’.

 6.7  Consultation
  If your scheme in any way has an impact on neighbours you should 

consult with them prior to submitting your planning application.  There is an 
expectation that where work involves Council owned buildings or Council 
run services, there will be pre-application consultation with neighbours, and 
that evidence of this consultation, and the changes that have been made to 
the scheme as a result, will be clear in the submitted scheme.

  The Council operates a system of delegation, by which Planning 
Officers can make decisions on minor planning applications, which are 
in accordance with the planning policies of the Council, and on which 
no representations contrary to the officer’s recommendation have been 
received.  For reasons of probity, these delegated powers cannot however 
be used for applications that involve buildings that are owned by the 
Council, or a service run by them.  Instead such applications are reported 
on a schedule circulated each week to Members to bring these applications 
to their attention and to enable them to be ‘called in’ for determination by 
the Planning Committee.  If they are not ‘called in’ the decision is issued 
under delegated powers at the end of the consultation period.

  Larger applications or ‘called in’ applications will be considered by the 
Development Control Planning Committee.  The Committee meets once 
a month and considers the report and recommendation of the planning 
officer before a decision is made.  The Councillors make the decision; 
they do not always follow their officers’ advice, but if they depart from this 
advice, they have to give planning reasons for this.  If your application is 
referred to the Committee you will be given details at the time.  You or your 
agent are entitled to attend the Committee meeting and can speak at the 
Committee in support of the proposal for up to five minutes.  If anyone 
opposes the application they can also speak for five minutes.  Before 
making a decision on an application the Committee may decide to have a 
Committee visit to the site, and if this is required, you or your agent will be 
given the details at that time.
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  If your application is refused, or granted with conditions (restrictions) that 
you do not think are appropriate, you can challenge the decision by making 
an appeal to the Planning Inspectorate.  Full details of how to make an 
appeal will be sent out with the planning decision notice.

6.8 Building Regulations 
  The Building Regulations are made under the powers provided in the 

Building Act 1984.  The current edition of the regulations is ‘The Building 
Regulations 2000’ (as amended) and the majority of building projects are 
required to comply with them.  They exist to ensure the health and safety 
of people in and around all types of buildings.  They also set minimum 
standards for energy conservation, and access to and use of buildings.

  The regulations apply to most building work whether it is inside or outside 
the building.  If you want to erect a new building, extend or alter an existing 
one, or provide fittings such as drains, sanitary facilities or heat producing 
appliances the regulations will probably apply.  They may also apply to 
certain changes of use of an existing building even though construction 
work may not be intended. This is because the change of use may involve 
different requirements of the regulations.

  Some work is specifically exempt from the regulations.  However unless 
you are sure that all the work you have in mind is exempt it is advisable to 
contact Building Control (see Contacts List at Appendix E or   
www.southglos.gov.uk).  

  If your building work is subject to the Building Regulations, then two options 
are available to you; a full plans application or a building notice. 

  For a full plans application, drawings need to be produced showing 
all constructional details, preferably well in advance of your intended 
commencement on site.  A full plans application has the advantage that 
it will be thoroughly checked by the Council and a formal decision will 
be given within a certain time limit (currently 5 weeks, or 2 months where 
extended by agreement).  Work can proceed with the confidence and 
security that a formal notice of approval has been granted, together with 
a set of stamped approved plans being issued to you for construction 
purposes. 

  The building notice procedure requires less detailed plans although it will 
still be necessary to submit sufficient details to ensure the work on site 
complies with the regulations.  A building notice has the advantage of 
simplicity as it allows you to carry out works without the need to prepare full 
plans.  The disadvantage with the building notice procedure is that you do 
not have an approved set of plans for your builder to follow.
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Pre Contract

7.1 Feasibility
    It really is worth spending time on the feasibility as the more detailed the 

feasibility the more accurate the estimated cost and programme.   Investing 
in surveys and investigations will minimise the unknowns and ensure the 
cost predictions are more reliable. 

 Consideration should be given to all potential risks such as  - 
 4 Presence of asbestos – see Section 16

 4 Ground constraints

 4 Positions of services

 4 Adjoining property and party wall issues

 4 Planning restrictions and Listed building consents

 4 Tree Preservation Orders and conservation issues

  Construction (Design and Management) Regulations 2007 (CDM) were 
introduced to ensure that health and safety issues relating to construction 
projects are addressed from the start of design through to completion 
and use of the building.  The Client (school) has ultimate responsibility 
for making sure the project proceeds safely.  See Section 15 for further 
information.

  For more advice on feasibilities please contact the CYP Asset Management 
& Capital Planning Team (see Contacts List Appendix E).

7.2 Programme
  The overall programme for the project should be considered at an 

early stage.  Completion dates may be governed by the need to have 
accommodation ready to use to suit the requirements of the academic year 
and/or to spend funding grants by a certain date.

  Your lead consultant will produce a detailed programme based on your 
parameters such as completion ready for start of term, no work in certain 
areas during exams etc.  You should check that the consultants programme 
works operationally for you.  You should make sure that there is adequate 
allowance for any approvals you need to obtain.

  The overall programme may be longer than you envisage, twelve to fifteen 
months could be realistic for a £250k+ scheme.  For smaller schemes, 
whilst the build time may reduce, the pre-contract timescale of approx. six 
to nine months, may well remain the same.
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  When activities overlap there may be risks for example the consultants 
could progress to detailed design when a scheme is in for planning, but if 
planning results in changes to the scheme you will probably be liable for 
additional fees.

7.3 Design

  Appendix D provides a list of useful guidance documents, as well as using 
these for your own reference you should also ensure your consultant is 
aware of them.

  You should expect to be asked for significant input to achieve scheme 
design stage and should endeavour to make no changes after this point.  
Further changes at a later stage could incur additional cost.  Ensure that 
there is co-ordination with ICT.  At the end of this stage there will be a 
package of floor plans and elevations enabling a Planning submission to be 
made.

  During detailed design stage you should expect to be asked to give input 
to and approve items such as radiator and power point positions.  At an 
appropriate point during this stage your consultant will make a Building 
Regulations submission.

  Having completed the detailed design the consultant will prepare tender 
documentation. 

  You should be prepared to give significant input into the Preliminary section 
of the documentation.  This covers items such as site restrictions, access, 
working hours, compound, welfare facilities, protection, utilities etc.  

7.4 Contractor selection

  If you have appointed consultants they can select contractors on your 
behalf.  You should ensure that they have checked on your behalf or carry 
out the following checks yourself 

 4  Financial status – Internal Audit will carry out financial vetting of 
contractors – see Contacts List at Appendix E.

 4 Relevant experience – types of work, types of contract and size

 4  References – ensure these relate to schemes as similar to yours as 
possible e.g. seek reference from Head Teacher of school that was 
occupied during the works.

 4  Health & Safety – when you select a contractor you must take steps 
to satisfy yourself that the contractor is competent to undertake the 
work safely.  The depth of your inquiries should be proportionate to the 
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risks.  The Council has joined the CHAS prequalification scheme, which 
can provide information on many contractors.  If a contractor is listed 
on the CHAS register (www.CHAS.gov.uk) as having been assessed 
satisfactorily in the last 18 months, then it is reasonable to consider that 
the contractor has met the basic safety standards.  However, you may 
still need to ensure that their arrangements for your specific project 
are acceptable.  There are statutory requirements for companies to 
hold asbestos licenses or CORGI registration for gas or asbestos work 
as appropriate, and you should check that these are held and that 
they are up to date.  There are other professional or trade association 
memberships which may not be statutory requirements but they do help 
to support a competency evaluation:  however, they will not be sufficient 
in isolation.

 4 Insurance – Section 12

 4  Others such as equal opportunities, quality management and Investors 
In People.

  In accordance with Standing Orders, Property Services currently utilises 
Constructionline for initial accreditation of contractors, but this does not 
obviate the need for further checks as noted above.  Property Services can 
advise if particular contractors you are considering using are registered with 
Constructionline, please see list of contacts at Appendix E.

7.5 Tendering

  Please refer to the South Gloucestershire Council Guide to Tendering for 
Schools which can be found on the intranet at :

  http://intranet/content/CYP/Department/EdCentral/catcon/docs/guide to 
tendering for schools.pdf

 Contracting procedures must:

 4  provide value for money and make sure public money is spent properly

 4  achieve fair competition

 4  protect governors and staff in schools

 4  promote best value



23

 4  For all works below £50,000 you are required to obtain a minimum of 3 
quotes/tenders in addition to any quote provided by the Direct Services 
Department (DSD).

 4  For works exceeding a value of £50,000 formal tendering procedures 
apply.  Detailed guidance can be found as part of the Council’s 
Corporate Procurement web page.

  All tenders must be on the same basis, i.e. they should all be based on the 
same work specification and costed on the same basis.  This should be 
made clear in your documentation.

  The tender period may vary depending on the size of project – if it is too 
restrictive, this may increase the price as a contractor may have insufficient 
time to assess and cost all the risks.

  Written tenders should be returned by a stipulated date and time – and 
opened in the presence of more than one person to ensure probity.  Ideally 
this should be in the presence of at least one governor, preferably two.

  You should stipulate the format you want tenders to be returned in and the 
breakdown of costs for comparison – providing a proforma to complete 
may assist in this matter.

  If you use a consultant, they will advise on this matter and produce a tender 
report with recommendations to governors.

7.6 Contract Award

 Ensure all necessary approvals and documentation are in place - 

 4  CYP (Asset Management & Capital Planning Section)

 4  Planning Consent

 4  Building Regulations 

 4  Requirements of any funding bodies

 4  Planning Supervisor has approved the contractors H&S plan

 4  Insurances are checked 

 4  For projects over £100k a Performance Bond is in place

 4  For projects over £50k formal contracts have been executed
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Post Contract

8.1 Pre start
  It is usual for a pre contract meeting to take place prior to the start on 

site.  This will provide opportunity to confirm logistical issues such as 
locations of compounds, restrictions on delivery times, access and egress 
arrangements etc.

  Clear lines of communication are key to a successful project and these 
should be clarified at the pre contract meeting.  The correct line of 
communication between the Client (school) and Contractor is through the 
Lead Consultant. The Contractors’ presence on site may mean that there is 
some informal contact with the school and it may seem natural to deal with 
them direct.  However, information, requests and instructions should not 
be given directly to the Contractor by the school as even apparently quite 
minor matters can have contractual and cost implications.

  Clear communications with staff, pupils and parents about what is going 
on during a building contract are very important, with those not directly 
involved in the process being made aware of the physical implications of 
the works.

  Once the contract is ready to start on site, a letter to all parents and 
neighbours who are likely to be affected by the works can go a long way to 
addressing any potential conflicts.  The letter could explain the nature of the 
works, the anticipated programme, the expected completion date and point 
of contact with the main contractor.

8.2 Construction
  Once the Contractor commences he will formally take possession of the 

relevant area of the school site and from this point until practical completion 
school representatives need authorisation to enter.

  If the building works in any way impinge on fire escape routes, then it is 
advisable to practice a Fire Drill shortly after works commence.  

  The Lead Consultant will arrange regular site meetings with the Contractor, 
these tend to be of a technical nature, hence it may be more appropriate to 
arrange separate meetings with the Lead Consultant in order for the school 
to receive update reports on both costs and progress.  

  It may be appropriate to carry out some works direct i.e. not through the 
Main Contractor.  An example of this may be ICT infrastructure, this will 
need to be co-ordinated with the Main Contractors work.  

  Certain items of fixed or fitted furniture and equipment may be needed 
well in advance of completion in order to be built in.  These might include, 
for example, fume cupboards or PE equipment.  If you are purchasing 



25

these to be fixed as part of the main contract, you must ensure both 
the specification and programme of delivery are co-ordinated with the 
contractor.  Deliveries of loose furniture and equipment should be delayed 
until the contractor has completed his works.

8.3 Handover
  Once the Lead Consultant decides that the building has achieved Practical 

Completion the Client (school) will be invited to a handover meeting.  This 
normally consists of representatives of the school, consultants and the 
Contractor making a formal inspection of the building.  At this stage the 
consultants will have prepared lists of “snagging items”, items that are too 
minor to justify a delay in Practical Completion but should be carried out 
by an agreed date.  Provided the Health and Safety file is available, the 
keys will be handed over to the school.  You should ensure that prior to 
this date you have been given demonstrations in the use of all services 
and equipment.  It may be prudent to video any demonstrations for future 
information. 

  When the works are handed over, responsibility for insurance, security, 
maintenance etc immediately passes to the school.

8.4 Defects Liability
  Under standard building contracts there is a defects liability period, usually 

six months or a year.  During this period any problems that occur that relate 
to the contract  (i.e. not third party damage) should be noted and the Lead 
Consultant advised.  Following a formal inspection by the Consultant and 
Contractor at the end of the defects liability period the contractor will be 
given a list of items to be made good.

  Unless specifically included in the contract during the defects liability period 
the Contractor is not responsible for any maintenance.  It is advisable for 
the client to take out maintenance agreements with the contractors who 
would be responsible for any defects during the defects liability period.

  You should check with your Lead Consultant prior to carrying out any work 
in the area of the project during the defects liability period, as this could 
have implications on the Contractor’s responsibilities.
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Updating School Site 
and Buildings Data

9.1  In order to maintain the schools AMP database and ensure everyone has 
up to date information and plans to work from, the school accommodation 
plans and records need to be updated with any changes to school sites 
or buildings.  Schools must therefore ensure that details of any alterations 
or changes to existing accommodation or new building works are advised 
to the CYP Asset Management & Capital Planning Team at the earliest 
opportunity. Information required should include:

 4  Site plan showing location of any new build or adaptations to existing  
school buildings

 4  Original floor plan drawing

 4  Revised floor plan drawing

 4  Proposed uses of new rooms/rooms affected (this may impact on  
school capacity)

 4  Alterations to mechanical or electrical services (as appropriate)

9.2  Where any new services (e.g. electrical works) or equipment etc have been 
installed, a copy of the maintenance handbook should be retained for future 
repair and maintenance. This should include key drawings, a schedule 
of materials used, supplier’s contact details and routine maintenance 
requirements. A copy should be forwarded to Property Services. 

  If you are appointing a consultant to manage the project on behalf of 
the school, you should request that the consultant forwards the  
necessary information to the Department for Children & Young People,  
as part of their contract.
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Value Added Tax (VAT)

10 Schools are advised that VAT payments cannot be reclaimed unless:

 4  The Council (school) itself makes the purchase (places the order, 
receives the supply, receives a tax invoice addressed to it and makes 
the payment); and

 4  The Council (school) retains ownership of the purchase and uses it for its 
own non-business purpose; and

 4  Sufficient records are maintained to enable such purchases, and the 
purpose for which they are intended, be identified for future audit.

 4  The VAT rules for Voluntary Aided (VA) Schools are different and you 
should contact the Diocese for advice.
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11  The Inland Revenue requires deductions to be made from payments to 
certain contractors in the construction industry unless a valid exemption 
certificate is provided.  This scheme will apply to many school based 
construction projects and further details and clarification of the scheme 
can be obtained from Mr John Snell, Senior Payments Officer, Exchequer 
Services on 01454 864693.

Construction Industry 
Taxation Deduction 
Scheme (CITDS)

CITDS
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Insurance

12.1  The Contractor shall maintain (and shall ensure that any sub-contractors 
maintain) the following insurances:

 a)   Third Party insurance in a sum not less than £5 million in respect of any 
one act or occurrence or series of acts or occurrences arising from one 
cause.  The limit of indemnity shall be detailed in the method statement;

 a)   Employers’ Liability insurance to comply with statutory requirements, 
with a minimum level of £10 million;

 c)   Professional Indemnity insurance in a sum not less than £1 million in 
respect of any one act or occurrence or series of acts or occurrences 
in any one year.  The actual level shall have regard to the nature of 
the service and the risk associated with reliance upon it.  The limit of 
indemnity shall be detailed in the Method Statement.  Such insurance 
shall have a minimum duration of (a (12) year period) from the date 
of the completion of the Services.  (This sub-clause will generally be 
appropriate only to professional advice services). 

12.2  The limits of £5 million,  £10 million and £1 million are appropriate to most 
contracts.  The levels, however, need to be considered in the light of the 
nature and extent of the risk attaching to the particular contract in question 
and if in doubt, you should consult John Rowe, Risk & Insurance Services 
Manager  (See contacts list at Appendix E).

  It must be understood that the recommended minimum levels of indemnity 
for insurance cover are not to be construed as limits of liability.

  IMPORTANT

  On completion, the work will be covered by the Council’s 
usual premises insurance and maintenance liabilities, 
providing that it has been approved (see Appendix G) and  
is of an acceptable standard. It is therefore essential that  
the CYP Department be provided with final plans.
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13  The Council’s Public Liability Insurance Policy extends to indemnify 
volunteers whilst undertaking agreed maintenance and improvement work 
to buildings and grounds for the benefit of the Council (School), under the 
supervision of Council (School) staff.

  The cover is the same as that afforded to Council employees in the 
exercise of their duties, but it does assume that persons carrying out these 
tasks must be competent to do them and that they adhere to all safety 
instructions.

Voluntary Work
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Health & Safety

14  The school’s governing body is required to have due regard to the 
duties placed on the Council in relation to health and safety, and the 
Council’s policy on health and safety matters in relation to the day to day 
management of the school.

  In carrying out building projects, a school must give high priority to 
ensuring that health and safety issues are addressed, particularly when 
work begins on site. It is a point worth noting that Health & Safety Executive 
(HSE) inspectors may carry out a spot site check when building work is in 
progress.

  South Gloucestershire Health & Safety guidance includes relevant 
information relating to management systems, dealing with contracts and 
contractors, asbestos, electricity etc. This can be found in the Health & 
Safety Guide for Schools Manual.

  Where a governing body fails to comply with the Council’s Health & Safety 
Policy Guidance, the Council will stop all work, inspect the site and work 
to date and will arrange for the work to be completed itself charging the 
schools budget with the associated costs.
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CDM RegulationsCDM

15.1  The Construction (Design & Management) Regulations establish a 
statutory management process for construction projects.  The Regulations 
were updated in 2007.  The principles remain the same as the previous 
regulations, but some of the requirements have been simplified.  

 The main duties of CDM are placed on the Client (School) for the work. 

 They require that the Client (school)

 4  Appoints competent people to co-ordinate the project from the initial  
feasibility stages through to the completion of the construction stage.   
This could lead to the appointment of people or organisations to act as  
Co-ordinator, Designers, Principal Contractor and other Contractors.

 4  Provides appropriate information to the other parties to the project so 
that they can carry out their functions properly and safely.

 4  Provides other parties with sufficient time to carry out their functions  
safely.

 4  Ensures that the work is planned and co-ordinated properly.  This usually 
requires that the Principal Contractor develops and keeps updated a 
Health & Safety plan based on information provided by the Client,  
co-ordinator, designers and other parties to the project.

 4  Make sure that if the details of the project change, the details of the plan  
are changed to take this into account.  

15.2  Note:  CDM requires that all construction work is properly planned and 
co-ordinated, but the full requirements of a formal health & safety plan and 
file, and the formal appointment of a Co-ordinator and Principal Contractor 
only applies to projects which are expected to last for longer than 6 weeks 
(or 500 person-days). If this type of project starts and there is no plan, or 
the appointments have not been made, then the Client has committed an 
offence under CDM. 

  For smaller projects the general duties of planning, communication and 
competent appointments still apply, but there is no set format for the plan.  
However the Client is still responsible for ensuring they appoint competent 
organisations, that the work is properly planned and co-ordinated, and that 
everyone has the information and time they need.

  Clients should also note that the duties of Designers are very widely drawn, 
and they can apply to people specifying quite minor elements of a project.  
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Asbestos

  The Council has produced a substantial amount of guidance on asbestos 
management, which can be found on the Council’s intranet under Schools 
Health & Safety – Health & Safety Manual for Schools – Section 2 – 
Statement of Policy-Asbestos.

16.1  It is essential that schools manage asbestos very carefully.  A substantial 
amount of information has now been obtained about the asbestos in school 
buildings, and it is being continually updated and improved, and made 
more accessible in the asset management records. The key location for 
holding the information and deciding the action required however, is each 
school.

16.2  Each school should have an asbestos management plan, based on the 
information that is available in the school asbestos records.  The plan 
should be drawn up by the school, in collaboration with the CYP Schools’ 
Health & Safety Officer.  Each plan is tailored to the school’s unique 
situation, but there are some common themes.  These are:

 4  The plan must be based on the best available information

 4  Where there is no information, it is to be assumed that suspect materials 
contain asbestos

 4  Where suspect materials are confirmed as non-asbestos, the record 
should indicate this.

 4  The plan must describe the options for managing the material

 4   The plan should also include details of action taken, including inspection 
and removal or treatment.

 4   The master copy of the plan must be clearly identifiable at a main 
location on the school site.

16.3 The options for asbestos management include:

 4  Removal: if there is material which is damaged and presents an 
immediate risk, or which is in a very vulnerable location, and so could 
present an immediate risk (e.g. accessible damaged lagging or 
insulating board).

 4  Repair/Resealing:  for damaged material where the likelihood of further 
damage is low and where repair is practicable (e.g. minor damage to 
insulation board in a ceiling).



34

 4   Management /Observation:  for relatively inaccessible material which 
is not significantly damaged (e.g. undamaged insulation board or 
asbestos cement materials, or some forms of artex).

 4   No active management:  for very low risk materials which only present 
a problem with final disposal (e.g. plastic floor tiles, resin based materials 
or bakelite which contains asbestos).

16.4   The asbestos information should always be passed on to designers and 
contractors and others who undertake building or maintenance work, 
no matter how insignificant.  For simple work that can be done as the 
contractor attends site, but for complex projects, it must be incorporated 
into the CDM planning process. This might require an asbestos survey of all 
or part of the building, depending on the nature of the information available 
in the asbestos management plan.

  Even if a contractor has been provided with asbestos information as part 
of the planning of building or maintenance work, the school must ensure 
that the workers who attend to carry out building or maintenance work are 
told about the asbestos when they arrive on site to start work, and that they 
have planned their work to avoid disturbance of asbestos.

16.5  If any asbestos is removed from the building, Property Services must be 
notified so that the central records can be updated.  If this is not done, 
a non-asbestos material might be treated as if it were asbestos, and 
this would involve unnecessary precautions being taken.  The master 
information held by the school must also be updated.

16.6  All people whose work might disturb asbestos are required to develop 
an assessment of the likely disturbance (including anticipated airborne 
asbestos levels), and a method statement explaining how they will control 
the risk.  For all but the lowest risk asbestos work (and certainly for work 
involving lagging and insulating board), the work must be carried out by a 
company that holds a current Asbestos Licence.  

  Any asbestos analysis and sampling work must be carried out by an 
organisation with the relevant UKAS accreditation.  The Council has a 
specification for surveys that holds the information in a method consistent 
with its asset management information systems.
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 16.7 Common asbestos materials & their risk potential

 High hazard:  Lagging

  Medium Hazard:  Insulation board (including ceiling tiles), asbestos textiles 
and rope.

  Low hazard:  Asbestos cement (e.g., roof sheets, drainpipes, flues, etc)

 Very low hazard:  Plastics (vinyl tiles), resins, Bakelite, bitumen materials 

 For further details or more copies of this guide, please contact:

  Pat Casey   
Capital and Assets Manager  
Department for Children & Young People 
Riverside Building 1  
Bowling Hill 
Chipping Sodbury 
BS37 6JX

 E-mail: Pat.Casey@southglos.gov.uk 

 Tel: 01454 863240 
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APPENDIX

ICT Infrastructure in Schools

Almost all school building projects now have significant ICT implications.  
Schools often have combined curriculum and administrative networks plus 
Broadband links to the outside world for the Portal, the internet and e-mail.  
During the building process it is important to ensure that these communication 
links and the ICT systems can be maintained.  Additionally, it may be a 
requirement of the project that alterations or improvements to ICT for example 
wireless connectivity, are necessary and schools will need to get appropriate 
advice on what is required.  It is recommended that contact be made with the 
Schools ICT Team during the planning phase of a building project, so that they 
can advise you of any issues that need to be considered, including room-loading 
schedules, cabling infrastructure, power distribution and location, etc.

CYP has recently updated its generic briefs for the provision of ICT 
infrastructure in both Primary and Secondary schools.  Please contact 
CYP Asset Management and Capital Planning Team for further advice 
and to ensure that the schools proposals will not adversely impact on 
ICT provision.

The increased use of ICT and changes to future national curriculum requirements 
are likely to have implications on the electrical loading of the building and this 
must be considered as part of the design process. It may be the case that the 
proposed increase in electrical demand, exceeds the available supply to the 
school. 

A
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APPENDIX

Improving Access in Schools

The Special Educational Needs and Disability Act (SENDA) 2001, places 
additional duties on Local Authorities and schools to plan to increase access 
to education by disabled pupils, staff and visitors. This includes planning to 
increase the accessibility of all school buildings. The Children & Young People 
Accessibility Strategy outlines the policy and strategy for improving access in 
schools.  Additionally, all schools should have an Accessibility Plan in place 
identifying short, medium and long-term proposals and objectives to improve 
the accessibility of school buildings.
The Disability Discrimination Act (DDA) 2004 requires ongoing improvements 
to physical access.  This will include ramps, hand-rails, lifts, widened doorways 
and electromagnetic doors, accessible toilets & washing facilities, adjustable 
lighting, blinds, induction loops & acoustic improvements to rooms and way-
finding systems.
Much of the work in this area will involve improving access to existing buildings 
and accommodation.  Improved access to the physical environment can be 
achieved by, for example:

 4  re-arranging room space,

 4  removing obstructions from walkways,

 4  changing the layout of classrooms,

 4   installation of wider doors,

 4   creating designated storage space,

 4  re-allocation of room usage,

 4   installation of well-designed ramps and handrails to current access 
standards,

 4  improving the acoustics of classrooms and halls,

 4   using contrasting colour when repainting rooms, corridors etc. and to 
highlight facilities.

The latest Building Regulations now require that where there is a 
proposal to alter or refurbish existing accommodation, the necessary 
access improvements must be incorporated that ensure the 
accommodation is fully accessible.

Further advice and guidance can be obtained from Mark Hallett, Capital Project 
Officer on Tel: 01454 863242

B
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Definition of Capital Expenditure

Strict regulations exist to control Local Authority capital expenditure and any 
expenditure which is to be classified as capital must be demonstrated to be so, 
otherwise it will be disallowed during external audit of the accounts.

In the case of the school this could result in expenditure having to be funded 
from revenue budgets.

Expenditure for capital purposes broadly comprises the following:

 4  The acquisition of land, buildings, plant, apparatus and vehicles;   

 4  The construction of buildings and roads;

 4  The enhancement or improvement of buildings and roads

Day to day repairs and maintenance and decoration are not considered to be 
capital

APPENDIXC
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Useful References

The DCSF has issued a number of Building Bulletin guidance documents over 
the years, which contain invaluable information about the floor area requirements 
and specifications required for school accommodation. Schools must ensure 
that any capital projects comply with the relevant guidance. 

BB7  Fire and the Design of Educational Buildings

BB67   Crime Prevention in Schools – Practical Guidance

BB69   Crime Prevention in Schools – Intruder Alarm Systems

BB71   The Outdoor Classroom

BB78   Crime Prevention in Schools - Security Lighting

BB80   Science Accommodation in Secondary Schools

BB81   Design and Technology Accommodation in Secondary Schools

BB85   School Grounds

BB86   Music Accommodation in Secondary Schools

BB87   Guidelines for Environmental Design in Schools

BB89   Art Accommodation in Secondary Schools

BB90   Lighting Design for Schools

BB91   Access for Disabled People to School Buildings

BB92   Modern Foreign Language Accommodation

BB93   Acoustics in Schools

BB94   Inclusive School Design

BB95   Schools for the Future

BB98 Area Guidelines for Secondary Schools

BB99 Area Guidelines for Primary Schools

BB100 Fire and Sprinklers

APPENDIXD
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New guidance on

 4 Kitchen and Dinner guidance

 4 RIBA Governor guidance 

BREEAM Schools’ Manual  (www.breeam.org/page.jsp?id=20)

The South Gloucestershire Design Check List

Education School Premises Regulations 1999

Gateshead ‘Design to Enable’ Guide (can be viewed on South Gloucestershire 
website)
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Contacts List
CYP Asset Management & Capital Planning Section

Pat Casey, Capital and Assets Manager 
✆ 01454 863240   ✉  pat.casey@southglos.gov.uk

Jo Price, Senior Capital Project Officer 
✆ 01454 865568  ✉   jo.price@southglos.gov.uk

Christine Hibberd, Senior Capital Finance Officer 
✆ 01454 868961  ✉  christine.hibberd@southglos.gov.uk

Property Services

Rebecca Toms, Property Services Manager 
✆ 01454 855072  ✉  rebecca.toms@southglos.gov.uk

David Pearce, Design Team Leader 
✆ 01454 865091  ✉  david.pearce@southglos.gov.uk

David Beale, Property Care Team Leader 
✆ 01454 865124  ✉  david.beale@southglos.gov.uk

Planning Department (Development Control)

Online planning service available at South Gloucestershire Council website

General Customer Enquiries ✆ 01454 868900

Helpline relating to fencing

(West Area) Thornbury Office – Admin Officer ext 3819

(East  Area) Kingswood Office – Admin Officer ext 3056

Building Control and Regulation Enquiries

General Customer Enquiries  
✆ 01454 868900   ✉  building.control@southglos.gov.uk  

Advice for People with Access Disabilities

Mark Hallett, (CYP)  
✆ 01454 863242  ✉  mark.hallett@southglos.gov.uk

APPENDIXE
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Insurance

John Rowe   
✆ 01454 864730  ✉  john.rowe@southglos.gov.uk

Health & Safety 

Philip Tranter, CYP  
✆ 01454 863233   ✉  philip.tranter@southglos.gov.uk

Tom Magnone, Corporate    
✆ 01454 863096  ✉  tom.magnone@southglos.gov.uk

CYP Finance (School Budgets)

Colin Smith, (Schools)  
✆ 01454 863210  ✉  colin.smith@southglos.gov.uk

Schools ICT

Steve Baxter (Head of Information Management) 
✆ 01454 868664    ✉  steve.baxter@southglos.gov.uk 

SMARSS helpdesk for ICT ✆ 01454 863838
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Ensuring High Standards of Health & Safety in Construction 
Projects (Guidance Note and Approvals Process)

1.  Purpose of Document

  This document is to be followed by all personnel who act as clients (the 
school in the case of self-help schemes) for construction and maintenance 
work.  It clarifies their responsibilities and describes a pre-notification 
procedure to ensure that projects are managed safely 

  The client duties apply for all work where construction, maintenance and 
improvements are carried out.  The Pre-notification requirement applies 
specifically to Council buildings (e.g. offices, schools, residential homes 
and day centres, youth or leisure centres, etc), but not to Council Housing, 
public highways or public open spaces, where the client unit has the 
technical capability to manage the risks. 

2.  General Client Duty:

  The client (school) is ultimately responsible for making sure that the project 
proceeds safely.  Other parties may have functions within the project, but 
the client must make sure that those other parties carry out their functions 
and you have checked.

  If a client officer does not consider that he or she has the necessary 
technical capability or expertise, then the client must seek advice to help 
with these issues.  Help is available within the council from Property 
Services and/or the Corporate Safety Team. 

  Other areas of the Council act as client for building and maintenance work 
and these are managed by client officers in the relevant departments 
(principally Housing, Children & Young People, PT&SE and Community 
Services).  These services should have their own technically competent 
client officers. 

3.  Specific Client (School) Duties

  Ensure that:

 3.1.  Health & Safety matters are addressed from the earliest stages of the 
project, including the feasibility and preparation stages.

APPENDIXF
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 3.2.   A person or consultant is appointed to technically co-ordinate the 
client-side work, including ensuring that the health & safety issues are 
identified and addressed. 

 3.3.  This person has the necessary competence, and the time and 
resources to carry out their functions.

 3.4.  Any designers who are appointed are competent, and have the 
necessary time and resources to carry out their functions.

 3.5.  All parties are provided with the information they need about the 
work and the location where the work is to take place.

 3.6.  Statutory notifications and appointments are made (e.g. CDM 
regulations, Asbestos Regulations, Planning Approvals, Building 
Regulations etc).

 3.7.  If a Construction, Design & Management (CDM) Plan is needed, 
do not allow work to start until you have been satisfied that an 
acceptable plan for the construction phase has been produced.

 3.8.  The work is monitored on site, to ensure that the contractor follows 
the safe working methods agreed in the planning stage.

4.  Pre-Notification

   This applies to work within the Council’s buildings, including offices, 
workshops, schools, residential homes and day centres, youth or leisure 
centres, etc (but not council houses and flats) - basically all property that 
the Property Services section has a monitoring responsibility for.

  A Pre-Notification Form must be sent to CYP which identifies the risk 
areas that might arise from the project and provides the names of the 
people appointed to technically co-ordinate the project and carry out 
design.  This is not necessary if Property Services are engaged as the 
technical co-ordinator or designer 

   Any client officer who fails to discharge these duties may be subject action 
under the Council’s disciplinary procedures.  The officer might also be held 
to be in breach of their legal duties under the Health & Safety at Work Act

  Any client officer can seek support and advice on these matters from the 
Council’s Health & Safety specialists.  
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  5.  Schools

  The same requirements apply to schools that manage projects and 
maintenance work, but the pre-notification process is slightly different.  
The school must pre-notify to the Department for Children & Young 
People’s (CYP), Asset Management and Capital Planning Section, 
who will ensure that the notification approval process is appropriately 
managed, in coordination with Property Services. 

6.  Property Services Role

  Property Services has a role to safeguard the Council’s overall responsibility 
as owner of the property.  This means that all clients must satisfy Property 
Services that projects are properly managed to ensure that the work is 
undertaken safely, and that the outcome of the work is a safe structure.   

  Property Services also provide a service to co-ordinate work and carry out 
design, in accordance with items 2 - 5 above, and they have the necessary 
competence to undertake these functions.  If Property Services are 
engaged to co-ordinate and design the project, then a client can consider 
that their functions within the Council policy will be discharged by Property 
Services, provided they provide the appropriate resources.

  If a client (school) chooses to use organisations other than Property 
Services for either of these functions then the client must take 
separate measures to ensure that the organisations they appoint are 
competent and describe the evidence of competency with information 
attached to their pre-notification.

7.  Pre-Notification Form

  All projects that meet the risk criteria below must be pre-notified by 
the School to CYP Asset Management & Capital Planning as early as 
practicable in the process, using the Pre-Notification Form (at   
Appendix G also available on the intranet at:

 http://intranet/content/CYP/Department/EdCentral/amp/amp/index.htm 
  CYP Asset Management and Capital Planning Section, will provide a 

response, advised where necessary by Property Services. 

 The notification includes:-

 4 Details of the project
 4  Names of the organisations/ people acting to co-ordinate the clients 

work 
 4  Names of the designer
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 4  The risk criteria that apply, as far as the Client is able to tell at the early 
stage of the project.

8.  Construction (Design & Management) Regulations - CDM

  If a person or consultant is appointed to act as Planning Supervisor under 
the CDM Regulations, then that person will be the technical co-ordinator for 
the purposes of this procedure. 

 Summary

 Client (School) must

 4  Ensure Health & Safety addressed from earliest stages

 4  Appoint competent people, and have evidence of evaluating 
competency

 4  Make resources available

 4  Pass necessary information on 

 4  For schools - pre notify unless Property Services are engaged 

 4  Not allow work to start until authorised 

 4  Ensure monitoring takes place

ACTION

1.    Action of CYP Asset Management & Capital Planning Team/Property 
Services in response to pre notification process

 1.1.On receiving Pre Notification

 4  Record project on spreadsheet
 4  Examine notification to establish general risk level
 4  Examine nominated technical co-ordinator and designer to establish if 

their competence has been evaluated by the School.
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 1.2. If they are known to be competent by Property Services:

 4  Project may proceed.  School notified.
 4 Authority to proceed noted on spreadsheet

 1.3. If they are not known to be competent 

 4  CYP letter to School asking for evidence of competence that they have 
obtained. 

 4  If no evidence is forthcoming, or if evidence inconclusive, CYP involves 
Corporate Safety Team to agree further inquiries with client.  

 4  The School remains responsible for evaluating the competence of the 
people or organisations they appoint, but Property Services or Health & 
Safety are able to assist them by agreement.

 4 Work not to proceed until and unless satisfactory evidence provided.

 1.4.  If evidence still not provided, and client attempts to progress 
project without approval

 4  CYP and Health & Safety jointly write to School Client officer and 
to School Governors to confirm that project may not proceed until 
School Governors ensure that competent people or organisations are 
appointed.

 1.5. Failure to pre-notify

 4  If evidence arises of failure to pre-notify, this should be addressed initially 
by CYP and Health & Safety jointly in writing to the School Client officer 
and to the Governors. 

 4  The School Client officer will be required to provide evidence of the 
competence of the people or organisations appointed, and evidence 
that the work complies with the required standards, both for the health 
& safety measures involved in the construction process, and the final 
outcome (e.g. the building or structure).

 1.6. Three-monthly Review

 4  Every 3 months CYP will examine the spreadsheet to identify where 
notifications are being sent from and any premises where there appears 
to be a lack of notifications.  

 4  If this process identifies a location that is failing to notify projects, then it 
will be addressed as a failure to pre-notify as in the section above. 
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  Risk Criteria for Pre Notification of Construction projects

All projects that meet one or more of these criteria must be pre-notified 
to   CYP Asset Management & Capital Planning Team by the School, unless 
Property Services are the Technical Co-ordinator or the Designer

Criterion Description Examples/comments

Asbestos All work that might involve 
disturbance of asbestos

Look at site asbestos records

Highway Work that requires structures 
on the highway or special 
traffic management measures

E.g. Roadworks

Site traffic 
Management

Modifications to vehicle 
movements on the site, 
especially large vehicles (e.g. 
deliveries of building materials)

E.g. if internal routes closed, 
or more reversing likely

Demolition, 
New Build 
or Structural 
Matters

Demolition or construction 
work that might require 
measures to provide 
temporary support, or that 
might require structural design 
expertise 

E.g. removing walls and fitting 
props to support roof. Building 
Regulations Approval may be 
needed

Work at 
Heights

Work requiring platforms, 
scaffolds or similar measures, 
including roof work

Higher risk 
Chemicals

Work using specialist 
chemicals, other than normal 
cleaning chemicals and 
conventional paints.

E.g. Specialist solvent 
materials or pesticides and 
timber treatment chemicals

Excavations Work that might encounter 
underground services, or 
when trenches or excavations 
are deeper than 0.5 metres.

E.g. foundations or trenches 
for pipes. 
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Criterion Description Examples/comments

Confined 
spaces

When people are required to 
enter tanks, vessels or similar 
spaces

Fire Safety Work that might lead to 
modifications to fire doors, 
fire partitions or detection and 
alarm systems (temporary or 
permanent), or that introduce 
new fire risks, such as welding 
or flame cutting.

This work may require Building 
Regulations Approval

Gas, 
Electricity or 
Water services

All gas work, and work 
involving significant 
modifications to electricity or 
water services. 

Gas work must be by CORGI 
registered fitters, and NICEIC 
registration needed for 
electrical works

Work with 
Heavy Plant

Including cranes, excavators 
and similar plant

CDM projects All work which requires a 
Health & Safety Plan under 
the Construction (Design and 
Management) Regulations

5 or more workers expected 
on site or demolition work.
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APPENDIX 

School Self- Help Project Pre-Notification Approval Form

Projects that meet the criteria must be notified to Pat Casey, Capital and Assets 
Manager at CYP before the work starts.
The pre-notification must provide simple indication about the main risk criteria 
that the School thinks might be involved (see guidance) and the key people 
appointed for technically co-ordinating the work and designing the work.

The School is responsible for ensuring that the people appointed are competent 
to carry out their functions. 

The project may not commence on site until CYP has responded to the pre-
notification.

School (Name)

Specific Location of 
Work (if applicable)

School Contact 
Officer

Phone No:

Project Title:

Outline Description of Work:

Intended Start Date of Work:

G
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Risk Criteria (Tick those that may apply – See Guidance Note for details)

Asbestos  Excavation

Highway Work  Confined Spaces

Site Traffic
  Gas/Electricity/Water            
Systems

Demolition/Consruction/
Structural changes

 Work with Heavy Plant

Work at Heights  CDM Projects

Chemicals
  Projects that require 
Building Regs Approval

Fire Safety
  

Nominated Consultant / Organisations

1.  Technical Co-ordination of 
Work

 

2. Designer(s)

Funding Total Cost  
£

Proportion from  
DFC %

Other Funding 
Sources 

(please specify)

Works

Fees

Other (please 
specify)

Total
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Does the Work require Building Regulation 
Approval? 

YES NO

Does the Work require Planning Permission? YES NO

Date Planning Application Submitted

   

Project Programme Anticipated Date

Design completed

Project approval 

Tender period

Start on site

Completion of work

I confirm that I have read the guidance YES NO

I confirm that I have attended a training course on 
managing capital projects

YES NO



53

School 

Signature   ..............................................................................................................  

Date  .......................................................................................................................

Name/Title  ............................................................................................................

LA Approval

Signature  ..............................................................................................................

Date  .......................................................................................................................

Name/Title .............................................................................................................



54



55



Designed by South Gloucestershire 
Council DESIGN + PRINT Services

Printed on recycled paper 

2875 | 04 | 08

This information can be made 
available in other languages, 
in large print, braille or on 
audio tape. Please phone 
01454 868686 if you need any 
of these or any other help to 
access Council services.


