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1. PURPOSE OF REPORT

To provide Schools and other Learning Establishments with a framework to plan
the effective management of a move from one building to another, as a result of
renovation, new building or other planned change to provision.

This protocol does not advise upon any move necessitated as a result of a
sudden or emergency change to provision.

2. RECOMMENDATION(S)

It is recommended that the Committee:

* notes the contents of this report and

» endorse the effective moving protocol for schools and other Learning
Establishments.

3. FINANCIAL IMPLICATIONS

There are no direct financial implications for the Council or any Services of the

Council from this Report in itself, other than the provision of officer time to

facilitate the protocol. This will vary from one project to another and, as noted in

the protocol, should be identified and provided for during the planning of the

move.

4. SERVICE & COMMUNITY IMPACT

The report fits with the vision in the Community Plan to develop Aberdeen as a

‘City of Learning’ and is in line with Priorities 1-6 within Vibrant Dynamic and

Forward Looking.

5. OTHER IMPLICATIONS

There are no further implications which arise directly from this Report.



6. REPORT

6.1 Background

Where schools are decanted to another venue, as a result of closure,
amalgamation, re-building or renovation, a clear plan is required to allow the
move to take place as effectively as possible. This protocol provides advice as to
how this might be achieved.

It should be appreciated that each move will have its own particular
circumstances and this protocol, therefore, should be seen as advice and
guidance and not prescriptive.

6.2 Decant Responsibility Matrix & Programme

The Decant Responsibility Matrix has been produced in this section as an aide
memoire for all parties to enhance understand of the principle steps towards
decant, who is responsible and in what timescale. This has been translated into a
Decant Programme in bar chart format to set the tasks against the project
calendar.

Timescales are indicative only and may be shorter due to needs of individual
projects. Managers may wish to amend the matrix to change the order of specific
actions and insert dates applicable to their project.

Additional actions may be appropriate for individual projects and priorities.

Where an action is allocated to a specific person/post, this should be entered into
the matrix.

Where two or more schools are to be combined into the new location, close
liaison between ISMM and School Action Group (SAG) will be required.

In circumstances where another school or Service is moving into a vacated
building, close co-operation between the departing and incoming schools.

6.3 Risk Assessment Template and ICT Dimensions

Both these documents are designed to further assist establishments plan and
carry out the move effectively. Again, these are primarily generic in nature and
should be amended to meet the requirements of individual circumstances. The
list of hazard areas (e.g. working at height) and associated control measures are
not exhaustive. In some cases they may not be applicable. However, this will
give the ISMM a basis to stimulate discussion and consideration of H&S matters
during a time of potentially higher risk.

The risk assessment should be undertaken by suitably trained / competent
employees in accordance with the ACC Risk Assessment Procedure (6.24 PR),
see Zone under Health & Safety. There will need to be involvement of the
different interested parties involved / affected by the move.

Consideration of a Risk Assessment to cover unforeseen circumstances at any
stage in the project resulting in a contingency plan can be helpful.

6.4 Evaluation and Further Development
All these documents will be updated as schools feedback after decant has taken
place and an evaluation completed.



7. REPORT AUTHOR DETAILS

Derek Samson

Project Manager
dsamson@aberdeencity.gov.uk
(01224) 346315

8. BACKGROUND PAPERS

Attached to this document are:

Appendix 1: Decant Responsibility Matrix, including Acronym Summary
Appendix 2 (a) and (b): Risk Assessment Template

Appendix 3: ICT Dimension



DECANT RESPONSIBILITY MATRIX

Appendix 1

Time

Actions Responsibility (prior to/post Dates

decant)
Well before
1. Identify ACC Removal Manager(s) ACC As soon as
(ACCMM) and produce a clear list of (Aberdeen Committee decision
duties City Council) |is made
2. Identify In-School Move ACCMM + As soon as ACC
Manager(s) (ISMM) and start date. Agree | Head Teacher | Move Manager is
time allocation for ISMM to complete (HT) identified
tasks and produce a clear list of duties,
including completion of dates in this
timeline
3. Identify budget code for costs of ACCMM As soon as ACC
moving in the (should be clear from Move Manager is
Committee paper) identified
4. Identify & claim any additional time ACCMM As soon as ACC
for school cover, based on need and Move Manager is
equity. identified
5. In relation to each Decant School ACCMM > 6 months prior
provide a draft decant plan Make staff
aware that they should not risk of any
damage to health.
6.
7. Liaise with ACC ICT to identify ISMM 6 months prior
requirements, to include phones, servers
etc.
8. Identify most appropriate in-school ISMM 6 months prior
staff to assist with planning and form
School Action Group
9. Expand decant plan to meet ACCMM + 6 months prior
requirements of specific project, including | ISMM + SAG
notification to other users such as
Breakfast Club, Out of School Club and
Lets ec.
10. Refer to and use Risk Assessment All On-going

(attached) as appropriate




11.  Arrange survey by specialist
removal subcontractors under supervision
of ISMM (tendering where necessary)

ACCMM

5-4 months prior

12.  Consider implications of new
school including:
= new school name (see protocol,
currently draft)
* new uniform
* new stationery
* new policies, procedures, aims, ethos
* moving in/official opening ceremony
» staged entry, if necessary
» consideration of holding a ceremony
acknowledging closure of previous
school
and/or opening of new school

ISMM + HT

4 months prior

13. Identify a ‘Rubbish’ area(s) and
procedures for removal.

ISMM

12 weeks prior

14.  Meeting of Janitors, ICT, FM,
Community Group(s) and Head Teacher
to discuss priorities/responsibilities and
suitability of arrangements, including a
minute of meetings identifying tasks
allocated to specific people/services.

ISMM

12 weeks
(minimum) prior
and possibly on-
going

15.  Finalise decant plan

ACCMM

10 weeks prior

16.  Circulate agreed final decant plan
to all relevant parties including:

» Staff (Union Representatives)
» Parents

* Pupils

« ICT

* Facilities Management

« HR

*  Wider Community

* Local Police

* Public Transport Unit

ACCMM

10 weeks prior

17.  Identify and communicate with
partner and direct services affected by
the move

ACCMM

10 weeks prior

18. Amend School Travel Plan,

ISMM

10 weeks prior




including liaison with School Travel Plan
Co-ordinator and bus companies, taxi
firms etc.

19.  Update catalogue of resources,
liaising with action groups

SAG

10 weeks prior

20. Review plan regularly
(weekly/monthly)

SAG

On-going

21.  Identify/number each room in new
school and allocate them to purpose.

ACMM

10 weeks
prior

22.  Inform staff of date by which
personal items must be removed,
including clearing computer hard drives
and shared server folders

HT

10 weeks prior

23. Establish what will be provided in
the new school and what will be taken
from existing school and interim storage
area (use container in school ground if
insufficient storage space in school)

ISMM

10 weeks prior

24.  Arrange for regular removal of
rubbish.

ISMM +
ACCMM

On-going

25.  3Rs and Facilities Management to
liaise with new Facilities Management
Operator (Non-ACC) to produce working
systems, employment changes (TUPE),
staff manual and induction.

ISMM +
ACCMM

10 weeks prior

26. Prepare arrangements for
archiving of materials (history of school,
photos, press cuttings, School registers,
exam details, financial matters etc.) and
establish legal position re length of
retention

ISMM

10 weeks prior

27.  Prepare arrangements for
confidential records (PPRs confidential
pupil files etc) and paperwork to go to
new school/establishment by separate
arrangement

ISMM

10 weeks prior

28.  Arrange for disposal of confidential
waste — supply of shredder bags

ISMM +
ACCMM

10 weeks prior




29. Identify items not required in new
school/establishment which may be of
use to other schools - contacts for
disposal of useful rubbish

ISMM +
Facilities
Management

10 weeks prior

30. Liaise with Human Resources over
Job Matching/ER/VS and other conditions
of service of teaching and support staff,
including facilities. This should also
involve Service Managers and Education
officers where appropriate.

HT + ACCMM
+ HR

10 weeks prior

31.  Staff visit new school or earlier if
appropriate (e.g. new-build school)

ACMM +
ISMM

10 - 8 weeks prior

32. Make application to Scottish
Government for as many closure days as
required.

Use risk assessments to make case for
more than usual 3 days.

ISMM

8 weeks prior

33. Make list of H&S matters that
might be an issue during the whole of the
planning and moving, carrying out risk
assessments as necessary.

ISMM

8 weeks prior

34. Make arrangements for staff and
pupil induction.

HT

8 weeks prior

35.  Ensure ordering of usual day-to-
day items for the new school e.g. jotters,
pencils etc.

HT

8 weeks prior

36. Assess need for special moving
arrangements e.g. chemicals, radioactive
sources, large/weighty objects, fragile
objects

ACCMM

8 weeks prior

37. Use ICT to scan as much
information as possible from paper to
digital and consider retention of hard
copies

ISMM

8 weeks prior

38.  Arrange provision of additional
janitors or similar at the old and new
schools on the moving and unpacking

ISMM

4 -6 weeks prior




days

39.  Obtain storage boxes

ACMM +
ISMM

4 weeks prior

40. Label fragile materials. Max weight
20 Kg.

SAG

4 weeks prior

41.  Ensure the exact last date in old
school and exact first day in new school
is known and publicised

ISMM +
ACMM

4 weeks prior

42. Liaise with other relevant parties -
Service Managers, 3Rs Project Officers,
Facilities Management, Staff (Union
Representatives), Parents, Pupils, ICT,
Facilities Management, HR, Wider
Community

ISMM

4 weeks prior

43. Complete Business Continuity
Plan and forward to Operational Support
Manager (Culture & Learning). This may
be very similar to BCP of original building.

Just before

HT

4 weeks prior

44.  Notify H & S Section to arrange for
operator of facility and Health & Safety
Advisor (ACC) to carry out initial Fire Risk
Assessment

ACMM

2 weeks prior

45.  Finalise emergency evacuation
plan for the new school

HT + ISMM

2 weeks prior

46. Ensure all employees have
received or are scheduled to receive
suitable information and training in
respect of any new equipment or plant
(e.g. fire alarms, gas installation, new
machinery, LEV, computers, etc.)

ISMM

2 weeks prior

47.  Ensure suppliers/contractors of
maintenance contracts are notified of
move.

ISMM

2 weeks prior

48. Ensure all staff have visited new
school

ISMM

2 weeks prior




49. Produce and publicise plan of staff
duties on the moving day(s)

ISMM

2 weeks prior

50. Ensure staff welfare arrangements
are in place in new school (toilets,
refreshments, rest areas, first aid facilities
etc)

ISMM

2 weeks prior

51. Re-publicise emergency
evacuation plan and carry out practice
where appropriate before any other work
begins in new building (be aware some
staff may wish access to school, even
during their holidays)

ISMM

1 week prior

52.  Ensure pupils have been inducted
in arrangements for new school

HT

Last day before
move

Moving in, Unpacking and Just after

53. Hold staff meeting (all staff) to
welcome to new school, including
emergency evacuation plan and carry out
practice where appropriate, including staff
induction

ISMM

54.  Ensure all boxes get uplifted and
check nothing of value remains on
vacated site

ACCMM

55. Ensure all boxes are delivered to
correct rooms

ISMM

56.  Carry out Workplace Inspection
before allowing children in (including Care
Commission where appropriate), in line
with ACC Workplace Inspection Guidance

ISMM + HT
and H& S Rep

57. Ensure adequate time to unpack is
provided (2 days but longer only in
exceptional circumstances)

ISMM

58.
boxes

Identify holding area for empty

ISMM

59.  Ensure all packing boxes are
unpacked and made available for removal
by removal contractors. Boxes cannot be

ISMM




retained as storage boxes.

60. Remind pupils and staff of HT Day of opening for
arrangements in new building children

61. Carry out a planned emergency HT Day of opening for
evacuation, record outcome and amend children
procedure if necessary

62. Notify H & S Section to arrange ACMM 2 weeks prior
Health & Safety Advisor (ACC) to carry

out Fire Risk Assessment.

63. Assess how move has gone and ISMM ASAP

identify problems and outstanding issues,

informing appropriate staff

64. Centralise storage boxes for uplift ISMM ASAP

on agreed date

65. Arrange removal of empty boxes ISMM ASAP

Well after

66. Survey all staff (not just within ISMM 1 month after
school) on what to identify aspects which

went well and what could have been done

better

67.  Contribute to review of Protocol ISMM 1 month after

Acronym Summary
ACC - Aberdeen City Council

HT - Headteacher

ACCMM - Aberdeen City Council Removal Manager(s)

ISMM - In-School Move Manager(s)

SAG - School Action Group

ICT - Information and Communications Technology

FM - Facilities Management

HR - Human Resources




TUPE - Transfer of Undertakings (Protection of Employment) Regulations
PPR - Pupil's Progress Record

ER - Early Retirement

VS - Voluntary Severance

H&S - Health and Safety

BCP - Business Continuity Plan

LEV - Local Exhaust Ventilation
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Appendix 2 (b) gy

]
Risk scoring and rating table ABERDEEN
CiTy CoUNCIL
Severity (S)
This is the degree of harm that may be caused
1. | NIL No risk of injury or harm.
2. | LOW Causing a minor injury which would allow the person to continue
work after first aid treatment on site or at a local surgery.
3. | MEDIUM Causing injury or harm capable of keeping a person off work for

more than three days or more and reportable under Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations 1995

RIDDOR.
4. | MAJOR Causing a maijor injury reportable under RIDDOR.
HIGH Causing a death to one or more people.

Likelihood (L)

This is the likelihood that an event will occur

1. HIGHLY Only under a very rare combination of circumstances /conditions
UNLIKELY could there be any likelihood of an accident or illness.

2. UNLIKELY Possible occurrence if other factors were present the incident might
occur but the probability of this is low.

3. LIKELY The accident may happen.

4. HIGHLY LIKELY If the prevailing circumstances continue it is probable an accident
will occur.

5. NEAR CERTAIN If the work continues as it is, there is almost a 100% certainty an
accident will happen.

SEVERITY (S) x LIKELIHOOD (L) = RISK RATING (RR)



Appendix 2 (b)

The risk rating based on existing situation including control measures present at the time of
assessment can be evaluated as follows:

Potential Severity of Harm (S)

(S)x(L)=
1 2 3 4 5
Risk Rating
1
k]
v 1-4
o=
2 | 2
ER
- 5-10 Medium
12-25

Review on change of process or if circumstances change. Any small
and/or easy methods to improve should be made to ensure
continuous improvement of risk management.

Examine areas of exposure in the activity; decide timescales for
_ completion of all agreed actions and record on action plan. Provide
o= e Moderate additional monitoring of agreed controls until they are fully
implemented. Closely monitor effectiveness of new controls put in
place

Until effective interim controls are agreed and implemented, and an
action plan to permanently reduce the risk to an acceptable level has
been agreed do not recommence




