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Introduction
The Victorian School Building Authority (VSBA), a group 
of the Department of Education and Training (the 
Department), is committed to supporting Victorian 
government schools to manage their facilities 
strategically and effectively.

Well-maintained facilities enhance student wellbeing 
and learning outcomes, build community pride and 
confidence in the education profession, and create 
spaces that communities value.

A key priority for the VSBA is to provide school asset 
managers with the information, tools, and resources 
to manage their facilities confidently. The VSBA is also 
dedicated to strengthening school capability by driving 
a common understanding of best practice facilities 
management. We aim to minimise the time and effort 
schools spend on navigating and fulfilling their facilities 
management responsibilities so they can focus on the 
core business of delivering high quality education.

School Facilities Management Handbook

In support of these aims, the VSBA has developed the 
School Facilities Management Handbook.

The Handbook is a consolidated support resource 
for school principals, business managers and facility 
managers that:

• outlines the facilities management and  
minimum compliance activities for which  
schools are responsible

• provides best practice facilities management 
guidance

• summarises key actions that schools need  
to undertake, when and how

• links schools to existing Department policies  
and resources

• directs schools to Department programs and 
contacts for facilities management support

How to use the Handbook

The Handbook is intended to be a ‘go-to’ resource for 
schools when needing information on how to deal with 
a facilities issue or question.

It has multiple entry points so schools can quickly 
locate basic information and guidance relating to a 
particular aspect of facilities management. Schools 
can then access more detailed information by following 
links to relevant Department policies, resources, and 
key contacts.

The Handbook has also been designed as a companion 
resource to the VSBA’s new Asset Information 
Management System (AIMS). AIMS is a centralised  
web-based platform housing up-to-date information 
on the land and building assets for each Victorian 
government school. It provides schools with a single 
point of access to this information and tools to 
undertake their facilities management responsibilities.

The Handbook provides guidance on what facilities 
management activities should be undertaken in AIMS 
and provides links to AIMS support resources. 

Handbook review cycle

This Handbook is reviewed and updated every  
6 to 12 months, as required. 
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1.1 Strategic Management of School Assets
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1.5 Occupational Health and Safety Management System

1.6 Bricks and Mortar Professional Learning and Development
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1.1 Strategic Management of 
School Assets
Managing school assets strategically requires a future-
focused approach to asset planning, maintenance,  
and operations. 

Informed decision-making forms the basis of strategic 
asset management and involves:

• identifying short and long-term service delivery 
needs and assessing the extent to which school 
facilities can meet these

• utilising the most up-to-date information about the 
condition of school assets to prioritise and forward-
plan maintenance and repairs

• optimising budgets to sustainably invest in assets 
now and over the long term 

• understanding the school’s maintenance and 
expenditure history to anticipate asset issues  
or risks, and implementing strategies to mitigate  
or manage these

Ensuring school facilities can meet the service delivery 
needs of today, as well as respond to future demand,  
is a critical component of strategic asset management 
requiring focused planning, the considered use of 
resources, and sound risk management. 

1.2 Operating Framework for 
Asset Management 
The management of school assets is governed by an 
overarching policy framework comprising requirements 
mandated by the Victorian government, and strategies 
and policies established by the Department. 

These include:

• Asset Management Accountability Framework 
(AMAF): a whole-of-government initiative that 
details mandatory requirements and general good 
practice guidance for Victorian government agencies 
responsible for managing assets.

• The Department’s Asset Strategy (2021–2031):  
a 10-year strategy to develop and maintain a high-
performing asset base that supports improved and 
world-leading education and development outcomes.

• The Department’s Policy and Advisory Library 
(PAL): policies governing school operations and the 
management of infrastructure and facilities.

http://www.dtf.vic.gov.au/sites/default/files/2018-02/Asset-Management-Accountability-Framework.docx
http://www.dtf.vic.gov.au/sites/default/files/2018-02/Asset-Management-Accountability-Framework.docx
https://www2.education.vic.gov.au/pal
https://www2.education.vic.gov.au/pal
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1.3 School Asset Management 
Roles and Responsibilities
School asset planning and management is the shared 
responsibility of principals, school councils and the 
Department’s corporate staff.

Under the Department’s shared responsibility model, 
principals are the asset managers for their school (as 
outlined in Schedule B of the principal contract), and 
responsible for the planning and delivery of safe and 
sustainable learning environments. 

Asset management responsibilities include overseeing, 
planning, and managing the maintenance of school 
facilities, and ensuring the school site is safe and 
secure for all staff, students and visitors through the 
strategic deployment of resources provided by the 
Department and school community.

 This involves: 

• ensuring compliance with Occupational Health and 
Safety regulations and policies

• facilitating the regular inspection, testing, and 
maintenance of Essential Safety Measures

• facilitate regular inspections, testing and 
maintenance on other relevant asset management 
compliance items prescribed by the Department 

• maintaining buildings, equipment, and 
infrastructure

• responding to unexpected events impacting 
facilities

• developing and implementing School Maintenance 
Plans

• participating in the planning phases of state-
funded capital works projects 

Where a school is reliant on services provided by a third 
party, the principal is responsible for ensuring that, as 
far as practical, the service is of an acceptable quality 
and complies with the Department’s strategic direction 
and policies. 

The principal, as executive officer of the school council, 
must ensure that adequate and appropriate advice is 
provided to the school council on asset management 
and other related matters, that the decisions of the 
council are implemented, and that adequate support 
and resources are provided for the conducting of 
council meetings. 

 

Corporate staff responsibilities

The Department’s corporate staff, including the 
VSBA and regional offices, are responsible for setting 
standards, allocating funding, and managing delivery 
of relatively high-risk and high-value projects. 
These include building new schools, funding major 
maintenance activities, delivering capital works for 
existing schools, and facilitating maintenance and 
repairs that schools cannot undertake themselves  
(e.g. emergency maintenance and asbestos removal).

Importantly, corporate staff provide dedicated 
asset management support to schools and seek 
to continually improve the broader school asset 
management system. 

PAL AND OTHER RESOURCES

School Asset Management Roles and 
Responsibilities Framework

Download the School Asset Management  
Roles and Responsibilities Framework  
and share with the school council.

Key
tip

https://www2.education.vic.gov.au/pal/asset-management-roles-responsibilities-framework/advice
https://www2.education.vic.gov.au/pal/asset-management-roles-responsibilities-framework/advice
https://www2.education.vic.gov.au/pal/asset-management-roles-responsibilities-framework/advice
https://www2.education.vic.gov.au/pal/asset-management-roles-responsibilities-framework/advice
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1.4 Asset Information 
Management System 
In 2021, the VSBA launched a new Asset Information 
Management System (AIMS) to support schools and the 
Department jointly manage school facilities. 

AIMS is a centralised web-based portal housing up-
to-date information on the land and building assets 
for each Victorian government school. It provides a 
shared and single point of access to asset information 
and tools that enable schools to undertake their asset 
management responsibilities.

AIMS supports most of the facilities management and 
associated administrative activities outlined in this 
Handbook, including the management of budgets 
and the automation of payments for work orders via 
the Department’s finance system (CASES21). AIMS 
also interfaces with eduMail, enabling schools to send 
emails through AIMS and track these within the system.

AIMS has been designed to reduce the administrative 
burden and workload for school principals, business 
managers and facility managers while ensuring that 
both schools and the Department have joint access to, 
and visibility of, the most current asset information.

PAL AND OTHER RESOURCES

Asset Information Management System  
(AIMS) Advice

 
KEY CONTACTS

AIMS.Support@education.vic.gov.au

1.5 Occupational Health and 
Safety Management System
The Department has developed an Occupational 
Health and Safety Management System (OHSMS) to 
assist schools in creating and maintaining a healthy 
and safe work environment. 

The OHSMS comprises a set of plans, actions, and 
procedures to systematically manage workplace 
health and safety in line with legislative and regulatory 
requirements. The OHSMS should be implemented by 
all schools.

PAL AND OTHER RESOURCES

OHS Management System (OHSMS)  
Overview Policy

 
KEY CONTACTS

1300 074 715

safety@education.vic.gov.au

1.6 Bricks and Mortar Professional 
Learning and Development
The Victorian Academy of Teaching and Leadership 
(the Academy) delivers a professional learning and 
development program, ‘Bricks and Mortar Asset 
Management’, to equip schools with the knowledge  
and skills to strategically manage their assets.

The Bricks and Mortar program is delivered by the VSBA’s 
Technical Leadership Coaches who are experienced 
principals and facility managers with expertise in school 
asset management.

The program forms part of the Academy’s Strategic 
Management for School Leaders professional 
development suite which supports the Department’s 
commitment to lifting the organisational performance  
of schools.

PAL AND OTHER RESOURCES

Bricks and Mortar Asset Management 

Victorian Academy of Teaching and Leadership

https://www2.education.vic.gov.au/pal/asset-information-management-system/advice
https://www2.education.vic.gov.au/pal/asset-information-management-system/advice
mailto:AIMS.Support%40education.vic.gov.au?subject=
https://www2.education.vic.gov.au/pal/occupational-health-and-safety-management-system-ohsms/policy
https://www2.education.vic.gov.au/pal/occupational-health-and-safety-management-system-ohsms/policy
mailto:safety%40education.vic.gov.au?subject=
https://www.academy.vic.gov.au
https://www.academy.vic.gov.au/professional-learning/bricks-and-mortar-asset-management
https://www.academy.vic.gov.au/professional-learning/bricks-and-mortar-asset-management
https://www.academy.vic.gov.au/professional-learning/strategic-management-school-leaders
https://www.academy.vic.gov.au/professional-learning/strategic-management-school-leaders
https://www.academy.vic.gov.au/professional-learning/bricks-and-mortar-asset-management
https://www.academy.vic.gov.au
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The Department provides schools with 
resources and information to undertake 
their asset management responsibilities.  
A number of factors determine the 
resources available to schools to deliver 
services and manage the facilities that 
support these. 

2.1 Student Resource Package 
and Other Funds
Schools receive annual funding for the management 
and maintenance of school facilities through the 
Department’s Student Resource Package (SRP) for  
school infrastructure. 

SRP funding is informed by several factors including 
a school’s unique location, profile and needs with the 
number of annual student enrolments representing  
a key input into certain SRP allocations. 

An SRP Guide is published by the Department annually, 
providing a reference number for and overview of each 
SRP allocation, including how these are calculated. 

SRP funding for school infrastructure comprises the 
following allocations: 

Reference 28 
Contract Cleaning (school-managed contracts)

Reference 29 
Cross Infection Prevention Allowance  
(special and special developmental schools)

Reference 30 
Cleaning Minimum Allowance  
(school-managed contracts)

Reference 31 
Grounds Allowance

Reference 32 
Building Area Allowance  
(special and special developmental schools)*

Reference 33 
Split-site / Multi-site Allowance (multi campus schools)*

Reference 34 
Utilities*

Reference 35 
Maintenance and Minor Works

Reference 36 
Annual Contracts and Essential Safety Measures

Reference 37 
Worker’s Compensation*

* Note: Guidance on how to utilise these SRP funding allocations is not 
provided in this Handbook. Refer to the SRP Guide for information.

Not all SRP funding allocations listed above will 
be relevant for every school. However, schools are 
expected to use the SRP funding they receive to 
undertake activities for which it has been allocated. 

For expenditure coding in CASES 21 (the Department’s 
finance system), refer to the Chart of Accounts for 
Victorian Government Schools. 

School-raised funds can further supplement annual 
SRP funding provided by the Department to support 
the management and maintenance of school facilities.

Additional funding and support

Under certain circumstances, targeted funding is 
available to schools that require additional support  
to manage and maintain their facilities. 

This includes: 

• Planned Maintenance Program funding for high-
priority maintenance works [refer Section 4.3]

• Emergency Maintenance Program funding  
[refer Section 7.2]

• Safe Tree Program funding [refer Section 6.5]

• Bushfire Preparedness Vegetation Removal 
Program funding for schools on the Department’s 
Bushfire At-Risk Register [refer Section 6.1]

• Accessible Buildings Program to improve access 
for students, staff and visitors with disabilities or 
injuries [refer Section 6.4]

PAL AND OTHER RESOURCES 

Student Resource Package – Overview

Student Resource Package – School 
Infrastructure 

Chart of Accounts for Victorian Government 
Schools 

 
KEY CONTACTS

1800 641 943

studentresourcepackage@education.vic.gov.au

Department Regional Office

https://www2.education.vic.gov.au/pal/student-resource-package/resources
https://www2.education.vic.gov.au/pal/student-resource-package/resources
https://www.education.vic.gov.au/PAL/finance-manual-chart-of-accounts-for-victorian-government-schools.pdf
https://www.education.vic.gov.au/PAL/finance-manual-chart-of-accounts-for-victorian-government-schools.pdf
https://www2.education.vic.gov.au/pal/student-resource-package/policy
https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/policy
https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/policy
https://www.education.vic.gov.au/PAL/finance-manual-chart-of-accounts-for-victorian-government-schools.pdf
https://www.education.vic.gov.au/PAL/finance-manual-chart-of-accounts-for-victorian-government-schools.pdf
mailto:studentresourcepackage%40education.vic.gov.au%20?subject=
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
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2.2 Enrolments
The Department’s Enrolment Policy sets out 
requirements for entry into Victorian government 
schools, including admissions, enrolments, the 
placement of students and transfers between schools. 

School enrolments determine the amount and type of 
space a school has to deliver its programs, and inform 
how much funding a school receives to maintain its 
facilities through the Department’s annual Student 
Resource Package [refer Section 2.1].

Designated Neighbourhood Zones

Every student has the right to attend their designated 
neighbourhood government school regardless of 
capacity, that is, the number of students or teaching 
spaces a school can accommodate. 

All schools have a Designated Neighbourhood Zone 
(DNZ). DNZs for primary and secondary schools 
are published on the ‘Find my School’ website 
and individual schools can find their zone on the 
Department’s PRISM Dashboard. 

Students may apply to enrol at a school that is not 
their designated neighbourhood school. Schools should 
accept this enrolment if:

• there is sufficient accommodation at the school

• this request for enrolment aligns with the school’s 
enrolment management plan (if they have one).

Where a school is nearing capacity or there is 
insufficient accommodation at a school for all students 
who seek entry, the Department’s Placement Policy and 
its Priority Order of Placement should be followed when 
determining enrolments. 

Enrolment management

Enrolment management is critical to ensuring that all 
students can attend their designated neighbourhood 
school. To effectively manage enrolments and 
accommodation, it is important principals know the 
school’s built capacity, being the number of students 
that can be accommodated in the school’s existing 
learning spaces. Schools can access this information 
on the PRISM Dashboard under ‘Enrolment Support’.

The Department makes every effort to increase school 
capacity where required to accommodate students 
from within the school’s DNZ and respond to enrolment 
growth and demand challenges through the VSBA’s 
Relocatable Buildings Program [refer Section 6.3]. 

When allocating relocatable buildings, the VSBA 
considers several factors including projected 
enrolments and enrolment management. The 
percentage of enrolments from the local DNZ and the 
effect on, and capacity at, surrounding schools is a 
key consideration. Schools with a high percentage of 
enrolments from their local DNZ will be prioritised. 

For enrolment management advice and support, 
contact your Department Regional Office.

PAL AND OTHER RESOURCES

Enrolment Policy

Placement Policy

Capacity and Area Allocation Advice

PRISM Dashboard

Find My School Website

 
KEY CONTACTS

Department Regional Office

vsba@education.vic.gov.au

https://www2.education.vic.gov.au/pal/enrolment/policy
https://www.findmyschool.vic.gov.au/
https://www.edustar.vic.edu.au/dashboards
https://www2.education.vic.gov.au/pal/enrolment/guidance/placement-policy
https://www.edustar.vic.edu.au/dashboards
https://www2.education.vic.gov.au/pal/enrolment/policy
https://www2.education.vic.gov.au/pal/enrolment/guidance/placement-policy
https://www2.education.vic.gov.au/pal/capacity-and-area-allocation/advice
https://www.edustar.vic.edu.au/dashboards
https://www.edustar.vic.edu.au/dashboards
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
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2.3 School Facility Area Schedules
School Facility Area Schedules indicate the spaces 
required for a school to deliver its curriculum to a 
certain number of students.

The Schedules are tables that set out the number 
and type of learning spaces and area (square metres) 
required for the delivery of curricula as a function 
of school population (enrolment) and type (primary, 
secondary, special, and special developmental). For 
example, a primary school of 276–300 students is 
entitled to approximately 185m2 of library space under 
the Schedules.

The VSBA maintains a register of each school’s facilities 
area. A school’s required facilities area, as per the 
Schedules and the school’s enrolments, are key to 
calculating resource allocations, including:

• determining the size of new facilities in capital 
works projects

• allocating Student Resource Package funding for 
maintenance, annual contracts, Essential Safety 
Measures, and cleaning

• insurance

• allocating relocatable buildings

Additional or excess space

Schools may have space in addition to their allocated 
facilities area. This space is a school’s designated 
‘excess space’. Excess space attracts less government 
funding to clean and maintain. 

Schools with excess space should consider purchasing 
insurance to protect against damage or loss  
[refer Section 7.5]. In most circumstances, the 
Department is unable to provide additional funding 
to reinstate excess space if damaged, for example in 
a flood. Additionally, facilities in excess of or excluded 
from a school’s area allocation are not covered by the 
VSBA’s Make-Safe Program [refer Section 7.1].

Refer to the Department’s Insurance for Schools 
Policy for detailed information on school insurance 
arrangements and processes.

 
PAL AND OTHER RESOURCES

Capacity and Area Allocation

School Facility Area Schedules

School Facility Area Schedules and Design: 
Explanatory Brief and Design Guidelines

Insurance for Schools Policy

 
KEY CONTACTS

Department Regional Office

https://www2.education.vic.gov.au/pal/insurance/policy
https://www2.education.vic.gov.au/pal/insurance/policy
https://www2.education.vic.gov.au/pal/capacity-and-area-allocation/advice
https://edugate.eduweb.vic.gov.au/sc/sites/Infonline/Facilities Schedules/Forms/AllItems.aspx
https://edugate.eduweb.vic.gov.au/sc/sites/Infonline/Facilities Schedules/Explanatory Brief and Design Guideline_Published_201810.pdf
https://edugate.eduweb.vic.gov.au/sc/sites/Infonline/Facilities Schedules/Explanatory Brief and Design Guideline_Published_201810.pdf
https://www2.education.vic.gov.au/pal/insurance/policy
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
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2.4 School Plan and Building  
and Space Report
The Department prepares and maintains a School Plan 
(formerly SAMS Plan) and Building and Space Report 
for every school. 

School Plans are a visual representation of a school’s 
campus that show the arrangement of buildings and 
rooms, playgrounds, ovals, and other structures that 
form part of the school site. School Plans are accessible 
in AIMS and available in an interactive and printable 
CAD (computer-aided design) format.

School Plans are used for a variety of purposes. 
They serve as an input to determine a school’s built 
capacity [refer Section 2.2], support the collection of 
school condition data through the Rolling Facilities 
Evaluation [refer Section 3], and planning for facilities 
maintenance and cleaning [refer Section 4]. 

The Building and Space Report contains more 
detailed information about the school’s built-facilities, 
including the area of each space (square metres) and 
its classification in line with the School Facility Area 
Schedules [refer Section 2.3].

It is the responsibility of the school principal and/or 
their delegate to annually review their School Plan and 
advise the VSBA if their School Plan and Building and 
Space Report requires updating.

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
KEY CONTACTS

sams@education.vic.gov.au

Department Regional Office

https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
mailto:sams%40education.vic.gov.au?subject=
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
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Regularly collecting and understanding 
information about the condition of  
school buildings and grounds is key to 
effectively managing school facilities, 
enabling schools to prioritise and plan 
maintenance activities, and make 
decisions about how best to utilise their 
Student Resource Package.

3.1 Rolling Facilities Evaluation 
(Visual and Specialist 
Assessments)
Every five years, each Victorian government school 
receives a condition assessment through the VSBA’s 
Rolling Facilities Evaluation (RFE) program, with 
approximately 300 schools assessed each year. The VSBA 
engages an independent assessor to deliver all school 
condition assessments, ensuring a consistent approach 
to data collection for each school. 

The RFE visual assessment identifies issues 
impacting school buildings and grounds, and makes 
recommendations on how to prioritise and address 
these. The RFE visual assessment excludes the testing 
of equipment and building services, the assessment of 
underground infrastructure, furniture, and areas of the 
school where construction works are in progress.

The VSBA may engage a qualified specialist to further 
investigate an issue when the cause and extent cannot 
be determined visually. This is known as a Specialist 
Assessment. RFE Specialist Assessments are generally 
undertaken by roof plumbers, structural engineers, and 
pest inspectors.

Condition Assessment Report

Information collected through the RFE’s visual 
assessment and Specialist Assessments is provided 
to schools in a Condition Assessment Report (CAR) 
accessible in AIMS.

The CAR outlines:

• the school’s condition rating

• the school’s condition issues known as ‘defects’  
and accompanying photos

• a priority rating indicating when the defect should  
be addressed (e.g. Priority 1: within six-months; 
Priority 2: within 12-months)

• the scope of maintenance works required to address 
the defect (e.g. clean blockages, replace light fitting, 
patch or re-paint)

• recommended tradespeople to address the defect  
(e.g. electrician, plumber)

Accepting Condition Assessment Report 

Schools should review and accept their CAR within ten 
business days of receipt. This will minimise delays in 
establishing agreement on the RFE findings so that 
recommendations can be actioned in a timely way.

If a school disagrees with or has concerns about their 
condition assessment findings, they can provide feedback 
to the VSBA through AIMS. The VSBA will discuss school 
feedback with the RFE independent assessor and seek to 
resolve or further clarify the matter. Schools can initiate 
a dispute resolution process which may involve review of 
the findings by an independent reviewer. 

The RFE independent assessor will contact 
you to schedule the condition assessment and 
provide advice on how to prepare. 

Make sure you’re available on the day of the 
assessment to point out any facility issues that 
may not be easily visible e.g. leaking downpipes.

Key
tip
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Using school condition information

School condition information:

• is populated and itemised in AIMS 

• is used to develop a five-year School Maintenance 
Plan in AIMS [refer Section 4.2]

• informs Planned Maintenance Program funding 
to support schools to address high priority defects 
requiring attention within 12-months of the RFE 
(Priority 1 and 2) [refer Section 4.3]

• supports a needs-based approach to government 
infrastructure planning and investment decisions

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES

School Maintenance Plans and Rolling Facilities 
Evaluation Policy

 
KEY CONTACTS

03 7022 2221

rfeproject@education.vic.gov.au

3.2 Rolling Facilities Evaluation 
for schools on the Bushfire  
At-Risk Register (Bushfire Attack 
Level and Shelter-in-Place 
Assessments)
In addition to the RFE visual condition assessment  
[refer Section 3.1], schools identified on the Department’s 
Bushfire At-Risk Register (BARR) will receive a review 
of their Bushfire Attack Level and a Shelter-in-Place 
assessment as part of the RFE program.

The RFE Shelter-in-Place component of the program 
ensures that all schools on the BARR receive regular and 
consistent assessments to determine the bushfire risk 
level of the school and improve the ember resistance 
of designated Shelters-in-Place, which are intended 
to provide a place of last resort in an emergency while 
waiting for emergency services to arrive.

Shelters-in-Place are assessed against a set of guidelines 
aimed at maximising ember resistance. Schools are 
provided with a report, in conjunction with their RFE 
Condition Assessment Report [refer Section 3.1], outlining 
any rectification or maintenance works that need to 
be undertaken to ensure their Shelter-in-Place meets 
these guidelines. This information is also populated in 
AIMS and incorporated into a school’s five-year School 
Maintenance Plan [refer Section 4.2].

Given the technical nature of some Shelter-in-Place 
works and their high priority, the VSBA centrally delivers 
identified works as part of the Planned Maintenance 
Program [refer Section 4.3]. 

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES

School Maintenance Plans and Rolling Facilities 
Evaluation Policy 

Bushfire At-Risk Register

Shelter-in-Place Buildings Policy 

Planned Maintenance Program – Shelter-in-Place 
Projects Guidance

 
KEY CONTACTS

03 7022 2221

rfeproject@education.vic.gov.au

Department Regional Office

https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/school-maintenance-plans-rfe/policy
https://www2.education.vic.gov.au/pal/school-maintenance-plans-rfe/policy
mailto:rfeproject%40education.vic.gov.au?subject=
https://www.education.vic.gov.au/about/programs/health/Pages/bushfirerisk.aspx
https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/school-maintenance-plans-rfe/policy
https://www2.education.vic.gov.au/pal/school-maintenance-plans-rfe/policy
https://www.education.vic.gov.au/about/programs/health/Pages/bushfirerisk.aspx
https://www2.education.vic.gov.au/pal/shelter-place-buildings/policy
https://www2.education.vic.gov.au/pal/planned-maintenance-program/guidance/shelter-place-sip-projects
https://www2.education.vic.gov.au/pal/planned-maintenance-program/guidance/shelter-place-sip-projects
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
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The Department’s Buildings and Grounds Maintenance and Compliance Policy outlines 
key considerations and requirements for maintaining school buildings and grounds, 
including the requirement to comply with mandatory obligations.

Regular maintenance ensures a safe, secure, and functional environment for school 
students, staff and visitors. When undertaken in a planned way, it reduces the likelihood 
of unforeseen issues and asset failures, the need for extensive and costly repairs,  
and allows schools to effectively prioritise and manage their budget.

4.1 Key Principles of Asset Maintenance

A best practice approach to asset maintenance incorporates the following principles and practices.

1

Routinely inspect and maintain school facilities 

Undertake simple, small-scale maintenance tasks regularly to prevent wear and tear and support the upkeep  
of school buildings and grounds (e.g. seasonal gutter clearing, regular roof inspections to check for leaks).

2

Identify and manage asset hazards 
Anticipate hazards that may impact the condition or performance of your assets.

These include issues that have the potential to create additional maintenance requirements, worsen existing 
facility issues, or impact asset performance and availability (e.g. vandalism, pest infestations, dampness).

3

Systematically address issues impacting the condition of facilities 
Use condition assessment information to prioritise, sequence and forward-plan condition-based maintenance. 

This will ensure that issues with the greatest potential to impact asset performance are quickly rectified, and the 
root cause of an issue is addressed before the symptoms (e.g. repair a roof leak before replacing water-stained 
ceiling panels).

4

Effectively plan and manage your maintenance budget
Direct funding to where it’s needed most by understanding your immediate maintenance priorities while 
ensuring you have sufficient budget for routine maintenance.

Set aside contingency funds to ensure you can respond to unforeseen or unplanned maintenance issues  
(e.g. broken windows, damage from weather events). 

Achieve efficiencies by packaging similar maintenance tasks or those requiring the same trade to achieve 
better value from contractors and extend your maintenance budget.

https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
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3

2

1

3

2

1

Fa
cilities

Cosmetic painting
Internal and joinery works

Priority

Structural issues

Water tightness of buildings
Leaking roofs
Windows
Rising damp

School-identified maintenance 

Condition issues (or defects) identified by the school, 
between or outside the scope of RFE condition 
assessments, should be added to AIMS as condition-
based maintenance and actioned as part of the SMP. 

When determining how to prioritise these, use the 
Department’s Maintenance Priority Pyramid below 
as a guide. Items at the base of the pyramid have 
the greatest potential to affect the performance of 
assets, create a health or safety risk, and lead to costly 
repairs if ignored. These should be prioritised over 
maintenance works to address more cosmetic issues, 
such as those listed at the top of the pyramid.

Occupational Health and Safety risks should continue 
to be managed through the Department’s  
OHS Management System [refer Section 1.5].

4.2 Building a Five-Year School 
Maintenance Plan
The School Maintenance Plan (SMP) supports schools 
to implement and apply best practice principles when 
maintaining their facilities through development of a 
five-year program of maintenance.

Schools are required to develop their SMP in AIMS 
following the Rolling Facilities Evaluation (RFE) and 
acceptance of their Condition Assessment Report  
[refer Section 3], and submit the SMP to the VSBA  
for endorsement. 

Developing the School Maintenance Plan

The VSBA supports schools to develop their SMP in 
AIMS through training workshops and the provision 
of targeted and ongoing support. Outlined below are 
key actions that schools must undertake to develop 
their SMP and guidance on how to effectively build its 
various components.

Record asset hazards and mitigation strategies

AIMS houses a list of common hazards that have the 
potential to impact the condition or performance of 
school facilities. Schools should identify and select 
those that are applicable to their school site, record the 
nature and level of risk associated with the hazard, and 
actions to effectively mitigate these.

Review your school’s maintenance and expenditure 
history to identify real or potential asset hazards and 
develop appropriate mitigation strategies. Routine 
maintenance tasks [refer overpage] can effectively 
mitigate a majority of asset hazards, while others may 
require a more targeted mitigation approach.

Schedule condition-based maintenance

Maintenance to rectify issues (known as defects) 
impacting the condition of school buildings and 
grounds is defined as ‘condition-based maintenance’.

AIMS is populated with condition information 
collected by the RFE [refer Section 3] and cost 
estimates for recommended maintenance works to 
address identified defects. Schools should schedule 
maintenance tasks to address these defects over 
a five-year period, both in the order of priority and 
sequence recommended by the RFE. In some instances, 
schools may reprioritise or defer condition-based 
maintenance tasks to meet their operational needs and 
effectively manage their maintenance budget. 

Priority Site infra
structure

Playing fields 
Fencing
Shade and shelter

Asphalted areas
Paths
Retaining walls 
Lighting

Electrical
Water supply
Sewerage
Stormwater
Flood
Gas

3

2

1

https://www.education.vic.gov.au/hrweb/safetyhw/Pages/ohsmgtsystem.aspx
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Develop a program of routine maintenance

Routine maintenance involves regularly undertaking 
small-scale maintenance activities to prevent wear and 
tear and support the upkeep of school buildings and 
grounds.

AIMS is populated with mandatory and recommended 
routine maintenance tasks that should be routinely 
scheduled over a five-year period. 

Schools have the flexibility to tailor routine 
maintenance tasks to their site and add additional 
tasks to support their unique operating environment. 

Some building services require regular inspection and 
testing in line with a school’s compliance obligations, 
including Annual Contracts and Essential Safety 
Measures [refer Section 5]. Maintenance arising from 
services inspections should be recorded and actioned 
in AIMS as condition-based maintenance.

Mandatory routine maintenance tasks include:

• Seasonal gutter clearing

• Regularly inspecting roofs for leaks

• Removing debris from stormwater pits

•  Inspecting building structures and foundations

•  Inspecting external paths, carparks  
and retaining walls

• Pest control

Key
tip

Allocate maintenance funding over five-years

AIMS links to the Department’s finance system 
(CASES21) and supports schools to forward-plan and 
allocate actual and indicative maintenance funding 
over five-years. This includes current and estimated 
Student Resource Package (SRP) allocations for 
Maintenance (SRP Guide Reference 35), Grounds 
Allowance (SRP Guide Reference 31), and existing funds 
raised by the school [refer Section 2.1].

AIMS automatically calculates the amount of available 
maintenance funding that schools should allocate to 
different maintenance tasks as follows:

• 50% to condition-based maintenance

• 30% to routine maintenance

• 20% contingency for unplanned maintenance

This funding distribution model reflects best practice 
and supports schools to effectively plan and manage 
their maintenance budget over five-years. Schools 
have the flexibility to redistribute maintenance funding 
to meet their operational needs and increase routine 
maintenance funding allocations as condition-based 
maintenance tasks are completed over time.

Endorsement and implementation

All schools are required to submit their five-year 
SMP to the VSBA for endorsement following their 
training workshop. Schools submit their SMP via 
AIMS once all components have been developed. 
Prior to endorsement, the VSBA reviews the SMP to 
ensure it can be effectively implemented and that 
it demonstrates a clear understanding of the key 
principles of asset maintenance [refer Section 4.1]. 

Schools are supported to make any adjustments 
recommended by the VSBA as part of the review  
and endorsement process. 

In implementing the SMP, schools should regularly 
review and update their maintenance schedules, 
budgets, asset hazard records, and closely manage 
their contractors in AIMS [refer Section 10.2]. At a 
minimum, the SMP should be reviewed and updated 
monthly in line with best practice, and at the end of 
each calendar year to support maintenance planning 
for the upcoming year. 

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES

School Maintenance Plans and Rolling Facilities 
Evaluation Policy

 
KEY CONTACTS

03 7022 2212 
maintenance.plan@education.vic.gov.au

Department Regional Office

https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/guidance/maintenance-reference-35
https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/guidance/grounds-allowance-reference-31
https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/school-maintenance-plans-rfe/policy
https://www2.education.vic.gov.au/pal/school-maintenance-plans-rfe/policy
mailto:maintenance.plan%40education.vic.gov.au?subject=
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
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4.3 Planned Maintenance Program
The VSBA’s Planned Maintenance Program (PMP) 
provides targeted funding for schools to maintain  
their facilities.

In the majority of cases, the PMP provides funding to 
address high priority items identified by the Rolling 
Facilities Evaluation (RFE) [refer Section 3], including:

• RFE Visual Condition Assessments:  
Priority 1 and Priority 2 defects 

• RFE Specialist Assessments:  
Priority 1 and Priority 2 defects 

• RFE Shelter-in-Place Assessments:  
Priority 1 and Priority 2 defects  

Principals are notified if their school is to receive 
PMP funding and must use this funding to rectify RFE 
defects by undertaking necessary maintenance works. 

Depending on total project value, PMP projects may  
be led by the school or the VSBA as follows:

• Projects valued up to $50,000 are school led: 
schools are responsible for organising and 
managing maintenance works using AIMS and  
their School Maintenance Plan [refer Section 4.2]. 

• Projects valued between $50,001 and $200,000: 
schools have the option of organising and 
managing maintenance works or requesting  
the VSBA lead works on their behalf. 

• Projects valued at more than $200,000:  
are led by the VSBA and a project manager  
is assigned to work with the school.

• Shelter-in-Place outcomes:  
are led by the VSBA given the technical nature  
of the maintenance works. 

When leading and managing maintenance works, 
schools must adhere to the Department’s school 
procurement policies and procedures [refer Section 9].

 
FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES

Planned Maintenance Program Policy

 
KEY CONTACTS

03 7022 2970

Department Regional Office

 
School-led projects (<$50,000):

amp.coordinator@education.vic.gov.au

 
VSBA-led works:

vsba.maintenance.unit@education.vic.gov.au

https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/planned-maintenance-program/policy
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
mailto:amp.coordinator%40education.vic.gov.au?subject=
mailto:vsba.maintenance.unit%40education.vic.gov.au?subject=
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4.4 Cleaning School Facilities
Cleaning arrangements are different for metropolitan 
and regional schools. However, all principals are 
responsible for ensuring the school environment is 
cleaned to the appropriate standard.

Metropolitan schools

Each metropolitan Melbourne school sits within one of 
eight cleaning areas. Each cleaning area is serviced by 
a single service provider under a contract administered 
by the Department. 

The contract establishes consistent cleaning services 
across all Melbourne metropolitan schools, while 
allowing schools the flexibility to tailor their services 
through a Cleaning Services Plan. Metropolitan school 
principals must develop an agreed Cleaning Services 
Plan with the Department’s contracted service provider.

Funding

Metropolitan schools do not receive a cleaning funding 
allocation through their Student Resource Package 
(SRP) [refer Section 2.1] as cleaning services are 
funded directly by the Department. Any additional 
cleaning services to address requirements beyond 
those administered by the Department can be 
procured by the school at their own cost, in line with 
the Department’s school procurement policies and 
procedures [refer Section 9]. 

Issues management and emergency cleaning

Schools should use the Cleaning Services Plan to raise 
and discuss issues with their cleaning contractor or the 
area supervisor/manager in the first instance. Frequent 
or unresolved issues can be logged in AIMS for formal 
review and rectification. 

Each school is entitled to a set number of emergency 
cleans each term, as outlined in their Cleaning Services 
Plan, based on school type and size. Examples include 
clean-ups to address blocked toilets, vomit in a 
classroom, or offensive graffiti. Schools should contact 
their cleaning contractor to request an emergency 
clean. However, emergency cleaning requests that 
exceed the school’s quota should be managed by 
generating a work order in AIMS.

Metropolitan schools: the service provider will 
review the Cleaning Services Plan with the school 
in the last four weeks of every term, as well as 
annually, and update the Plan as required.

Key
tip
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Regional schools
Regional schools are responsible for engaging cleaning 
service providers which have been approved by the 
Department and listed on its School Cleaning Panel.

Regional school councils are responsible for entering a 
School Council Agreement for the Provision of Cleaning 
Services (School Council Agreement) with the service 
provider which establishes the cleaners’ responsibilities 
and duties. Regional school principals are responsible 
for managing the performance of their contractors 
against the School Council Agreement and reviewing 
and updating their cleaning contracts.

When procuring cleaning services, regional schools 
must follow the Department’s school procurement 
policies and procedures [refer Section 9]. 

Regional schools are required to use AIMS to develop 
and manage their cleaning arrangements. 

This includes:

• accessing and engaging approved School Cleaning 
Panel service providers

• downloading the School Council Agreement 
template and storing the completed agreement  
in AIMS

• recording contract details including dates, cleaning 
schedules and costings 

• contract management including extensions, 
variations and terminations

Funding

Regional schools’ funding for contract cleaning is 
included in the SRP (SRP Guide Reference 28)  
[refer Section 2.1] based on normal and low-use areas, 
as determined by cleanable spaces identified in each 
school’s facilities schedule. Funds are only allocated as 
cash and paid via the quarterly cash grant.

Issues management and emergency cleaning 

Schools can raise and resolve any cleaning issues or 
concerns directly with their contracted cleaner. 

COVID-19 

For advice, guidance and support with managing and 
responding to Covid-19 in Victorian schools, see the 
Covid-19 - School Operations advice page.

  
 

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES

Cleaning Policy

Covid-19 - School Operations

KEY CONTACTS

Metropolitan schools:

cleaning@education.vic.gov.au

1300 842 754

 
Regional schools:

regional.cleaning@education.vic.gov.au

1300 415 453

 
Department Regional Office

Regional schools: contact the VSBA at  
regional.cleaning@education.vic.gov.au  
or 1300 415 453 if you are unable to source  
an approved service provider from the  
School Cleaning Panel.

Key
tip

https://edugate.eduweb.vic.gov.au/sites/intranet/Services/Legal-Services/Pages/Contract-Templates.aspx
https://edugate.eduweb.vic.gov.au/sites/intranet/Services/Legal-Services/Pages/Contract-Templates.aspx
https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/guidance/contract-cleaning-reference-28
https://www2.education.vic.gov.au/pal/covid-19-school-operations/advice
https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/cleaning/policy
https://www2.education.vic.gov.au/pal/covid-19-school-operations/advice
mailto:cleaning%40education.vic.gov.au?subject=
mailto:regional.cleaning%40education.vic.gov.au?subject=
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
mailto:regional.cleaning%40education.vic.gov.au?subject=
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4.5 Environmental Sustainability
Sustainable facilities can reduce the environmental 
impact and long-term operating costs of running 
a school while helping to reduce Victoria’s net 
greenhouse gas emissions.

When managing and maintaining facilities, schools are 
encouraged to:

• consider environmentally sustainable design 
principles when planning, designing, and 
constructing school-funded facilities

• regularly check utility bills to ensure water or 
energy wastage is not occurring

• ensure waste collection agreements reflect the 
amount of waste being collected 

• raise awareness amongst school leaders, teachers, 
students and the community about sustainable 
design and operation of buildings 

• employ sustainable principles in purchasing goods 
and services and consider environmental impact 
when assessing value for money 

• take a whole-of-life approach to assessing the 
environmental impacts of goods and services and 
encourage suppliers to meet high standards of 
environmental performance

• reduce energy and water consumption by initiating 
energy audits and commissioning energy  
efficiency upgrades

• install renewable energy systems such as solar 
panels and wind turbines [refer Section 6.2]

• participate in Victorian government programs 
that support schools to sustainably manage their 
facilities (such as ResourceSmart Schools and 
Schools Water Efficiency Program)

The Department’s Sustainable Facilities Policy and 
associated resources provides further information on 
how schools can implement these strategies. 

 
PAL AND OTHER RESOURCES

Sustainable Facilities Policy

 
KEY CONTACTS

1800 896 950

greener.schools@education.vic.gov.au

https://www.sustainability.vic.gov.au/schools
https://www.myswep.com.au/
https://www2.education.vic.gov.au/pal/sustainable-facilities/policy
https://www2.education.vic.gov.au/pal/sustainable-facilities/policy
mailto:greener.schools%40education.vic.gov.au?subject=
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5.3 Asbestos-Containing Material
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Ensuring that school facilities are compliant 
with relevant legislation and regulations is a 
critical aspect of facilities management and 
the responsibility of school principals and/or  
their delegate.

The Department supports schools in 
discharging their compliance obligations 
through its Buildings and Grounds 
Maintenance and Compliance Policy, which 
outlines the activities schools and the 
Department must undertake to effectively 
identify, manage and monitor compliance. 

5.1 Essential Safety Measures 
Essential Safety Measures (ESM) are fire and life safety 
items installed or constructed in a building. These 
include fire services such as sprinklers, fire doors,  
fire-rated structures, and other building elements  
such as paths of travel to exits.

The Building Regulations 2018 (Vic) requires regular 
ESM inspections, testing, maintenance and appropriate 
records of these activities. The Department provides 
schools with funding to undertake ESM activities 
through the Student Resource Package (SRP)  
(SRP Guide Reference 36) [refer Section 2.1]. 

The activities that schools must undertake are set 
out in the Essential Safety Measures in Victorian 
Government Schools Compliance and Guidance 
Framework and the School Asset Management Roles 
and Responsibilities Framework [refer Section 1.3]. 

A summary of the key ESM compliance activities is 
outlined below.

Identify ESM items on the school site

An ESM Maintenance Schedule which lists testing, 
inspection, and routine maintenance requirements for 
all ESM items on site is available in AIMS and should be 
reviewed annually. Work orders based on the school’s 
unique ESM Schedule are generated by AIMS.

The ESM Schedule must be updated by a qualified 
building surveyor with each significant structural change 
to school buildings in line with the Occupancy Permit (or 
Certificate of Final Inspection) issued for the building.

When changes are made to a school’s ESM Schedule, the 
school must upload a copy of the amended ESM Schedule 
or new Occupancy Permit to AIMS (as an attachment) for 
VSBA records. The VSBA will then update the school’s ESM 
Schedule in AIMS and the associated work orders. 

Manage ESM requirements

1. Ensure qualified and competent persons are 
engaged to undertake ESM related activities 

For example, engage an electrician to inspect and 
test emergency lighting and exits signs, or a fire 
services contractor to inspect and test portable 
fire extinguishers and hose reels.

Schedule and manage all ESM related activities  
in AIMS.

2.  Maintain records

Ensure ESM inspections, testing and maintenance 
activities are recorded in AIMS. 

All ESM documentation must be retained by the 
school for at least 10 years. 

3. Develop an Annual ESM Report (AESMR)

Engage an ESM Panel service provider to 
audit records of ESM inspections, testing and 
maintenance against the ESM Schedule and 
prepare the AESMR.  

4. Submit the AESMR to the VSBA

Schools must upload their AESMR to AIMS. 

AIMS issues reminders for schools to complete the 
AESMR every 12 months. This will be based on the 
anniversary date of the last completed works or at 
the latest 30 June.

In some situations where a school has insufficient funds 
for critical repairs costing $5000 or more, the school 
may apply for assistance through the Emergency 
Maintenance Program [refer Section 7.2].

Monitor compliance with ESM requirements

The VSBA monitors schools’ AESMR to ensure compliance 
with legal obligations. 

If a school uses a service provider that is not on the ESM 
Panel, the VSBA will undertake a spot-audit of the AESMR 
to ensure the report meets an adequate standard. 

The VSBA and Department Regional Office will contact 
any school failing to lodge an AESMR and provide support 
to ensure school compliance with ESM requirements.

https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www.legislation.vic.gov.au/in-force/statutory-rules/building-regulations-2018/008
https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/guidance/annual-contracts-and-essential
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/esm-program-framework.docx
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/esm-program-framework.docx
https://www2.education.vic.gov.au/pal/asset-management-roles-responsibilities-framework/advice
https://www2.education.vic.gov.au/pal/asset-management-roles-responsibilities-framework/advice


VSBA – School Facilities Management Handbook28

Essential Safety Measures Panel 

ESM Panel service providers can be located in the  
AIMS contractor list [refer Section 10.2].

The scope of ESM Panel services and guidance on 
engaging ESM Panel service providers is outlined in  
the Essential Safety Measures Panel Use Guidelines. 

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES

Essential Safety Measures Policy

Essential Safety Measures in  
Victorian Government Schools Compliance  
and Guidance Framework 

Essential Safety Measures Panel Use Guidelines

Buildings and Grounds Maintenance 
and Compliance Policy

 
KEY CONTACTS

03 7022 0075

essential.safety.measures@education.vic.gov.au

5.2 Annual Contracts (including gas 
heaters and private drinking water)
Schools are required to annually service, inspect and 
test school building services and equipment in line 
with relevant legislation and regulations to protect the 
health and wellbeing of building occupants.

Schools are provided with funding to undertake these 
activities, known as Annual Contracts, through the 
Student Resource Package (SRP) (SRP Guide Reference 
36) [refer Section 2.1]. Any repairs or maintenance 
identified through annual servicing, inspections or 
testing should be funded using the school’s SRP 
allocation for Maintenance (SRP Guide Reference 35) 
[refer Section 2.1]. 

Schools should engage suitable, qualified contractors 
to undertake Annual Contract activities and plan, 
schedule and manage these in AIMS. Any required 
maintenance or repair works should be recorded in 
AIMS and incorporated in the School Maintenance Plan 
as condition-based maintenance [refer Section 4.2].  
Annual servicing, inspections and testing should be 
undertaken for:

• hygiene requirements, including sanitary bins, 
nappy bins, and sharps containers

• onsite wastewater management systems

• private drinking water

• lifts (if required)

• termites

• heaters, including Type A and Type B gas 
appliances

• air conditioning

• vertical school systems such as centralised 
heating, ventilation, and air conditioning systems

Know which annual contracts affect your school site 
and plan activities at the beginning of each year.

Key
tip

https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/esm-paneluse-guidelines.docx
https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/essential-safety-measures/policy
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/esm-program-framework.docx
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/esm-program-framework.docx
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/esm-program-framework.docx
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/esm-paneluse-guidelines.docx
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
mailto:essential.safety.measures%40education.vic.gov.au?subject=
https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/guidance/annual-contracts-and-essential
https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/guidance/annual-contracts-and-essential
https://www2.education.vic.gov.au/pal/student-resource-package-srp-school-infrastructure/guidance/maintenance-reference-35
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Additional considerations for gas 
heater management
To appropriately manage risks associated with gas 
heaters, schools must follow the Department’s  
Gas Heater Management Policy. This policy aligns 
with gas heater safety recommendations established 
by Energy Safe Victoria (the independent regulator 
responsible for electricity and gas safety in Victoria),  
and the Victorian Building Authority.

AIMS will support schools and the Department to identify, 
manage and monitor compliance activities relating to 
gas heater management. 

A summary of key compliance activities is outlined below.

Identify the type of gas heaters installed at the school

Schools should identify all gas heaters installed on the 
school site, including whether they are ‘Type A’ or ‘Type B’ 
gas appliances, and create a Schools Gas Heater Register 
in AIMS. 

Examples of Type A gas appliances typically include 
instant hot water systems, open flued gas space heaters 
and ducted heating systems. Boiler heating, such as a 
boiler in a Plant Room, is an example of a Type B gas 
appliance. Schools can refer to Energy Safe Victoria’s 
website for Type A and Type B appliance definitions.

AIMS will request the following information for each gas 
heater installed at the school: 

• building and room location of gas heater

• make and model of gas heater

• year of installation

• date of manufacture

• serial number

• appliance condition

• fluing system condition

• declared Status (Operational/Non-operational/Unsafe)

• room ventilation

• date of last service

• copies of service reports and compliance certificates

This information is contained in service reports issued by 
a qualified gas plumber after a gas heater is inspected, 
serviced and cleaned. The register should be updated 
after each scheduled inspection. 

AIMS will issue schools with a request to update the 
register regularly to ensure gas heater information  
is kept up to date.

https://www2.education.vic.gov.au/pal/gas-heater-management/policy
https://esv.vic.gov.au/
https://www.vba.vic.gov.au/
https://esv.vic.gov.au/technical-information/gas-appliances-and-equipment/type-a-and-type-b-appliance-definitions/#:~:text=Type%20A%20appliances,been%20accepted%20under%20section%2069.
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Manage the inspection and maintenance  
of gas heaters

Schools must ensure that gas heaters are inspected, 
serviced and cleaned by a qualified gas plumber at least 
once every two years (Type A gas appliances) or annually 
(Type B gas appliances). A current Victorian Building 
Authority Plumbing License will indicate whether or not 
the gas plumber is licensed to work on Type A and/or Type 
B gas appliances. More information can be found on the 
Energy Safe Victoria website. 

When having gas heaters serviced and inspected, 
schools must instruct their gas plumber to inspect for any 
appliances that are subject to an Energy Safe Victoria 
safety alert or recall. The current list of appliances can be 
found on the Energy Safe Victoria website.

If for any reason a gas plumber is unable to make a gas 
installation safe, they are required to notify the school, 
Energy Safe Victoria and the gas supplier without delay. 
Energy Safe Victoria will work with both the school and 
gas supplier to make the installation safe, and the school 
principal will need to notify the VSBA for assistance.

If the cost of the rectification work on a single heater is 
$750 or greater, the gas plumber must lodge a Statement 
of Compliance (schedule 11) with the Victorian Building 
Authority and provide a copy of this statement to  
the principal. 

Schools must request and retain service reports, invoices, 
and any issued Statements of Compliance and upload 
these to AIMS. 

Schools that have insufficient funds for critical gas heater 
repairs costing $5000 or more may apply for assistance 
through the Emergency Maintenance Program  
[refer Section 7.2].

Monitor compliance with mandatory gas heater 
maintenance requirements

The VSBA will monitor school compliance with the 
mandatory gas heater maintenance requirements 
using information and reports uploaded to AIMS.

Schools should refer to the Energy Safe Victoria website 
and the Department’s Gas Heater Management Policy 
for more comprehensive information on gas heater 
safety and management. 

Gas heaters that have not been serviced for more 
than two years (or one year for Type B gas heaters), 
or have been declared unsafe for use by Energy 
Safe Victoria must have clear signage stating:

‘Do not use this heater. It has not been serviced and 
is not safe to use’

Key
tip

https://esv.vic.gov.au/safety-education/choosing-and-using-a-tradesperson/plumbers-and-gasfitters/
https://esv.vic.gov.au/technical-information/safety-alerts-and-product-recalls/
https://esv.vic.gov.au/technical-information/gas-installations-and-approvals/complex-gas-applications-and-compliance-certificates/#:~:text=On%20completion%20of%20work%2C%20the,be%20supplied%20to%20the%20premises.
https://esv.vic.gov.au/technical-information/gas-installations-and-approvals/complex-gas-applications-and-compliance-certificates/#:~:text=On%20completion%20of%20work%2C%20the,be%20supplied%20to%20the%20premises.
https://esv.vic.gov.au/
https://www2.education.vic.gov.au/pal/gas-heater-management/policy
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Additional considerations for private 
drinking water supply

Schools must manage the health and safety risks 
associated with private drinking water supplies in line 
with the Department’s Water - Private Drinking Water 
Policy. 

Schools that rely on private drinking water supplies, 
such as water from rainwater tanks, bores (groundwater) 
or carted water, are legally responsible for managing and 
maintaining their water supply to ensure it is safe to drink.

AIMS will support schools and the Department to identify, 
manage and monitor compliance activities relating to 
private drinking water supplies. 

A summary of key compliance activities is outlined below.

Identify private drinking water supply systems on 
the school site

Schools must identify and document all components of 
the water supply system on the premises by creating a 
Private Drinking Water Supply Management Plan using 
the Department’s template. This plan also identifies all 
regular maintenance and inspection activities required 
to ensure the system remains operational and in good 
condition.

The Private Drinking Water Supply Management Plan 
template and guidance on how to complete the plan are 
available via the Water - Private Drinking Water Policy. 

Schools are required to upload their completed Private 
Drinking Water Supply Management Plan into the ‘school 
documents’ section of AIMS.

Manage the inspection and maintenance of private 
drinking water supply systems

Schools must undertake regular inspection, 
maintenance, water testing and treatment activities 
documented in their Private Drinking Water Supply 
Management Plan and take action to rectify any faults 
or issues identified during regular inspection or use of 
the water system.

The Private Drinking Water Supply Management 
Plan must be reviewed annually by completing 
corresponding work orders in AIMS.

Schools must ensure system inspections, water 
quality testing results and maintenance activities are 
documented and recorded in AIMS, with records kept 
for at least 2 years. 

Schools with a private drinking water supply are also 
required to develop a contingency plan for when the 
usual supply is unavailable or unfit for use.

Monitor compliance with mandatory private 
drinking water supply requirements

The VSBA will monitor school compliance with the 
mandatory private drinking water management 
requirements using the information and reports 
uploaded to AIMS. 
 
Schools needing emergency drinking water (for 
example, due to a failed or contaminated private 
drinking water supply), can contact the VSBA’s 
Make-Safe service provider on 1300 133 468  
[refer Section 7.1]. 
 
Schools should refer to the Department’s  
Water - Private Drinking Water Policy for more 
comprehensive information on private drinking water 
supply safety and management.

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES

Buildings and Grounds Maintenance and 
Compliance Policy

Gas Heater Management Policy 

Water - Private Drinking Water Policy

Make-Safe Guidelines

 
KEY CONTACTS

03 7022 5800

vsba.annual.contracts@education.vic.gov.au 

Make-Safe 24hr Hotline: 1300 133 468

https://www2.education.vic.gov.au/pal/rainwater-tanks/policy
https://www2.education.vic.gov.au/pal/rainwater-tanks/policy
https://www2.education.vic.gov.au/pal/rainwater-tanks/policy
https://www2.education.vic.gov.au/pal/rainwater-tanks/policy
https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/gas-heater-management/policy
https://www2.education.vic.gov.au/pal/rainwater-tanks/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/guidance/make-safe-guidelines
mailto:vsba.annual.contracts%40education.vic.gov.au?subject=
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5.3 Asbestos-Containing Material
The Department commissions visual audits of all 
Victorian government school sites every five years to 
identify Asbestos Containing Material (ACM), the results 
of which can be found in each school’s dynamic Division 
5 Audit Report available in AIMS. This is maintained and 
updated as required by the VSBA.

Division 5 audits are required of all schools, including 
new builds, under the Occupational Health and Safety 
Regulations 2017. Division 5 audits assess both fixed and 
portable structures present on the school site. Examples 
include permanent and relocatable buildings, soil, safes 
and filing cabinets. 

The Department’s Asbestos Management Policy outlines 
school obligations relating to asbestos management, 
including regulatory and Department requirements. 

A summary of activities schools must undertake to 
control risks associated with ACM is outlined below.

Maintain an Asbestos Register

The Asbestos Register outlines known ACM on site based 
on the current Division 5 Audit Report. The Asbestos 
Register is maintained by the VSBA and made available 
in AIMS.

Ensure buildings are labelled and maintain an 
Asbestos Label Register 

Buildings must be labelled to indicate the presence of 
ACM and these details recorded in an Asbestos Label 
Register. Contact the Department’s 24-hour Asbestos 
Make-Safe Hotline on 1300 133 468 to obtain or  
replace labels.

Maintain a School Asbestos Management Plan (SAMP)

The SAMP forms part of the school Occupational Health 
and Safety Management System [refer Section 1.5] and 
outlines how ACM must be managed in accordance with 
the Department’s Asbestos Management Policy. Schools 
must have a SAMP regardless of whether there is any 
known or assumed ACM on the school site and review  
it annually.

Undertake quarterly visual inspections 

Quarterly inspections should be undertaken where ACM 
is identified on site. Inspections should be planned and 
recorded in AIMS.

Ensure registers are updated following quarterly 
visual inspections 

If changes in the condition of ACM are identified during 
quarterly inspections, schools should contact the 24hr 
Asbestos Make-Safe Hotline immediately  
on 1300 133 468.  
 
The VSBA will then update the school’s Asbestos 
Register in AIMS following Make-Safe inspections or 
rectification works. 
 
Schools should update their Asbestos Label Register in 
AIMS to reflect the results of quarterly inspections.

Ensure access to information 

Schools must make a hard copy of the current Division 5 
Audit Report and Asbestos Register available to school 
employees, contractors, volunteers, and visitors as 
required. Both are available in a printable format in AIMS.

If a school identifies damaged, disturbed, degraded, or 
suspected ACM at any time, they should contact the 24hr 
Asbestos Make-Safe Hotline immediately on  
1300 133 468 [refer Section 7.1].

Any actions undertaken by Make-Safe to remove, secure, 
enclose or seal ACM will be recorded in AIMS and appear 
as a work order.

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES 
Asbestos Management Policy

Make-Safe Guidelines

 
KEY CONTACTS

24hr Make-Safe Hotline: 1300 133 468 

asbestos.reform@education.vic.gov.au

Never allow a contractor to commence works 
without knowing where asbestos is located on site. 

Key
tip

https://www.legislation.vic.gov.au/in-force/statutory-rules/occupational-health-and-safety-regulations-2017/009
https://www.legislation.vic.gov.au/in-force/statutory-rules/occupational-health-and-safety-regulations-2017/009
https://www2.education.vic.gov.au/pal/asbestos/policy
https://www2.education.vic.gov.au/pal/asbestos/policy
https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/asbestos/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/guidance/make-safe-guidelines
mailto:asbestos.reform%40education.vic.gov.au?subject=
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There are a number of specific facilities 
management activities, programs and 
resources that support schools to manage 
their unique operating environment.

6.1 Schools in Bushfire-Prone Areas
Bushfire preparedness is a critical component of 
asset management. All schools must comply with the 
Victorian Registration and Qualifications Authority 
(VRQA) Guidelines for Bushfire Preparedness.

Schools identified on the Department’s Bushfire At-Risk 
Register (BARR) have additional bushfire preparedness 
requirements under the VRQA Guidelines.

The VRQA Guidelines include specific requirements for 
infrastructure and site maintenance. 

Schools must: 

• regularly manage materials that may easily ignite 
around buildings and facilities

• regularly monitor emergency access to buildings 
and grounds

• consult local agencies on their bushfire 
preparedness and compliance with local bushfire 
regulations for buildings, facilities, and grounds 
(applicable to BARR schools)

• consult the relevant agency to ensure the school’s 
nominated Shelter-in-Place complies with relevant 
regulations (applicable to BARR schools)

The Department’s Bushfire and Grassfire Preparedness 
Policy links to the VRQA Guidelines and further outlines 
additional actions schools must undertake, including 
those relating to emergency management planning, 
bushfire and grassfire risk management, readiness  
and response.

The Department’s Landscaping for Bushfire Prone 
Areas provides further guidance on vegetation 
planning and management to mitigate the risks and 
impacts of bushfires.

Bushfire Preparedness Vegetation 
Program (BARR Schools)

BARR schools may receive funding to deliver essential 
bushfire vegetation clearance works as part of the 
VSBA’s Bushfire Preparedness Vegetation Program. 
Program funding is dependent on and confirmed 
through the annual State Budget process and delivered 
to schools via a grant.

BARR schools will be notified directly if they are to 
receive program funding and advised on how to utilise 
and acquit funding to de-risk their school ahead of the 
bushfire season.

BARR schools must ensure compliance with the  
VRQA Guidelines and Bushfire and Grassfire 
Preparedness Policy irrespective of whether they expect 
to receive funding under the Bushfire Preparedness 
Vegetation Program. 

Rolling Facilities Evaluation Shelter-in-
Place Assessments (BARR Schools)

As part of the Rolling Facilities Evaluation program, 
each BARR school will receive an assessment of their 
nominated Shelter-in-Place against a set of guidelines 
for ember resistance [refer Section 3.2].  
 

PAL AND OTHER RESOURCES

Bushfire and Grassfire Preparedness Policy

Landscaping for Bushfire Prone Areas Guidelines 

Shelter-in-Place Buildings Policy

Bushfire At-Risk Register

 
KEY CONTACTS

General emergency management support: 
Department Regional Office

BARR enquires and support:  
emergency.management@education.vic.gov.au

Shelter-in-place condition assessments: 
rfeproject@education.vic.gov.au

Bushfire Preparedness Vegetation Program: 
bushfire@education.vic.gov.au

https://www.vrqa.vic.gov.au/schools/Pages/bushfire-preparedness.aspx
https://www.education.vic.gov.au/about/programs/health/Pages/bushfirerisk.aspx
https://www.education.vic.gov.au/about/programs/health/Pages/bushfirerisk.aspx
https://www2.education.vic.gov.au/pal/bushfire-and-grassfire-preparedness/policy
https://www2.education.vic.gov.au/pal/bushfire-and-grassfire-preparedness/policy
https://edugate.eduweb.vic.gov.au/sc/sites/Infonline/Policies Guidelines and Procedures/Landscaping Guidelines for Bushfire Prone Areas (2011).pdf?Web=1
https://edugate.eduweb.vic.gov.au/sc/sites/Infonline/Policies Guidelines and Procedures/Landscaping Guidelines for Bushfire Prone Areas (2011).pdf?Web=1
https://www2.education.vic.gov.au/pal/bushfire-and-grassfire-preparedness/policy
https://www2.education.vic.gov.au/pal/bushfire-and-grassfire-preparedness/policy
https://www2.education.vic.gov.au/pal/bushfire-and-grassfire-preparedness/policy
https://edugate.eduweb.vic.gov.au/sc/sites/Infonline/Policies Guidelines and Procedures/Landscaping Guidelines for Bushfire Prone Areas (2011).pdf?Web=1
https://www2.education.vic.gov.au/pal/shelter-place-buildings/policy
https://www.education.vic.gov.au/about/programs/health/Pages/bushfirerisk.aspx
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
mailto:%20emergency.management%40education.vic.gov.au?subject=
mailto:%20emergency.management%40education.vic.gov.au?subject=
mailto:rfeproject%40education.vic.gov.au?subject=
mailto:bushfire%40education.vic.gov.au?subject=
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6.2 Schools with solar and wind 
energy systems 
Schools are permitted to install solar and wind 
energy systems in accordance with the Department’s 
Sustainable Facilities Policy and Renewable 
Energy Guidelines. These documents outline key 
considerations and requirements relating to the 
procurement, installation, and management of solar 
and wind energy systems on the school site.

In summary, schools must:

• comply with the Department’s School-funded 
Capital Projects Policy [refer Section 8.2] and 
Procuring Low-value Construction Works or Services 
Policy when planning a renewable energy project

• ensure solar and wind energy systems are installed 
to the appropriate standard by a qualified provider 
using relevant accredited installers and approved 
components where applicable

• check relevant buildings for warranties or defect 
liability periods before installing renewable energy 
at the proposed locations

• purchase the renewable energy system upfront, 
however, the school is not permitted to enter into 
hire purchase, lease, lease as a payment plan, loan 
agreements or power purchase agreements (this 
includes a solar licence agreement between a school 
council and a third party who installs equipment at 
the school site)

• appropriately insure renewable energy systems  
in line with the Insurance for Schools Policy  
[refer Section 7.5]

• notify the Department to arrange for the renewable 
energy system to be added to the School Plan  
[refer Section 2.4]

• appropriately maintain renewable energy  
system infrastructure

Key considerations for solar energy 
systems

The Solar Power Systems Performance Specification 
outlines the standards that suppliers must meet when 
installing a solar power system. This document is to 
be provided to solar installers at the beginning of any 
procurement or quotation arrangements to ensure that 
systems quoted and installed are compliant  
within schools.

Maintenance of solar energy systems must be conducted 
by a Clean Energy Council accredited installer to ensure 
compliance and safety standards are met. 

Maintenance generally comprises the cleaning of solar 
panels and inspection of electrical components. As there 
are no moving parts to solar panels, maintenance is 
relatively minimal and therefore costs are generally low 
depending on the size of the system. 

Schools should regularly check their solar power data 
monitoring system to confirm their system is working 
properly. At any sign of reduced performance or issues, 
schools should have their system inspected by a Clean 
Energy Council accredited installer.

Schools should plan, schedule and record inspection and 
maintenance activities in AIMS and incorporate these into 
their School Maintenance Plan [refer Section 4.2].

Schools should contact their accredited installer in 
the first instance if they have any concerns about 
the performance of their solar energy system or have 
identified an issue or fault. The safest thing to do is leave 
the system alone until the installer has inspected and 
rectified any issues.

If the installer is not available, please contact the VSBA for 
further advice.

Rain does not clean solar panels. It may leave  
dirt residue which will impact the performance  
of solar panels.

Most quality solar energy systems are guaranteed 
to last at least 25 years, and to operate at no less 
than 80% of their original capacity at 25 years. 

A system may still have useful life beyond  
25 years, but the solar power cells will continue  
to reduce in efficiency over time.

Key
tip

https://www2.education.vic.gov.au/pal/sustainable-facilities/policy
https://www2.education.vic.gov.au/pal/sustainable-facilities/guidance
https://www2.education.vic.gov.au/pal/sustainable-facilities/guidance
https://www2.education.vic.gov.au/pal/school-funded-capital-projects/policy
https://www2.education.vic.gov.au/pal/school-funded-capital-projects/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/insurance/policy
https://www.education.vic.gov.au/PAL/sustainable-facilities-solar-power-system-performance-specification.docx
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Key considerations for wind energy 
systems

Not all school sites are suitable for wind turbines. It is 
essential that a site has sufficiently strong and consistent 
winds at the turbine location and low turbulence. Schools 
should contact a wind turbine installer to help identify the 
most suitable wind turbine for their site. 

Before installing a wind energy system, schools must 
check with their local council to determine whether a 
building permit is required and that the proposed system 
complies with relevant planning scheme requirements.

The Department encourages schools to purchase 
wind turbines from an established and reputable 
manufacturer and ensure they provide service and 
maintenance support for the life of the wind turbine. The 
spinning turbine and wind forces cause vibrations in the 
structure and can loosen or damage wind energy system 
components. As such, the system must be inspected and 
maintained once a year as a minimum. 

Schools should plan, schedule and record inspection and 
maintenance activities in AIMS and incorporate these into 
their School Maintenance Plan [refer Section 4.2]. 

Greener Government School Buildings 
Program

The Greener Government School Buildings (GGSB) 
program aims to improve the energy efficiency of 
school buildings and reduce operating costs and 
greenhouse gas emissions. 

The program provides solar power systems to eligible 
schools following a feasibility assessment. The cost 
of the system is required to be paid back to the 
Department through an annual payment plan.

Energy efficiency and sustainability program activities 
can link with school curriculum and resources, helping 
schools and the Department learn more about the best 
ways to reduce energy consumption and save schools 
money on their utility bills. Results from the program 
support development of environmental sustainability 
programs and policies. 

 
PAL AND OTHER RESOURCES

Sustainable Facilities Policy

Renewable Energy Guidelines

Solar Power Systems Performance Specification

School-funded Capital Projects Policy

Procuring Low-value Construction Works  
or Services Policy

Insurance for Schools Policy

 
KEY CONTACTS

1800 896 950

greener.schools@education.vic.gov.au

https://www2.education.vic.gov.au/pal/sustainable-facilities/policy
https://www2.education.vic.gov.au/pal/sustainable-facilities/guidance
https://www.education.vic.gov.au/PAL/sustainable-facilities-solar-power-system-performance-specification.docx
https://www2.education.vic.gov.au/pal/school-funded-capital-projects/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/insurance/policy
mailto:greener.schools%40education.vic.gov.au?subject=
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6.3 Relocatable Buildings
The VSBA’s Relocatable Building Program delivers 
additional classrooms and other facilities to schools to 
support fluctuating enrolments. Schools receive Student 
Resource Package (SRP) funding [refer Section 2.1] to 
manage and maintain relocatable buildings in the same 
manner as permanent spaces.

Relocatable buildings may be required for:

• Enrolment growth: to increase built capacity and 
enable students to attend their local designated 
neighbourhood school [refer Section 2.2].

• Emergencies: replacing damaged buildings 
following fire, flooding, or extreme weather.

• Temporary capital works accommodation 
(decanting): providing short-term accommodation 
during capital works projects. 

The VSBA uses school census data, school plans, facility 
area schedules, and capacity data to determine where 
relocatable buildings are allocated. The program 
also considers projected enrolments and enrolment 
management, including the percentage of enrolments 
from the local designated neighbourhood zone, and the 
effect on and capacity at surrounding schools  
[refer Section 2.2].

Schools must clean and maintain relocatable buildings 
in the same way as permanent buildings, including 
the inspection and maintenance of services and 
equipment, using their SRP [refer Section 2.1]. 

Relocatable buildings are assessed as part of a school’s 
Rolling Facilities Evaluation (RFE) [refer Section 3.1]. 
Schools must undertake condition-based maintenance 
recommended by the RFE, and ensure relocatable 
buildings are routinely maintained as part of their 
School Maintenance Plan [refer Section 4.2].

 
PAL AND OTHER RESOURCES

Relocatable Building Management Policy

 
KEY CONTACTS

1800 896 950

relocatable.school.buildings@education.vic.gov.au

Department Regional Office

Ensure that relocatable buildings are  
well-maintained (even though they’re  
a temporary asset) to provide equitable 
learning environments for students.

Key
tip

https://www2.education.vic.gov.au/pal/relocatable-buildings/policy
mailto:relocatable.school.buildings@education.vic.gov.au
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
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6.4 Accessible Buildings 
The VSBA’s Accessible Buildings Program is application-
based and supports schools to make reasonable 
adjustments to school facilities to improve access for 
students, staff and visitors with disabilities or injuries. 
The Department’s Accessible Buildings Program Policy 
outlines the process that schools must follow to make 
reasonable adjustments under this program.

Examples include the installation of access ramps and 
handrails, toilet and shower modifications, modifications 
for vision and hearing impairments, and improved 
access to school pick up/drop off points. 

Applications are assessed on a case-by-case basis. 
Schools are encouraged to submit their application 
before 30 September to meet Term 1 requirements 
for the subsequent year, however applications can be 
submitted at any time. 

Applications must meet specific criteria, including the 
cost of required modification works exceeding $5000 
(GST). Before lodging an application, schools must 
exhaust all alternative low and no cost operational 
and timetabling solutions. Schools are encouraged 
to seek support from their Regional Office to develop 
these solutions and submit an application if required. 
The Accessible Building Program Guidelines outline the 
requirements, eligibility considerations and application 
process for this program.

Schools must maintain all modifications and additions 
in good working order. This includes addressing any 
condition-based issues and undertaking routine 
maintenance as part of their School Maintenance Plan 
[refer Section 4.2] in AIMS. 

PAL AND OTHER RESOURCES

Accessible Buildings Program Policy

 
KEY CONTACTS

1800 896 950

Department Regional Office

6.5 Safe Tree Program
The VSBA’s Safe Tree Program is application-based 
and provides one-off assistance and advice to schools 
in assessing, managing, and removing high-risk trees 
where schools do not otherwise have the financial 
capacity to do so. 

While some trees fall unpredictably, most incidents 
can be attributed to structural issues that make trees 
vulnerable to weather events. These trees can be 
identified by the following traits: 

• dead, hanging, or broken branches and weak 
branch unions 

• leaning 

• cracks or splits where multiple trunks converge 

• signs of rotten or decayed wood including large 
cavities, and mushrooms and fungi growing on the 
bark surface 

• injured roots 

• bulging or overlapping roots 

The Buildings and Grounds Maintenance and 
Compliance Policy and associated guidance outline the 
requirements, eligibility considerations and application 
process for this program.

Activities relating to the inspection, management, and 
removal of trees under the Safe Tree Program should 
be recorded and managed in AIMS as condition-
based maintenance and incorporated into the School 
Maintenance Plan [refer Section 4.2]. 

Should any trees pose an immediate risk to the health 
and safety of students, staff, or the community, contact 
the VSBA’s Make-Safe service provider on 1300 133 468 
[refer Section 7.1]. 

PAL AND OTHER RESOURCES

Buildings and Grounds Maintenance and 
Compliance Policy

Make-Safe Guidelines

 
KEY CONTACTS

1800 896 950

Make-Safe 24hr Hotline: 1300 133 468 
vsba.response.program@education.vic.gov.au

https://www2.education.vic.gov.au/pal/accessible-buildings-program/policy
https://www2.education.vic.gov.au/pal/accessible-buildings-program/guidance
https://www2.education.vic.gov.au/pal/accessible-buildings-program/policy
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/guidance/make-safe-guidelines
mailto:vsba.response.program%40education.vic.gov.au?subject=
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When unforeseen facility issues arise, 
schools should access available support 
programs and resources to rectify the issue, 
ensure the safety of staff, students and 
visitors, and minimise disruption to school 
operations. 

7.1 Make-Safe Program
The VSBA’s Make-Safe Program provides a quick-
response service to schools following an incident or 
event to ensure the immediate health and safety of 
staff, students, and visitors while on site. 

Examples include damage sustained or hazards arising 
from floods, storms and fires (including bushfires); theft 
of infrastructure critical to safety; and identification of 
damaged, disturbed, degraded or suspected Asbestos 
Containing Material [refer Section 5.3]. 

Through the Make-Safe Program the site or asset 
affected by the incident or event will be made safe, 
and under certain circumstances, the program may 
reinstate assets to operational standards.

In the event of an incident or event, schools should take 
action as outlined below.

1. Assess the risk and ensure the immediate safety 
of all people on site: this may include contacting 
Emergency Services (000) if required and cordoning 
off the area. 

2. Contact the Department’s Incident and Security 
Operations Centre (1800 126 126): report the 
incident in line with the Department’s Reporting and 
Managing School Incidents (including emergencies) 
Policy [refer Section 7.3] 

3. Contact Make-Safe (1300 133 468): a 24hr hotline 
is available and assistance can be provided to the 
school within four hours.

4. Record evidence of the incident or event: this may 
involve taking photographs of the site affected by 
the incident or event and associated damage or 
hazards.

Make-Safe will record their response to requests for 
assistance in AIMS, and these will appear as  
work orders.

 
PAL AND OTHER RESOURCES

Buildings and Grounds Maintenance and 
Compliance Policy 

Reporting and Managing School Incidents 
(including emergencies) Policy

Make-Safe Guidelines

 
KEY CONTACTS

Emergency Services: 000

Make-Safe 24hr Hotline: 1300 133 468

Incident and Security Operations Centre: 
1800 126 126

https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/guidance/make-safe-guidelines
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7.2 Emergency Maintenance 
Program
The Emergency Maintenance Program is application-
based and provides last-resort assistance to schools 
when unforeseen and urgent maintenance issues  
arise which:

• pose a genuine health or safety risk to staff, 
students, and visitors

• the school has insufficient funds to address 

• could not have been practically prevented by 
effective school asset management

Applications for Emergency Maintenance Program 
support must meet eligibility criteria as outlined in 
the Department’s Emergency Maintenance Program 
Guidelines. Schools should contact their Department 
Regional Office for emergency maintenance advice 
and support with the application process. 

It is important schools undertake routine maintenance 
and address existing condition-based issues impacting 
school buildings and grounds within timeframes 
recommended by the Rolling Facilities Evaluation 
[refer Section 3], or in line with the Department’s 
Maintenance Priority Pyramid (for issues identified by 
the school between condition assessments)  
[refer Section 4.2]. These activities should form part 
of the School Maintenance Plan [refer Section 4.2] 
and will help minimise the likelihood of, and need for, 
emergency maintenance.  

PAL AND OTHER RESOURCES

Buildings and Grounds Maintenance and 
Compliance Policy 

Emergency Maintenance Guidelines

 
KEY CONTACTS

Department Regional Office

vsba.response.program@education.vic.gov.au

7.3 Recording and Managing 
School Incidents
Principals and/or their delegate are required to record 
and report certain types of incidents that occur on a 
school site in line with the Department’s Reporting and 
Managing School Incidents (including emergencies) 
Policy. The policy describes what these incidents are 
and how schools should respond. 

In summary, there are six stages for responding to 
school incidents as outlined below.

1. Identify and respond immediately: attend to the 
immediate needs of staff, students, or other parties. 

2. Report the incident or hazard: assess the severity of 
the incident using the Department’s Severity Rating 
Decision-making Matrix, report to the Department’s 
Incident Support and Operations Centre as 
required, and undertake any additional reporting 
obligations (e.g. WorkSafe).

3. Ongoing support and recovery: provide ongoing 
support to impacted students, staff and the 
education community.

4. Investigate: if applicable, undertake an 
investigation of the incident in line with relevant 
Department policies or legislative requirements.

5. Review and close: undertake a process of incident 
review and closure.

6. Analyse and learn: incident information will be 
analysed by the Department for future learnings.

The principal and/or their delegate must also ensure all 
identified hazards and incidents involving employees, 
volunteers, visitors, contractors and members of the 
public are reported on eduSafePlus. 

PAL AND OTHER RESOURCES

Reporting and Managing School Incidents 
(including emergencies) Policy

 
KEY CONTACTS

Emergency Services: 000

Incident and Security Operations Centre: 
1800 126 126

General enquiries: 
emergency.management@education.vic.gov.au

https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/guidance/emergency-maintenance-program-guidelines
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/guidance/emergency-maintenance-program-guidelines
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/guidance/emergency-maintenance-program-guidelines
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
mailto:vsba.response.program%40education.vic.gov.au?subject=
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www.education.vic.gov.au/Documents/school/principals/spag/management/severityratingmatrix.pdf
https://www.education.vic.gov.au/Documents/school/principals/spag/management/severityratingmatrix.pdf
https://edusafeplus.educationapps.vic.gov.au/auth/login
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
mailto:emergency.management%40education.vic.gov.au?subject=
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7.4 Keys and Locks
Maintaining and annually reviewing the school’s key 
register is an important security measure. Schools 
are encouraged to add this task to their routine 
maintenance schedule in AIMS as part of their School 
Maintenance Plan [refer Section 4.2]. The school’s 
locksmith should have access to the school’s keys if 
additional locks or keys are required.

For metropolitan schools, a spare set of keys is held in 
a cylindrical security safe (commonly located near the 
school’s front entrance), for access by the Department’s 
local security contractor in the event a school’s alarm  
is activated. 

For regional schools, the Department’s local security 
contractor may hold a copy of the school’s keys, or the 
local locksmith will have a copy of the school’s  
master keys.

Lost keys

In the case of a lost key or fob, schools should notify 
the Department’s Security Advisory Unit immediately. 
A high-alert will be generated through the Incident 
and Security Operations Centre to closely monitor the 
school’s alarm system. 

KEY CONTACTS

09 7022 2736

school.security@education.vic.gov.au

Incident and Security Operations Centre:  
1800 126 126

Assign an administrative staff member to 
maintain a central key register and sign all  
school keys in and out.

Key
tip

mailto:school.security%40education.vic.gov.au?subject=
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7.5 Insurance
Schools and school councils must be aware of the 
Department’s insurance processes, set out in the 
Insurance for Schools Policy, and manage their insurance 
requirements accordingly.

The Department holds insurance cover in the  
following areas:

• Public and Products Liability for School Councils, 
employees, and volunteers.

• Property and buildings including damage to entitled 
school buildings, facilities, and equipment covered 
under the School Equipment Coverage Scheme (a 
self-insured scheme managed by the VSBA covering 
loss or damage to school-owned equipment due to 
natural events and criminal acts).

• Damage caused by construction works at schools 
where the construction project has a value above 
$50,000 and the project is approved by the VSBA. 

Where projects have a value of less than $50,000, 
schools must ensure the appointed builder provides 
evidence of construction insurance including 
coverage for existing buildings on the  
school’s premises.

• Business travel insurance for people travelling on 
Department business.

The Department arranges all insurance policies through 
the Victorian Managed Insurance Authority (VMIA). All 
policies expire on 30 June each year.

Claim procedures

Insurance claim procedures are outlined in the Insurance 
for Schools Policy and associated guidance. 

Damage to entitled school infrastructure is managed by 
the VSBA under the Make-Safe Program [refer Section 7.1].

Additional insurance cover

Schools and school councils may decide to independently 
insure against assets and risks not otherwise covered by 
the Department’s insurance policies. 

It is recommended this include protection against 
damage or loss to the school’s excess space  
[refer Section 2.3] or school-funded buildings. Schools 
should also insure any renewable energy systems 
installed on the school site [refer Section 6.2].

Schools requiring insurance that is additional to the 
coverage provided by the Department are required to 
contact the VMIA to arrange cover (this does not apply  
to WorkCover). 

PAL AND OTHER RESOURCES

Insurance for Schools Policy

School Equipment Coverage Scheme Guidelines

 
KEY CONTACTS

03 7022 2309

michael.roleff@education.vic.gov.au

https://www2.education.vic.gov.au/pal/insurance/policy
https://content.sdp.education.vic.gov.au/sites/default/files/2020-03/insurance-secs-guidelines.docx
https://www2.education.vic.gov.au/pal/insurance/policy
https://www2.education.vic.gov.au/pal/insurance/policy
https://www2.education.vic.gov.au/pal/insurance/policy
https://content.sdp.education.vic.gov.au/sites/default/files/2020-03/insurance-secs-guidelines.docx
mailto:michael.roleff%40education.vic.gov.au?subject=
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8.2 School-Funded Capital Building Projects
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To ensure that the condition of school 
buildings meet acceptable thresholds and 
can deliver modern curricula, they may 
be upgraded and modernised through 
capital works. Capital building projects 
involve constructing new school facilities 
or refurbishing or reconfiguring existing 
school facilities.

8.1 Capital Building Projects
Capital building projects are announced by the 
government through the annual State Budget.  
Capital building projects are determined and informed 
by the school’s condition, functionality, facility 
area allocations and enrolment growth based on 
demographic modelling.

Most schools that receive government funding 
for capital works are required to develop an Asset 
Management Plan (AMP) in partnership with their 
Department Regional Office and the VSBA. 

The AMP is completed in two phases:

• Phase 1 involves outlining the school’s educational 
directions, educational specification, and a basic 
facilities analysis which considers functionality, 
condition and spatial analysis.

• Phase 2 involves developing a more detailed 
master plan or spatial analysis in addition to 
broader site and project requirements.

The process for implementing works scoped within an 
AMP will differ depending on project type, complexity, 
and budget. 

PAL AND OTHER RESOURCES

Capital Building Projects in Schools Policy

Asset Management Planning – School Upgrades 
Policy

 
KEY CONTACTS

1800 896 950

Department Regional Office

amp.coordinator@education.vic.gov.au

https://www2.education.vic.gov.au/pal/capital-building-projects/policy
https://www2.education.vic.gov.au/pal/asset-management-planning/policy
https://www2.education.vic.gov.au/pal/asset-management-planning/policy
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx
mailto:amp.coordinator%40education.vic.gov.au?subject=
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8.2 School-Funded Capital 
Building Projects
Schools may raise money to build or upgrade facilities or 
contribute funds to building projects led by the VSBA. 

Examples of school-funded projects include the addition 
of a new building including the purchase of school-
owned relocatable buildings, refurbishment of existing 
facilities, upgrades to school grounds and landscaping, 
and maintenance projects.

Schools must receive VSBA approval before 
commencing works or entering contracts for school-
funded projects estimated to exceed $50,000 (including 
GST). VSBA approval must be sought via an  
online project proposal approval form. 

VSBA approval is not required for school-funded projects 
equal to or below $50,000 (including GST), however 
schools must comply with the Procuring Low-Value 
Construction Works and Services Policy  
[refer Section 9] and the Repurposing and Renaming 
School Spaces Policy.

School-funded projects valued at or above $500,000 
(including GST) will be delivered by the VSBA due to the 
risk associated with high-value building projects.

All school-funded contributions to VSBA-led building 
projects (no matter the value) must also receive VSBA 
approval via the online project proposal approval form.

Project approvals

There are a number of key requirements that schools 
must satisfy in order to receive project approval, 
including but not limited to the following:

• Schools must not fund new capital building projects 
with equity funding or Student Resource Package 
(SRP) allocations for maintenance, annual contracts, 
or grounds allowance [refer Section 2.1]. 

However, SRP can be used to fund maintenance 
projects, including those that exceed $50,000 
(including GST).

• Schools must demonstrate sustainable ongoing 
funding for any proposed facilities outside the 
schools’ designated facility area [refer Section 2.3]. 

Facilities built outside a school’s designated facility 
area are ineligible for SRP funding.

• Schools must demonstrate that existing facilities are 
in good condition before new facilities are proposed.

• Schools must demonstrate good asset management 
practices either through an endorsed and 
implemented School Maintenance Plan if they have 
received a Rolling Facilities Evaluation (RFE)  
[refer Section 4.2], or by the school’s maintenance 
history if an RFE has not been conducted. 

Schools should consider their ability to fund the 
cleaning and maintenance of new or upgraded 
facilities over the long-term, particularly if additional 
space exceeds allocations in the School Facility Area 
Schedules [refer Section 2.3]. 

It is recommended schools seek support from their 
Department Regional Office when planning or seeking 
approval for school-funded capital building projects. 
 

PAL AND OTHER RESOURCES

School-Funded Capital Projects Policy

Online Project Proposal Approval Form

Procuring Low-Value Construction Works and 
Services Policy

Repurposing and Renaming School Spaces 
Policy

 
KEY CONTACTS

1800 896 950

Department Regional Office

https://edugate.eduweb.vic.gov.au/edrms/organisation/ISD/schoolprojects/Pages/default.aspx
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/repurposing-and-renaming-school-spaces/policy
https://www2.education.vic.gov.au/pal/repurposing-and-renaming-school-spaces/policy
https://edugate.eduweb.vic.gov.au/edrms/organisation/ISD/schoolprojects/Pages/default.aspx
https://www2.education.vic.gov.au/pal/school-funded-capital-projects/policy
https://edugate.eduweb.vic.gov.au/edrms/organisation/ISD/schoolprojects/Pages/default.aspx
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/repurposing-and-renaming-school-spaces/policy
https://www2.education.vic.gov.au/pal/repurposing-and-renaming-school-spaces/policy
https://www.education.vic.gov.au/about/contact/Pages/regions.aspx


9. Procurement  
(Including Low Value)
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Schools must adhere to relevant 
Department policies and procedures  
when procuring works, goods, and  
services. These set out the rules, 
behaviours and standards governing 
procurement activities conducted by and 
on behalf of Victorian government schools.

Procuring general goods and services 

When obtaining general goods or services from third 
parties, schools must adhere to the Department’s  
School Procurement Policy and Schools  
Procurement Procedures.

This policy does not apply to the procurement of 
construction works or services that will change the fabric 
of school assets and fall under the Project Development 
and Construction Management Act 1994 (Vic). 

Schools should alternatively refer to the Department’s 
Procuring Low-Value Construction Works or Services 
Policy and the section below for advice relating to the 
procurement of construction works and services.

Procuring low-value construction works 
or services (< $50,000 including GST)

For advice relating to procurement activities that exceed 
$50,000 (including GST), refer to Section 8.2.

School councils have delegated authority to procure 
school-funded construction works, construction services 
and some maintenance works valued at or below $50,000 
(including GST). However, schools must comply with 
requirements set out in the Department’s Procuring Low-
value Construction Works or Services Policy. The majority 
of a school’s condition-based and routine maintenance 
tasks fall into this category [refer Section 4.2].

Schools must obtain at least one supplier quote for 
contracts valued at $50,000 (including GST) or less. 
However, it is recommended schools obtain multiple 
quotes wherever possible as a matter of best practice. 
Within AIMS, schools can generate a request for quote 
and send it to multiple contractors, streamlining  
this process. 

The Department’s Flowchart for Single and Multi-
Quote Low Value Construction Procurements provides 
instructions on how to procure construction contracts 
valued at $50,000 (including GST) or less.

If the contract value is estimated to exceed $50,000 
(including GST), schools must not obtain tenders or 
quotations, or commence or enter into any associated 
works, services or contracts, until they have sought VSBA 
approval to proceed [refer Section 8.2]. 

The Department’s Schools Procurement Branch is 
available to support schools with any procurement 
queries or processes. 

PAL AND OTHER RESOURCES

School Procurement Policy

Schools Procurement Procedures

Procuring Low-value Construction Works  
or Services Policy

 
KEY CONTACTS

schools.procurement@education.vic.gov.au

https://www2.education.vic.gov.au/pal/procurement-in-schools/policy
https://edugate.eduweb.vic.gov.au/edrms/PD/SPP/Schools Procurement Procedure Document.pdf
https://edugate.eduweb.vic.gov.au/edrms/PD/SPP/Schools Procurement Procedure Document.pdf
https://www.legislation.vic.gov.au/in-force/acts/project-development-and-construction-management-act-1994/046
https://www.legislation.vic.gov.au/in-force/acts/project-development-and-construction-management-act-1994/046
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://content.sdp.education.vic.gov.au/sites/default/files/2020-05/Construction-low-value-procurement-instruction-flowchart.pdf
https://content.sdp.education.vic.gov.au/sites/default/files/2020-05/Construction-low-value-procurement-instruction-flowchart.pdf
https://www2.education.vic.gov.au/pal/procurement-in-schools/policy
https://edugate.eduweb.vic.gov.au/edrms/PD/SPP/Schools Procurement Procedure Document.pdf
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
mailto:schools.procurement%40education.vic.gov.au?subject=
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To minimise health, safety and wellbeing 
risks in schools, contractors must be 
appropriately selected, managed and 
monitored while on site. The use of school 
facilities by external users must also be 
appropriately managed.

10.1 Managing Contractors  
On Site 
The Occupational Health and Safety (OHS) Act 2004 
(Vic) requires that schools provide and maintain a 
working environment that is safe and without risks to 
health (so far as is reasonably practicable), including 
when work is undertaken by contractors.

The principal and/or their delegate must manage 
OHS risks associated with engaging contractors and 
ensure that contractors are provided with relevant 
OHS induction, training and information in line with the 
Department’s Contractor OHS Management Policy.

In summary, principals and/or their delegate must 
ensure that:

• all contractors engaged by the school are 
approved by verifying relevant details prior to 
the commencement of works, as outlined in the 
Contractor OHS Management Procedure

• once approved, contractor details are added to 
the contractor register or equivalent template as 
outlined in the Contractor OHS Management Policy

• all contractors and sub-contractors are inducted 
using the Contractor OHS Induction Checklist or 
equivalent template 

For contractors who work with children (for example, 
music lessons or sports coaching), the principal 
and/or their delegate must ensure that they follow 
the Department’s Working with Children and other 
Suitability Checks for Volunteers and Visitors Policy.

Contractors such as tradespeople that have indirect 
contact with children, or whose work duties involve only 
occasional direct contact, may not be required to hold 
a Working with Children Check subject to the discretion 
of the school principal. However, suitable identification 
and screening checks relevant to their role should be 
undertaken to appropriately identify and manage risks.

 
PAL AND OTHER RESOURCES

Contractor OHS Management Policy

Contractor OHS Management Procedure

Working with Children and other Suitability 
Checks for Volunteers and Visitors Policy

 
KEY CONTACTS

1300 074 715

safety@education.vic.gov.au

https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004/031
https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004/031
https://www2.education.vic.gov.au/pal/contractor-ohs-management/policy
https://www2.education.vic.gov.au/pal/contractor-ohs-management/procedure
https://www2.education.vic.gov.au/pal/contractor-ohs-management/policy
https://www.education.vic.gov.au/hrweb/Documents/OHS/contractorinductchecklist.docx
https://www2.education.vic.gov.au/pal/suitability-checks/policy
https://www2.education.vic.gov.au/pal/suitability-checks/policy
https://www2.education.vic.gov.au/pal/contractor-ohs-management/policy
https://www2.education.vic.gov.au/pal/contractor-ohs-management/procedure
https://www2.education.vic.gov.au/pal/suitability-checks/policy
https://www2.education.vic.gov.au/pal/suitability-checks/policy
mailto:safety%40education.vic.gov.au?subject=
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10.2 Managing Contractors  
in AIMS
AIMS provides schools with a system-wide centralised  
list of contractors engaged by schools that can be 
searched by name, work type and location (Local 
Government Area). 

AIMS houses documentation relevant to and required of 
contractors such as Working with Children Checks and 
relevant licenses. AIMS will flag documentation that has 
expired, is soon to expire, or is missing from the contractor 
list. In these instances, schools may request updated or 
missing documentation from a contractor and upload 
these to AIMS prior to engaging their services. 

The details of all contractors engaged by schools should 
be entered in AIMS to ensure a comprehensive contractor 
list is maintained. This includes contact details, relevant 
licenses, Australian Business Numbers and Working with 
Children Checks (including reference numbers and  
expiry dates). 

Schools must also ensure that employees of contractors 
attending the school site have their Working with Children 
Check and licenses entered in AIMS.  
 

FIND IT IN AIMS

AIMS user guides are available under the 
Resources Tab of the AIMS PAL page

 
PAL AND OTHER RESOURCES

Asset Information Management System  
(AIMS) Advice

 
KEY CONTACTS

AIMS.Support@education.vic.gov.au

https://www2.education.vic.gov.au/pal/asset-information-management-system/resources
https://www2.education.vic.gov.au/pal/asset-information-management-system/advice
https://www2.education.vic.gov.au/pal/asset-information-management-system/advice
mailto:AIMS.Support%40education.vic.gov.au?subject=
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10.3 Community Use of School 
Facilities
School councils have the power to enter into 
agreements with third parties for the community 
use of school facilities when they are not required for 
ordinary school purposes. The proposed use must be 
for the purpose of educational, recreational, sporting, 
or cultural activities for students, the local community, 
or young persons.

There are three types of agreements that can be 
established between school councils and third parties: 

• Hire Agreements for the occasional or one-off use 
of school facilities e.g. a theatre group hiring a hall 
to stage a play over four nights

• Licence Agreements for the regular or ongoing use 
of school facilities e.g. a local football club hiring 
the school oval for a season

• Community Joint Use Agreements (CJUAs) which 
are typically entered into when a facility is to be 
constructed or extended and the use is on an 
ongoing basis. The Department must authorise the 
construction of such facilities on school land and 
the Minister for Education (or delegate) is required 
to sign CJUAs. 

Schools must comply with the Department’s 
Community Use of Schools – Hiring, Licensing and 
Community Joint Use Agreements Policy and ensure:

• they use the most relevant agreement and that the 
appropriate insurance coverage is maintained in 
relation to the intended use of school facilities

• school council templates for hire, licensing and 
community joint use agreements with third parties 
are used when entering into agreements to ensure 
compliance obligations are met

• executed hire and license contracts and insurance 
documents are uploaded in AIMS for record-
keeping purposes 

• schools can recover additional maintenance and 
operational costs using fees paid by third parties 
for the use of facilities (e.g. electricity, water, 
cleaning, insurance, maintenance)

Under the Education and Training Reform Act 2006 
(Vic), schools are not permitted to enter into lease 
agreements with third parties.

 
PAL AND OTHER RESOURCES

Community Use of Schools – Hiring, Licensing 
and Community Joint Use Agreements Policy

Buildings and Grounds Maintenance  
and Compliance Policy

 
KEY CONTACTS

1800 896 950

vsba@education.vic.gov.au

https://www2.education.vic.gov.au/pal/community-use-schools-hiring-licensing-and-community-joint-use-agreements/policy
https://www2.education.vic.gov.au/pal/community-use-schools-hiring-licensing-and-community-joint-use-agreements/policy
https://www2.education.vic.gov.au/pal/community-use-schools-hiring-licensing-and-community-joint-use-agreements/resources
https://www2.education.vic.gov.au/pal/community-use-schools-hiring-licensing-and-community-joint-use-agreements/resources
https://www.legislation.vic.gov.au/in-force/acts/education-and-training-reform-act-2006
https://www.legislation.vic.gov.au/in-force/acts/education-and-training-reform-act-2006
https://www2.education.vic.gov.au/pal/community-use-schools-hiring-licensing-and-community-joint-use-agreements/policy
https://www2.education.vic.gov.au/pal/community-use-schools-hiring-licensing-and-community-joint-use-agreements/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
https://www2.education.vic.gov.au/pal/buildings-grounds-maintenance/policy
mailto:vsba%40education.vic.gov.au?subject=


11. Facilities Management 
Journey Maps

Several journey maps are provided below to illustrate how schools should apply facilities 
management principles and policies when planning and undertaking maintenance, 
discharging compliance obligations, or dealing with common facility issues. 

Journey maps are illustrative only and schools should refer to relevant sections of the 
Handbook and Department policies for comprehensive information and advice.



Planning maintenance Scheduling and undertaking maintenance Records management

1. Condition-based maintenance: 
Following the school’s Rolling 
Facilities Evaluation (RFE), 
Amena and Paul reviewed the 
approved Condition Assessment 
Report. They developed a School 
Maintenance Plan (SMP) in 
AIMS which involved prioritising 
condition-based maintenance 
tasks identified during the RFE 
over a 5-year period. This month, 
all decks require varnishing.

2. Routine maintenance: Amena 
and Paul also planned mandatory 
routine maintenance tasks in 
AIMS and selected optional 
tasks relevant to their school site 
from the pre-populated routine 
maintenance list. This month, the 
gutters require clearing.

3. Amena and Paul hold a facilities 
meeting on the first Monday  
of each month to review  
routine and condition–based 
maintenance tasks completed 
last month, and identify works  
for the coming month. 

4. Paul is responsible for engaging 
contractors and scheduling 
works. Paul contacts the local 
handyperson to engage their 
services. He organises a date to 
have the decks varnished when 
students are not on site, and the 
gutters cleared during the school 
week. He progresses work orders 
for these tasks in AIMS.

5. Paul meets the handyperson 
on site to confirm that sign-in, 
induction procedures and risk 
assessments are undertaken 
appropriately (e.g. working 
at heights). 

6. Once Paul is satisfied that 
relevant on site processes  
have been followed, he leaves  
the handyperson to complete  
the works requested.

7. The handyperson notifies Paul 
when the works are complete. 
Paul inspects the decks to 
confirm works have been 
completed to an appropriate 
standard before signing-off  
the works. 

The handyperson reported 
new damage to the gutters on 
the south side of Block A and 
recommended they be replaced. 
Paul notes this and creates a 
new school-identified ‘condition-
based maintenance’ work order 
in AIMS for action.

8. The handyperson provides Paul 
with an invoice for both  
works completed.

9. Paul processes the invoice in 
Cases 21 which will mark the tasks 
as ‘financially complete’ in AIMS. 
Paul chooses to upload a copy 
of the invoice to AIMS for school 
records.

Helpful hints

Condition-based maintenance tasks 
generally require a ‘one-off’ fix.

Routine maintenance tasks are 
repeated at regular intervals (either 
throughout the year or between 
years) to ensure the upkeep of 
school facilities.

Regular meetings to review the SMP 
and forward-plan works will ensure 
the SMP is kept up-to-date and 
facility issues are managed and 
addressed in a timely way. 

This can prevent more expensive 
rectification works or asset failures 
down the track.

Where relevant, check to see if 
contractors have completed:

• Job Safety and Environmental 
Analysis (JSEA)

• Safety Work Method Statement 
(SWMS) 

• Working at Heights Risk 
Assessments

Sign-off for completed works can 
occur on site or via email after works 
have been deemed satisfactory. 

Some simple maintenance tasks 
can be completed by a school staff 
member and a contractor may not be 
required. These tasks should still be 
scheduled, managed and recorded 
in AIMS.

Regular reporting in AIMS ensures 
that maintenance records are up-to-
date and accurate. 

This will enable you to effectively 
forward-plan and prioritise remaining 
maintenance tasks and budgets. 

Other routine and condition-based maintenance activities that may follow a similar ‘journey’

Pest inspections and treatments Roof, gutter and stormwater drain 
inspections

Internal and external painting Planned building/carpentry repairs Repairs to hard surfaces and paths

Amena’s Journey Map 
Planned Routine and Condition-Based Maintenance 

“Hi, I’m Amena, a School Principal at a local high school of 500+ students. I employ Paul (Business 
Manager) to manage our school’s finances and facilities. We aim to keep our facilities well 
maintained and safe for the school and broader community. In line with Department expectations, 
we have developed and are actively implementing our School Maintenance Plan”.



Issue identification Issue rectification Records management

1. Lee receives a phone call from 
a teacher who reports that the 
air-conditioner in the school hall 
is broken.

2. Lee inspects the air-conditioner 
to gather information about 
the issue before creating a new 
school-identified ‘condition-
based maintenance’ work order 
in AIMS for action.

3. Lee reviews past inspection 
records in AIMS to understand 
when the air-conditioner was 
last serviced. They confirm the 
air-conditioner was due for a 
service in the coming month 
as part of the school’s Annual 
Contract requirements.

4. The AIMS records include details 
of the contractor who previously 
serviced and performed repairs 
on the air-conditioner. Lee 
contacts them to engage their 
services and confirms a date to 
fix the air-conditioner. 

5. Lee meets the contractor  
on site to confirm that sign-in, 
induction procedures and risk 
assessments are undertaken 
appropriately (e.g. working  
at heights).

6. Once Lee is satisfied that 
relevant on site processes 
have been followed, they leave 
the contractor to inspect and 
repair the air-conditioner while 
attending to other matters. 

7. Lee receives a phone call from 
the contractor when the works 
are complete. They test the air-
conditioner is working before 
signing-off the works. 

8. Lee progresses this work 
order in the condition-based 
maintenance section of AIMS. 
They confirm the date of the 
next scheduled service in the 
Annual Contracts section  
of AIMS.

9. Lee receives an invoice for the 
works from the contractor. 

10. Lee needs to use contingency 
funds to pay for the works.  
To do this, Lee updates the 
AIMS Budget Planner by moving 
contingency funds to the 
condition-based maintenance 
budget line.

11. Lee provides the invoice to Asad 
for processing in Cases 21 which 
will mark the task as ‘financially 
complete’ in AIMS.

Helpful hints

Gathering information about 
a maintenance issue can help 
determine whether it’s an isolated 
issue or the symptom of a  
bigger problem. 

Sharing this information with 
contractors can better prepare them 
for attending to the issue and help 
them identify its root cause.

Annual servicing, inspections and 
testing must be undertaken for  
a number of school building  
services and equipment as part  
of a school’s Annual Contract 
compliance obligations.

Implementing routine inspection and 
maintenance schedules can help 
reduce the frequency and impact of 
unplanned maintenance.

Where relevant, check to see if 
contractors have completed: 

• Job Safety and Environmental 
Analysis (JSEA)

• Safety Work Method Statement 
(SWMS) 

• Working at Heights Risk 
Assessments

Set aside contingency funds 
to ensure you can respond 
to unforeseen or unplanned 
maintenance issues.

If contingency funds are exhausted, 
the school can consider delaying 
planned condition-based 
maintenance tasks or contributing 
other school funds to their 
maintenance budget.

Regular reporting in AIMS ensures 
that maintenance records are up-to-
date and accurate. 

This will enable you to effectively 
forward-plan and prioritise 
remaining maintenance tasks  
and budgets. 

Other types of unplanned (school-identified) maintenance that may follow a similar ‘journey’

Roof and gutter repair Breakdown of heating and 
ventilation systems

Termite damage Broken doors, windows, frames and 
skirting

Plumbing and electrical issues

Lee’s Journey Map 
Unplanned Maintenance (School-Identified)

“Hi, I’m Lee, a School Principal at a small primary school of 150+ students. I employ Asad 
(Business Manager) part-time to manage our school’s finances. A teacher has informed me of 
a broken air-conditioner in the school hall. It needs to be rectified immediately to ensure that 
our annual school concert can be held in the school hall next week”.



Issue identification Issue rectification Records management

1. Dimitri has completed 
asbestos management 
training through the Bricks and 
Mortar Professional Learning 
and Development program 
and is the school’s Asbestos 
Coordinator. 

2. Dimitri is responsible for 
completing quarterly visual 
inspections for asbestos-
containing material and 
asbestos labels present on the 
school site. Dimitri develops a 
routine schedule of quarterly 
visual inspections in AIMS.

3. During the quarterly visual 
inspection, Dimitri identifies  
a crack in a classroom  
ceiling known to contain 
asbestos material. 

4. Dimitri’s first step is to protect 
all people on site. He chooses to 
move the students and teacher 
to another classroom for the 
remainder of the day. 

Dimitri isolates the classroom 
by locking and affixing signage 
to the door indicating that 
unauthorised personnel must  
not enter.

5. Once the area has been isolated, 
Dimitri calls the Make-Safe 
hotline on 1300 133 468 and 
reports the cracked ceiling.

6. Dimitri then contacts the Incident 
and Security Operations Centre 
on 1800 126 126 to register  
the issue.

7. Dimitri meets the Make-Safe 
contractors on site to confirm 
that sign-in, induction procedures 
and risk assessments are 
undertaken appropriately (e.g. 
working at heights). Given this 
is an asbestos-related issue, 
rectification occurs after hours 
with an occupational  
hygienist present.

8. Once satisfied that relevant 
on site processes have been 
followed, Dimitri leaves the 
contractors to make-safe the 
asbestos item while he attends 
to other matters. 

9. The Make-Safe contractors 
report to Dimitri once the 
classroom has been made 
safe. They provide the VSBA 
with required reports via 
email, including a copy of the 
hygienist’s Air Monitoring and 
Interim Clearance Report.

10. If reinstatement works are 
required, the VSBA will consider 
the school’s eligibility, notify 
them of the outcome, and advise 
on any further actions.

11. The VSBA will update the school’s 
dynamic Asbestos Register 
in AIMS following Make-Safe 
inspections or rectification works.

12. Dimitri completes all reporting 
requirements relating to the 
quarterly visual inspections 
in AIMS. This may include 
updating the school’s Asbestos 
Label Register in AIMS to reflect 
the results of inspections.

Helpful hints

Bricks and Mortar training is 
available through the Victorian 
Academy of Teaching  
and Leadership. 

All schools are required to have a 
School Asbestos Management Plan, 
even if no asbestos is currently on 
site, and staff who are trained in 
asbestos management.

Isolating people from the issue 
is the first necessary step when 
responding to an asbestos incident. 

Make-Safe can be on site within 
four hours for most schools.

However, schools may request 
Make-Safe attend after-hours or at 
an alternative time depending on 
the nature of the incident. 

There are a number of factors 
that determine whether a school 
is eligible for VSBA-led and funded 
rectification works. 

In some instances, a school will 
manage works using their Student 
Resource Package funding 
allocation for maintenance or 
school-raised funds.

Schools are responsible for 
arranging and recording the results 
of quarterly visual inspections 
using AIMS and keeping their 
Asbestos Label Register updated.

All incidents involving asbestos-containing material (including asbestos in soil) follow a similar ‘journey’

Dimitri’s Journey Map 
Asbestos Incident Response

“Hi, I’m Dimitri, a School Principal at a regional primary school of 200+ students. I have just 
completed a quarterly visual inspection of asbestos on site in line with my School Asbestos 
Management Plan and observed a crack in the ceiling of a classroom known to contain  
asbestos material”. 



Identifying compliance Scheduling and undertaking compliance activities Records management

1. Priya and Wei meet at the 
beginning of each year to  
identify the compliance activities 
that need to be undertaken in  
line with legislative and regulatory 
requirements and Department 
expectations. This includes the 
inspection, testing, servicing  
and maintenance of Essential 
Safety Measures (ESM) and 
Annual Contracts.

2. Wei has been delegated the 
role of managing compliance 
activities and ensuring they are 
recorded and scheduled in AIMS, 
and undertaken by suitably 
qualified contractors.

3. Priya, Wei and Jane hold a 
facilities meeting on the first 
Monday of each month to review 
progress against the school’s 
maintenance and compliance 
activity schedules in AIMS,  
and identify works for the  
coming month. 

4. This month’s compliance 
activities include the inspection 
and testing of emergency lights 
and exit signs in line with the 
school’s ESM Schedule. 

5. Wei contacts an electrician 
to arrange a suitable date 
for inspection and testing. He 
reviews their qualifications and 
updates these details in the AIMS 
contractor register  
(if required). 

6. Wei meets the contractor on site 
to confirm that sign-in, induction 
procedures and risk assessments 
are undertaken appropriately 
(e.g. working from heights). 

7. Wei provides the contractor  
with the ESM Schedule and 
marked-up School Plan 
(available in AIMS) showing the 
location of all emergency lights 
and exit signs to be inspected 
and tested.

8. Once satisfied that relevant 
on site processes have been 
followed, Wei leaves the 
contractor to inspect the 
emergency lights and exit signs 
while he attends to other matters. 

9. The contractor calls in to see Wei 
once all emergency lights and exit 
signs have been inspected and 
tested. The contractor provides 
Wei with a service report, relevant 
Statements of Compliance and 
an invoice. 

10. Wei reviews the service report 
and Statements of Compliance 
and processes the work order for 
these ESM activities in AIMS. 

11. Wei completes all compliance 
reporting requirements in AIMS 
and uploads the service report 
and Statements of Compliance. 
He provides Jane with the invoice 
to process in Cases 21.

12. Jane processes payment using 
the school’s Student Resource 
Package funding allocation for 
Annual Contracts and Essential 
Safety Measures. 

13. Wei confirms that the school’s 
emergency lights and exit  
signs have been inspected  
and tested in line with the  
ESM Schedule at the next  
monthly facilities meeting.

Helpful hints

Ensuring that school facilities are 
compliant with relevant legislation 
and regulations is a critical aspect of 
facilities management.

Understand your compliance 
obligations and plan compliance 
activities at the beginning  
of each year.

Regular facilities meetings and 
clear identification of roles 
and responsibilities will ensure 
compliance obligations are 
understood and discharged.

Record the details of or search for 
suitably qualified contractors in the 
AIMS contractor register.

Annually review the School Plan 
and advise the VSBA if it requires 
updating.

In regional areas, working with other 
local schools to engage contractors 
at similar times of the year may lead 
to improved contractor availability 
and rates.

Regular reporting in AIMS ensures 
that compliance records are 
appropriately maintained, up-to-
date and accurate.

Schools must maintain records 
of ESM inspections, testing and 
maintenance activities in AIMS. ESM 
documentation must be retained by 
the school for a minimum of 10 years.

Priya’s Journey Map 
Compliance Activities

“Hi, I’m Priya, a School Principal at a local special school of 300+ students. I employ Jane 
(Business Manager) to manage our school’s finances and Wei (Assistant Principal) to oversee 
and organise our facilities management needs. As a school leadership team, we are aware 
of the need to meet certain legislative and regulatory requirements through completion of a 
number of compliance activities”. 

Other types of compliance activities that may follow a similar ‘journey’

Domestic and commercial heating Mechanical and evaporative  
air-conditioning

Private drinking water supply systems Vertical school systems  
(heating, ventilation, air conditioning)



12. Facilities Management 
Checklist

Review the checklist to identify facilities management activities relevant to your 
school site and operational context.
Note, not all items on the checklist will be applicable to each school. Refer to relevant  
sections of the Handbook and Department policies for comprehensive information 
and advice.



Management 
Category

Item Activity Frequency
Must 

Do
Should 

Do
Section

Asset 
Management 
Professional 
Learning and 
Development

Bricks and Mortar Asset 
Management Workshop

Undertake the Victorian Academy of Teaching and Leadership’s ‘Bricks and Mortar Asset 
Management’ workshop, including the asbestos management module. Every 1-2 years x 1.6

Budgets Student Resource Package Direct annual funding towards activities for which it has been allocated. Annually and 
ongoing x 2.1

Capital building 
projects

State-funded projects Participate in project planning phases including development of an Asset Management Plan. As required x 8.1

School-funded projects

Seek VSBA approval before commencing works or entering contracts for school-funded projects 
estimated to exceed $50,000 (including GST). As required x 8.2

Comply with the Procuring Low-Value Construction Works and Services Policy and Repurposing 
and Renaming School Spaces Policy for school-funded projects equal to or below $50,000 
(including GST).

As required x 8.2

Compliance

Annual Contracts Undertake inspections, testing, servicing and maintenance of school building services and 
equipment in line with relevant legislation and regulations.

Annually and as 
required x 5.2

Asbestos management

Undertake quarterly asbestos inspections. Quarterly x 5.3

Ensure asbestos labels are appropriately placed and displayed and update the Asbestos Label 
Register as necessary.

Quarterly and as 
required x 5.3

Review School Asbestos Management Plan. Annually x 5.3

Essential Safety Measures

Undertake inspections, testing and maintenance in line with the Essential Safety Measures 
Schedule.

As outlined in the 
Schedule x 5.1

Complete and submit the Annual Essential Safety Measures Report. Annually x 5.1

Occupational Health  
and Safety Implement and action tasks in the Occupational Health and Safety Management System. Ongoing x 1.5

Roles and Responsibilities Review and table the School Asset Management Roles and Responsibilities Framework with 
School Council. Annually x 1.3

Checklist

https://www.academy.vic.gov.au/professional-learning/bricks-and-mortar-asset-management
https://www.academy.vic.gov.au/professional-learning/bricks-and-mortar-asset-management
https://www2.education.vic.gov.au/pal/procuring-low-value-construction/policy
https://www2.education.vic.gov.au/pal/repurposing-and-renaming-school-spaces/policy
https://www2.education.vic.gov.au/pal/repurposing-and-renaming-school-spaces/policy


Management 
Category

Item Activity Frequency
Must 

Do
Should 

Do
Section

Community 
Use of School 
Facilities

Hire, licence and community 
joint use agreements

Review and renew any hire, licence or Community Joint Use agreements with third-party users of 
school facilities. 

Annually and/or in 
line with terms of 

agreement
x 10.3

Condition 
Assessments

Rolling Facilities Evaluation 

Review and accept Condition Assessment Report. Every five-years x 3.1

Schools on the Bushfire At-Risk Register to review the Shelter-in-Place and Bushfire Attack Level 
assessments. Every five-years x 3.2

Contractor 
Management

Managing contractors on site

Ensure contractors are appropriately engaged, inducted, managed and monitored while on site 
in line with the Contractor OHS Management Procedure and Contractor OHS Induction Checklist, 
and that relevant suitability checks have been undertaken, including those outlined in the 
Working with Children and other Suitability Checks for Volunteers and Visitors Policy.

As required x 10.1

Managing contractors  
in AIMS Record and update contractor details in the AIMS contractor list. As required x 10.2

Emergencies 
and Incidents

Emergency Maintenance 
Program

Access the Emergency Maintenance Program for last-resort assistance when unforeseen and 
urgent maintenance issues arise that pose a genuine health or safety risk and/or for which the 
school has insufficient funds to address.

As required x 7.2

Incident management Record and report incidents that occur on a school site in line with the Department’s Reporting 
and Managing School Incidents (including emergencies) Policy. As required x 7.3

Lost keys Notify the Department’s Security Advisory Unit in the event of a lost key or fob. As required x 7.4

Make-Safe Contact the Make-Safe hotline on 1300 133 468 following an incident or event to ensure the 
immediate health and safety of staff, students, and visitors while on site. As required x 7.1

https://www2.education.vic.gov.au/pal/contractor-ohs-management/procedure
https://www.education.vic.gov.au/hrweb/Documents/OHS/contractorinductchecklist.docx
https://www2.education.vic.gov.au/pal/suitability-checks/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy


Management 
Category

Item Activity Frequency
Must 

Do
Should 

Do
Section

Enrolments

Designated Neighbourhood 
Zone

Review the school’s Designated Neighbourhood Zone and follow the Department’s Placement 
Policy when enrolling students. Annually x 2.2

Enrolment management
Monitor enrolments and built capacity and contact the relevant Department Regional Office if 
additional space is required in line with the Department’s Relocatable Building  
Management Policy. 

Annually x 2.2 
6.3

Facilities 
Management 
Meetings

Monthly meetings Hold monthly facilities management meetings with the school leadership team to plan and 
implement school maintenance and compliance activities. Monthly x 11

Insurance

Additional insurance Assess the need for additional insurance to cover items and/or activities not included in the 
Department’s insurance coverage. Annually x 7.5

School Equipment  
Coverage Scheme

Access the School Equipment Coverage Scheme to cover loss and/or damage to school-owned 
equipment. As required x 7.5

Maintenance

Cleaning

Metropolitan schools to manage contractor performance against the Cleaning Services Plan and 
review periodically.

Review every term 
and annually x 4.4

Regional schools to manage contractor performance against the School Council Agreement for 
the Provision of Cleaning Services and review and update periodically.

Annually and as 
required x 4.4

Environmental sustainability Implement environmentally sustainable practices and programs when maintaining and 
managing school facilities to reduce their environmental impact and long-term operating costs. As required x 4.5

Planned Maintenance 
Program

Undertake maintenance activities for which Planned Maintenance Program funding has  
been allocated. As required x 4.3

School Maintenance Plan

Develop and submit School Maintenance Plan for endorsement following the Rolling  
Facilities Evaluation. Every five-years x 4.2

Implement and update routine and condition-based maintenance schedules and asset  
hazard records. Ongoing x 4.2

https://www2.education.vic.gov.au/pal/enrolment/guidance/placement-policy
https://www2.education.vic.gov.au/pal/enrolment/guidance/placement-policy
https://www2.education.vic.gov.au/pal/relocatable-buildings/policy
https://www2.education.vic.gov.au/pal/relocatable-buildings/policy


Management 
Category

Item Activity Frequency
Must 

Do
Should 

Do
Section

Procurement
Procuring works, goods  
and services Adhere to relevant Department procurement policies and procedures. As required x 9

School Plans 
and Building 
and Space 
Report

Currency of School Plan and 
Building and Space Report Review and advise the VSBA if the School Plan and Building and Space Report requires updating.

Annually, prior to 
the Rolling Facilities 
Evaluation, and as 

required

x 2.4

Security School keys Maintain a school key register and review and update. Annually x 7.4

Site-specific 
management

Accessible Buildings 

Access the Accessible Buildings Program to make reasonable adjustments to school facilities to 
improve access for students, staff and visitors with disabilities or injuries, subject to eligibility.

Note: schools must meet their obligations under anti-discrimination, disability, and other relevant 
legislative requirements irrespective of whether they receive support under this program.

As required x 6.4

Bushfire preparedness Schools in bushfire-prone areas and on the Bushfire At-Risk Register undertake relevant bushfire 
and grassfire preparedness activities.

Annually prior to 
the bushfire season 
(before 30 Sep) and 

as required

x 6.1

Relocatable Buildings

Access the Relocatable Buildings Program for additional classrooms and other facilities subject  
to eligibility As required  x 6.3

Clean and maintain relocatable buildings in the same way as permanent buildings. Ongoing x 6.3

Solar and wind energy 
systems

Procure, install, manage and maintain solar and wind energy systems on the school site in 
accordance with Sustainable Facilities Policy, Renewable Energy Guidelines and other  
relevant requirements.

Ongoing x 6.2

Tree safety Access the Safe Tree Program for financial assistance and advice in assessing, managing, and 
removing high-risk trees on the school site, subject to eligibility. As required x 6.5

https://www2.education.vic.gov.au/pal/accessible-buildings-program/policy
https://www2.education.vic.gov.au/pal/sustainable-facilities/policy
https://www2.education.vic.gov.au/pal/sustainable-facilities/guidance


VSBA – School Facilities Management Handbook63

Glossary

Term Definition

Accessible Buildings Program

An application-based program that supports schools  
to make reasonable adjustments to school facilities 
to improve access for students, staff and visitors with 
disabilities or injuries.

Annual Contracts

Annual servicing, inspection and testing of school  
building services and equipment to protect the health 
and wellbeing of building occupants in line with relevant 
legislation and regulations.

Annual Essential Safety Measures Report

A prescribed statutory document required under the 
Building Regulations 2018 (Vic) that sets a framework for 
yearly reporting by a building owner (or the agent of a 
building owner) that Essential Safety Measures in a building 
are being inspected and tested and by whom.

Asbestos-Containing Material

Any manufactured material or object that, as part of its 
design, contains one or more of the fibrous forms of mineral 
silicates belonging to the serpentine or amphibole groups 
of rock-forming minerals including actinolite, amosite 
(brown asbestos), anthophyllite, crocidolite (blue asbestos), 
chrysotile (white asbestos) or tremolite.

Examples include: asbestos-containing cement sheet, 
cement pipes, vinyl tiles, sprayed insulation, pipe lagging, 
millboard and gaskets.

Asbestos Label Register A register of asbestos labels required by law to be displayed 
on all buildings and sites that contain asbestos. 

Asbestos Register

A register of current information about the existence and 
location of any known or presumed asbestos-containing 
material on the school site, based on the Division 5 Asbestos 
Audit Report and subsequent quarterly visual inspections.

Asset Information Management System

A centralised web-based platform housing up-to-date 
information on the land and building assets for each 
Victorian government school and used for managing  
school assets.

Building and Space Report

Outlines detailed information relating to the school’s built-
facilities, including the area of each space (square metres) 
and its classification in line with the Department’s School 
Facility Area Schedules.

Built capacity

The number of students that can be accommodated in 
the school’s existing learning spaces (permanent and 
relocatable buildings) according to the Department’s School 
Facility Area Schedules.

Bushfire At-Risk Register A Department register of Victorian schools, kindergartens 
and childcare facilities at the highest risk of fire danger.

Bushfire Attack Level

A means of measuring the severity of a building’s potential 
exposure to ember attack, radiant heat and direct flame 
contact (measured in increments of radiant heat expressed 
in kilowatts/m2).

Capacity The number of students or teaching spaces a school  
can accommodate. 

https://www.legislation.vic.gov.au/in-force/statutory-rules/building-regulations-2018/008
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Capital works The construction, refurbishment or alteration of building or 
land assets.

Cleaning Services Plan

An agreement between schools and cleaning Service 
Providers outlining the cleaning arrangements to be 
delivered at the school. It is also a basis for holding  
cleaning Service Providers accountable for school  
cleaning standards. 

Community use (of school facilities) 

The use of school facilities by third parties for the purpose 
of educational, recreational, sporting, or cultural activities 
for students, the local community, or young persons. 
Community use of school facilities must be established 
and managed by an appropriate agreement entered into 
by the School Council and third party (e.g. hire, licence or 
community joint use agreement).

Condition Assessment Report
A report outlining school condition assessment findings and 
recommendations identified through the Rolling  
Facilities Evaluation. 

Condition-based maintenance

Maintenance to rectify issues impacting school buildings 
and grounds. This includes tasks that correspond to and 
enable schools to address:

• issues identified by the Rolling Facilities Evaluation; and

• issues identified by the school between or outside the 
scope of the Rolling Facilities Evaluation. 

Contingency funds A reserve of money set aside to cover unforeseen  
or unplanned maintenance or rectification works.

Division 5 Audit

A visual inspection conducted by an Occupational Hygienist 
at least every five years to identify the existence, location 
and condition of any known or presumed asbestos-
containing material on the school site. Results of the audit 
are reported in a Division 5 Asbestos Audit Report.

Essential Safety Measures

Fire and life safety items installed or constructed in  
a building. These include fire services such as sprinklers,  
fire doors, fire-rated structures, and other building elements 
such as paths of travel to exits.

Essential Safety Measures Panel

A panel of Service Providers appointed under a standing 
contract to provide the following services to Victorian 
government schools: 

• Essential Safety Measures inspections and testing 
(this does not include any identified rectification or 
maintenance works)

• preparing Annual Essential Safety Measures Reports

• updating Essential Safety Measures schedules.
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Emergency Maintenance Program

An application-based program that provides last-resort 
assistance to schools when unforeseen and urgent 
maintenance issues arise which:

• pose a genuine health or safety risk to staff, students 
and visitors

• the school has insufficient funds to address 

• could not have been practically prevented by effective 
school asset management.

Excess space Space additional to a school’s allocated facilities area (see 
School Facility Area Schedules).

Event (Make-Safe)
A natural or incidental occurrence that makes a site unsafe. 
Examples may include floods, fires, storms,  
and civil disturbance.

Greener Government School Buildings Program
Delivers solar power systems to eligible schools to improve 
the energy efficiency of school buildings and reduce 
operating costs and greenhouse gas emissions. 

Hazards Objects or occurrences that pose a risk to assets and/or 
persons on site. 

Incident (Make-Safe)
Any malicious activity by a person that makes a site unsafe. 
Examples may include vandalism or theft of infrastructure 
critical to safety.

Make-Safe Program 
Provides a quick-response service to schools following an 
incident or event to ensure the immediate health and safety 
of staff, students, and visitors while on site. 

Occupational Health and Safety Management System
A set of plans, actions and procedures to systematically 
manage health and safety in the workplace in line with 
legislative and regulatory requirements.

Planned Maintenance Program 
Provides targeted funding for schools to maintain their 
facilities – primarily, high priority maintenance items 
identified by the Rolling Facilities Evaluation.

Renewable energy

Renewable energy comes from resources that are 
continually replenished including sunlight, wind, rain, 
tides, waves and geothermal heat. Developments in 
renewable energy technology have led to increased usage 
in households, businesses and public sector organisations, 
including schools.

Relocatable Buildings Program Delivers additional classrooms and other facilities to schools 
to support fluctuating enrolments. 

Rolling Facilities Evaluation An assessment of the condition of school buildings and 
grounds delivered by the VSBA every five-years.

Routine maintenance
Small-scale maintenance activities undertaken regularly 
to prevent wear and tear and support the upkeep of school 
buildings and grounds.
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Safe Tree Program
An application-based program that provides financial 
and project management support to assess, manage and 
remove medium to high-risk trees on the school site.

School Asbestos Management Plan 
A documented outline of how asbestos will be managed 
at the school in line with legislative and Department 
requirements.

School Cleaning Panel A panel of pre-qualified Service Providers that are eligible to 
provide cleaning services to Victorian government schools.

School Council Agreement for the Provision of Cleaning 
Services (School Council Agreement)

An agreement between schools and cleaning Service 
Providers that outlines the agreed commercial information 
and cleaning arrangements to be delivered in schools. 
It is also a basis for holding cleaning Service Providers 
accountable for school cleaning standards. 

School Equipment Coverage Scheme
A self-insured scheme managed by the VSBA covering loss 
or damage to school-owned equipment due to natural 
events and criminal acts.

School Facility Area Schedules Indicate the spaces required for a school to deliver its 
curriculum to a certain number of students.

School-identified maintenance
Maintenance or rectification works to address facility issues 
identified by the school between or outside the scope of the 
Rolling Facilities Evaluation.

School Maintenance Plan
A five-year plan that supports schools to budget, schedule 
and manage the maintenance of school buildings  
and grounds.

School Plan (formerly SAMS Plan)
A visual representation of a school’s campus that show the 
arrangement of buildings and rooms, playgrounds, ovals, 
and other structures that form part of the school site. 

Shelter-in-Place
A building or buildings located on the school site that 
provide a last resort temporary shelter option during  
an emergency event. 

Solar energy systems

Solar panels convert sunlight into electricity. An increasing 
number of Australian homes, businesses and schools are 
installing solar photovoltaic (solar PV) systems, referred to 
as solar panels.

Solar PV systems are popular for a number of reasons, 
including:

• positive return on investment

• low visual impact on buildings

• electricity generation

• they are silent, with no moving parts

• low maintenance.
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Specialist Assessment 

An assessment undertaken by a qualified specialist to 
further investigate the cause and extent of an asset defect 
(identified through the Rolling Facilities Evaluation) and 
determine required rectification works. 

Student Resource Package

Funding provided to schools annually which comprises:

• student-based funding for core student learning needs 
and equity requirements

• school-based funding for school infrastructure and 
school-specific programs

• targeted initiatives 

• funding for programs with specific criteria or defined 
life spans

Type A Gas Appliance

The Gas Safety Act 1997 (Vic) defines a Type A appliance as:

1. an appliance (including a second-hand appliance) for 
which an acceptance scheme has been authorised by 
ESV in accordance with section 68; or

2. an appliance that has been accepted under section 69.

Domestic and light commercial type appliances, such as 
cookers, space heaters, central heaters, water heaters, 
catering equipment and leisure appliances,  
are Type A appliances.

Type B Gas Appliance

The Gas Safety Act 1997 (Vic) defines a Type B appliance as 
an appliance (including a second-hand appliance) with gas 
consumption in excess of 10MJ/h, including any components 
and fittings downstream of and including the appliance 
manual shut-off valve, but does not include  
a Type A appliance.

Wind energy systems

Wind energy systems are designed to capture the wind 
throughout the day and night to generate mechanical 
power or electricity. Wind energy systems produce the same 
general benefits as solar energy systems, but can only be 
installed on school sites with sufficient exposure to wind.

http://www6.austlii.edu.au/cgi-bin/viewdb/au/legis/vic/consol_act/gsa1997115/
http://www6.austlii.edu.au/cgi-bin/viewdb/au/legis/vic/consol_act/gsa1997115/



