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The allocation of health and safety responsibility under HASAWA’74 (Health and Safety at Work Act 1974) depends upon the type of school. Prime responsibility rests with the employer, which in Community and Voluntary Controlled schools is the Local Authority. The governing body is the employer in Voluntary Aided, Foundation, Trust, Academy, Free and Independent schools. 

In all schools, governing bodies have an important role. They influence the overall management and culture of the school and need to take health and safety into account. Governing bodies have responsibilities for other matters and some of these, such as decisions on funding, may directly influence health and safety.
Monitoring performance is an essential part of effective health and safety management. It involves checking that arrangements and systems are working as they should, for example 

· physical controls are in place and working

· staff have done what they are supposed to do 
· procedures are working and regularly reviewed.

Governing bodies, whether they are the employer or not, must satisfy themselves that monitoring arrangements are in place, and that the results are reported back to them. Ways of doing this can include:

· setting up a health and safety committee

· include health and safety in the terms of reference of an existing sub-committee

· one of the governors designated to take the lead on health and safety.
This checklist has been developed to help school governors monitor health and safety standards in their establishment and identify areas to address. It should be completed in conjunction with school management and used to monitor standards and compliance in school. It is recommended that the checklist is completed annually, but it can be divided into smaller sections and completed over several weeks/months.

Further guidance on most questions is given in the ‘Guidance and Standards’ box. 

The response should be ‘Yes’ to each question. If ‘No’, then action is needed.
Local authority school governors can obtain health & safety advice and guidance from the Councils Occupational Safety Website    
www.bradford.gov.uk/hands/
or contact an Occupational Safety Adviser on 01274 431007 
or email occupational.safety@bradford.gov.uk    
Governors in Academy/ Trust schools etc. should contact the service appointed as the schools ‘Competent Safety Adviser’ as required under legislation (NB. some schools have an SLA (Service Level Agreement) with the Councils Occupational Safety Team to provide this service).  

	School Name


	

	Name of governor(s) & school management staff completing the checklist

	

	Date 


	


	1. Health and Safety Policy   The Employer must have a ‘Health and Safety Policy’. 
Where the Council is the employer, the Council’s Health and Safety at Work Policy (which can be found on the Occupational Safety website www.bradford.gov.uk/hands/) is the over–arching health & safety document. Each school must then produce a ‘School Health and Safety Policy’, outlining the specific arrangements in school to meet the requirements of health & safety legislation.

	
	Y/N
	Guidance and Standards

	Does the school have a written Health and Safety Policy?
 
	
	School policy should include the Governors statement of commitment and intent, management responsibilities and the local arrangements for health and safety. A template for a school H&S Policy can be found on the Occupational Safety website. 

	Has the school Health and Safety Policy been reviewed recently?
	
	It should be reviewed annually and after significant changes. It should be signed by the Chair of Governors, the Headteacher and be dated.  

	Have all employees been made aware of the Policy?
	
	A copy should be readily available for consultation by all staff (e.g. on staff notice boards, or school intranet) and reference to it made in staff handbook. It should be referred to at induction.

	Is ‘health and safety’ a standing agenda item at a Governors meeting?
	
	As important members in the school management structure, it is essential that Governors are aware of health and safety issues in school.

	Has the school got an Emergency Plan? 
	
	

	Has the school got a ‘Medication Policy? 
	
	The school should have a separate ‘Medication Policy’ outlining the arrangements for administering and storing medication in school.  For further guidance and templates see Department for Education, ‘Supporting Pupils at School with Medical Conditions’ www.gov.uk    



	Comments



	2. Health and Safety Information

	
	Y/N
	Guidance and Standards

	Is there a current ‘Health and Safety Law Poster’ displayed in a prominent position in the school? 
	
	All workplaces should display the poster in a prominent position in the workplace (office/staffroom) or alternatively provide a copy of the leaflet called ‘Health and Safety Law’ to every employee.
http://www.hse.gov.uk/pubns/books/lawposter.htm  

	Are CLEAPSS Science and Technology Newsletters received in school and made available to relevant staff? www.cleapss.org.uk
	
	The Council subscribes to CLEAPSS on behalf of its schools (plus Academies/Free schools with an SLA with the Councils Occupational Safety Team). The CLEAPSS username and password changes every year. If the school does not have this, please contact the Occupational Safety Team or CLEAPSS direct. 

	Is the CLEAPSS guidance used in lesson planning and curriculum risk assessments?
	
	

	Do all employees (teaching and non teaching) receive relevant information from school management regarding health and safety, and is there a process to inform them of changes?
	
	This could be at meetings, by notice board, school intranet etc. 

	Comments 


	3. Risk Assessments   

Suitable and sufficient risk assessments enable managers and headteachers to identify the measures required to control risk to an acceptable level.

Risk control measures identified from risk assessments must be included in working procedures/lesson plans. 

For further details on all aspects of risk assessment, governors in local authority schools should refer to the risk assessment page of the Occupational Safety Team website www.bradford.gov.uk/hands/  
Also see HSEs Risk Assessment Guide at www.hse.gov.uk/pubns/indg163.pdf
The risk areas listed below are likely to affect schools. There may be many more. 
Arrangements to ensure suitable & sufficient risk assessments are undertaken must be stated in the H&S Policy. 

	
	Y/N
	Guidance and Standards

	Is there a process in place that monitors/ensures that risk assessments are undertaken, reviewed annually and following significant changes?
	
	A school management system should seek confirmation from those delegated the responsibility, that risk assessments have been undertaken and are reviewed annually.

	Are completed risk assessments & safe working procedures made available to staff?
	
	Details of risk assessments, and the control measures put in place, must be recorded and available for all staff to view. How is this achieved?

	RISK AREAS FOR ASSESSMENT
	Y/N
	RISK AREAS FOR ASSESSMENT
	Y/N

	Hazardous Substances (COSHH) – this may include hazardous substances used by cleaners, the caretaker and in the curriculum.

	
	School Visits – Arrangements for risk assessing educational visits and any school-led adventure activities must be in place. 
Has the school got an Educational Visits Coordinator?

Does the school subscribe to the Councils ‘Outdoor Education Service’? See the Skills4Bradford website.
	

	Manual Handling - risk assessments and suitable training for object handling and people handling. 
	
	Fire – suitable risk assessment and evacuation procedures must be in place.
	

	Working at Heights - include site/maintenance operations and also staff putting up displays in school. Arrangements for training and for ladder/equipment inspections.
	
	Stress – Guidance can be found on the ‘Health’ pages of ‘Bradford Schools Online’.
	

	Display Screen Equipment – Are there arrangements to provide staff with information and training on the risks, undertaking risk assessments, and DSE eye tests?
	
	Playground - risk assessment to include supervision levels, security, characteristics of the play area, inspection regime, and bad weather.
	

	Curriculum - particularly science, PE/sport and technology. PE/Sport guidance is available from the Association for PE. CLEAPSS guidance for schools is available to help with many generic assessments for Science/DT. 
	
	Slips and Trips - should identify slip and trip hazards and consider monitoring arrangements.

	

	New and Expectant Mothers at Work - the general workplace risk assessments should assess risks to female employees of childbearing age. A ‘New & Expectant Mothers at Work Risk Assessment’ form should also be completed when an individual is pregnant, breastfeeding or has recently given birth, to identify any additional risks. 
	
	Violence at Work – Identify and assess the risk of violence and aggression at work. This could be a specific violence at work risk assessment, or included as part of other risk assessments.
	

	Are there other risk assessment areas appropriate to the school? 


	
	If ‘yes’ please list & check for compliance. 



	Comments




	4. Training – Appropriate Health and Safety training should be given where identified as necessary. This can be formal, subject specific training and also training in the schools systems and procedures. Areas where training is required -  

	
	Y/N
	
	Y/N

	A member of the senior management team should have completed ‘IOSH Managing Safely’ training or equivalent. 
	
	Fire Procedures
	

	Manual Handling
	
	Working at heights
	

	Design Technology Machinery ( circular saw etc)
	
	Health and Safety Induction
	

	Educational Visits Coordinator
	
	Secondary Science Radiation Protection Supervisor (CLEAPSS)
	

	First Aid


	
	
	

	Comments  


	5. Accidents Full guidance and forms on accident reporting for Local authority schools can be found at www.bradford.gov.uk/hands/ . Accurate and prompt reporting to Occupational Safety Team is essential in order for the reporting of appropriate accidents to the Health and Safety Executive as required by the Reporting of Injuries Diseases and Dangerous Occurrences Regulations (RIDDOR).

	
	Y/N
	Guidance and Standards

	Is there a nominated person who undertakes accident reporting within the school?
	
	In Council schools the nominated person should undertake accident reporting to the Occupational Safety (via Sphera online reporting system) to ensure compliance with RIDDOR Regulations. 

	Are accidents investigated to identify the cause and to prevent a recurrence?
	
	

	Are staff instructed on the actions to take following an accident to themselves or a pupil in their care?
	
	This should include completing the correct forms, first aid, reporting to management and should be covered in the staff handbook.

	Have accident statistics been shared with the Governing Body?
	
	This data should provide the number and types of accidents in school and the severity of the injuries.  

	Comments 



	6. First Aid    Arrangements for first aid must be based on a ‘First Aid Needs Assessment’ for the school.


	
	Y/N
	Guidance and Standards

	Has a ‘First Aid Needs Assessment’ been completed for the school?

	
	

	Are there adequate numbers of trained First Aiders available at all times?
	
	Numbers should be determined by considering issues such as pupil numbers, premises layout (split sites etc.), sickness/holiday absence, and higher risk activities. 

	Is provision made to ensure First Aid at Work certificates are renewed every 3 years?
	
	2 day refresher training should be arranged in sufficient time before expiry of the current certificate. 

	Are there Paediatric First Aid trained staff available in school and on visits? 
	
	Specific Paediatric First Aid training is required where there are pupils aged 0 – 5. 

	Are the names and work locations of First Aiders and the location of First Aid boxes displayed throughout school?
	
	This is a requirement of First Aid Regulations. New staff should be informed at induction. 

Notices can be purchased from YPO, sign & labels companies or produced by the school.

	Comments 



	7. Estate Management

	
	Y/N
	Guidance and Standards

	Lettings

	Are formal lettings agreements in place where the premises (or part of the premises) are let to others? 
	
	The letting agreement should state safety arrangements such as maximum numbers, emergency arrangements, defect reporting arrangements, security and any other information to ensure that hirers comply with school existing safety requirements.

	Comments



	Inspections  
Regular inspections of the premises should be undertaken and recorded, to identify/monitor deterioration in condition, incidents of vandalism, and identify any unsafe conditions. Inspections should also check for likely causes of slips and trips e.g. items left on steps or traffic routes, growing moss, loose floor coverings etc.

	Is a planned daily, ‘Ready for Use’ premises inspection undertaken and recorded?
	
	Inspection to ensure that the premises are in a safe condition before use. It should look for broken glass, windows, articles in the playground, evidence of drugs use and ensure that all emergency routes are available. A planned inspection route should be developed.  

	Is a walk round ‘Thorough Premises Inspection’ undertaken with/by a member of the Governing Body and recorded?
	
	This should look at the condition of the premises to monitor any deterioration/defects. 

	Is there a system in place to encourage staff to report hazards and defects to enable remedial work to be arranged?
	
	Reports should be recorded. Also record acknowledgement that remedial work has been arranged and the date work completed.

	Is a formal inspection of gymnasium equipment  undertaken by a ‘competent person’
	
	Annual inspection is required

	Is a formal inspection of outdoor play equipment undertaken by a ‘competent person’
	
	Annual inspection is required. This can often be undertaken by the same person/contractor as above.

	Are ‘Warning - Fragile Roof’ Notices displayed on premises’?
	
	These should be displayed on buildings with easily accessible roof surfaces containing roof lights, asbestos and other fragile materials.

	Are formal annual inspections of DT equipment / machinery undertaken by a competent person? 
	
	As well as formal annual inspections an appropriate schedule of interim checks should be drawn up (depending on the risk posed by the equipment and how often it is used).

	Are formal (usually termly) inspections of ladders, step-ladders and any other access equipment undertaken?
	
	These inspections can be undertaken ‘in house’ by a member of staff who has completed working at height training.

	Comments



	Fire Alarm and Fire Register

	Are Fire Action Notices displayed in the school?
	
	Fire Action Notices should be displayed around the premises indicating the action to take in the event of fire. These can be purchased from signs & labels companies.

	Is the Fire Alarm tested weekly and recorded in the Fire Register?
	
	

	Is an evacuation of the premises undertaken termly and recorded in the Fire Register?
	
	

	Have the fire alarm, emergency lighting and fire extinguishers been serviced within the last 12 months?
	
	

	Comments



	Asbestos   Asbestos management is important to protect the future health of staff and pupils. Council controlled schools built prior to 1992 will have a ‘Premises Asbestos Register’. The Council Asbestos Policy and guidance is available from the Councils Asbestos Management Unit.

	Is the Premises Asbestos Register readily available to confirm the known location of Asbestos?
	
	This should be readily available for consultation in order to establish the location of any asbestos in the building. 

	Are staff aware of the existence/location of any asbestos?
	
	School staff should be made aware of the location of any asbestos, the action to take in event of disturbance and also of the requirement not to disturb any fabric of the building in any way until confirmed non asbestos.

	Are all contractors made aware of the existence and location of any asbestos prior to any works?
	
	School procedures should ensure that contractors are made aware of the location of any asbestos prior to work commencing. Signatures should be obtained to verify that contractors have been shown the Asbestos Register and are therefore aware of its location.

	Comments



	Contractors

	Is there a procedure to assess and confirm the Contractors competency before appointing them? 
	
	

	Is the location of Asbestos made known to Contractors prior to work commencing?
	
	It Is essential that contractors are made aware of the location of Asbestos prior to works commencing.              

	Are Health and Safety issues identified, discussed and recorded at ‘Pre Works’ meetings with the contractor?
	
	These should include issues for the school and for the contractor. 

	Comments


	Electrical / Mechanical / Gas
Contact the school Facilities Management provider for advice and guidance on these issues. Additional information is also available on the HSE website: http://www.hse.gov.uk/electricity/maintenance/safety.htm

	Have all portable electrical appliances been PAT tested?
	
	Portable electrical appliances require an inspection test regime by a competent person.

	Has the school electrical system been tested in the last 5 years? 
	
	The premises electrical system requires formal inspection. Contact the schools Facilities Management provider for further advice.

	Are low voltage tools used where possible?
	
	

	Is a pre use visual inspection made of electrical appliances? 
	
	Staff should be encouraged to visually inspect electrical appliances for signs of damage before use. 

	Has examination and testing of local exhaust ventilation (LEV) extraction equipment been undertaken within the last 14 months.
	
	LEV systems (e.g. fume cupboards, dust and fume extraction in DT workshops) require a statutory ‘thorough examination and test’.  A competent person must perform the examination and test at least once every 14 months. 

	Are the statutory gas safety checks undertaken?
	
	Further advice on Gas Safety is on the HSE website

	Are the statutory inspections of Lifts, Hoists and Lifting Equipment undertaken?  
	
	Lifts and lifting equipment must be properly serviced and inspected to meet the requirements of the Lifting Operations and Lifting Equipment Regulations 1998 (LOLER). Equipment for lifting people to be examined at least every six months; other lifting equipment examined at least every 12 months.

	Are records of all the above tests/examinations kept in school?

	
	

	Comments



	Legionella  

	Are there arrangements in place for Legionella risk assessment, water sampling and monitoring?  
	
	

	Comments



	Snow and Ice Clearance 


	Are arrangements in place for gritting and snow clearance within the premises? Are these communicated to staff, pupils and parents? 
	
	

	Comments



	Vehicles 

	Are vehicle movements on site managed in a safe way?   
	
	Traffic routes must be suitable for the people and vehicles using them. See https://www.hse.gov.uk/workplacetransport/sitelayout.htm 

	Do staff drive whilst ‘at work’? If ‘yes’ are appropriate checks undertaken? 
	
	Suitable arrangements are required to manage the risks associated with work related driving i.e. to ensure staff are suitably trained, qualified, insured and fit to drive; vehicles are suitable and safe; risk assessments are undertaken. Records must be kept.

	Comments 



Additional Notes: 
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