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Corporate Health & Safety Team

Schools Heath & Safety Checklist 

Introduction and Guidance
This checklist should be used in conjunction with the health & safety pack for schools. The health & safety pack provides general information about what schools should consider in order to manage health & safety. 

The checklist can then by used by head teachers and senior managers within schools to assess how well health & safety is being managed. The completed checklist should then be forwarded to the corporate health & safety team so that they can identify how best to support schools and provide appropriate advice and guidance.
Anyone who provides a service available to others (such as pupils attending school), manages staff and/or buildings has a responsibility to ensure that there are processes in place to manage health and safety. Schools employ people in different roles; some staff undertake higher risk activities (such as working at height) where substantial health & safety controls need to be in place. Others (such as office based staff) will generally be carrying out low risk activities, but there will still be some risks that will need to be appropriately managed.
You need to consider routine and non-routine work e.g. cleaning out guttering and other winter maintenance tasks and those staff that may not be immediately obvious e.g. staff who work outside normal office hours, cleaners, caretakers, and staff who run after school activities. Please see also the health & safety and occupational health information which can be found on the VLE.

The checklist has been divided into four parts: 
1) Specific health & safety requirements and topics.

2) Health & safety management information.
3) Data collection.
4) Action plan.   
Details about you and your school
School Name:






Type of school e.g. foundation, academy, VA, VC:

Your Name: 







Your Designation / Job Title
Date:
Part 1 – Specific health & safety requirements

This section covers specific areas of health & safety, some of which may not apply to your school or staff. This list is not an exhaustive list but represents some of the main areas of health & safety that need addressing. You need to consider all tasks undertaken by your staff and any hazards they encounter, and determine if adequate controls are in place to manage the risk. You also need to consider risks to pupils, contractors, visitors, members of the public and any other person who may be affected.

	Area
	Y / N

NA
	Area
	Y / N

NA
	Area
	Y / N

NA
	Area
	Y / N

NA
	Area
	Y / N

NA

	Building related Health and safety

· Asbestos

· Legionella

· Fire procedures
· Electricity

Specific groups of people

· Young persons

· New and expectant mothers


	
	General  health and safety management 

· Stress

· First aid

· Home working

· Working environment / office
	
	Task Specific

· Control of flammable substances

· Chemicals 

· Food safety

· Machinery and equipment


	
	· Manual handling

· Noise

· Hand/ arm vibration

· Lone working

· Violence and aggression

· Working at height
	
	· Display Screen Equipment (DSE)
· Personnel Protective Equipment (PPE)
· Lifting equipment
· Driving at work

· Educational visits
	· 


Are systems in place for ensuring health and safety compliance in the following areas? Indicate Y / N or NA against each area.
Part 2 – Health & safety management 

Please consider the following areas of health & safety management and determine whether or not your school, fully complies, if it partly complies, or it’s not applicable. If there is further work to do you need to complete the action plan at the end of the checklist.
Please answer FC, PC, NA, or NK for each question 
FC = fully complies, PC = partly complies, NA = not applicable, NK = Not known
	Area
	FC / PC / NA / NK
	Area
	FC / PC / NA / NK
	Area
	FC / PC / NA / NK
	Area
	FC / PC / NA / NK

	1) Suitable and sufficient risk assessments undertaken by competent staff, including educational visits.

	
	2) Safe systems of work and procedures developed following the risk assessment, including educational visits.
	
	3) Systems in place for reporting and investigating accidents, incidents and near misses.
	
	4) Employees undergo general and health & safety training / refresher training to be competent do their role safely, including group leaders who run educational visits.
	

	5) Systems in place for regularly reviewing risk assessments.

	
	6) Health & safety consultation with employees and trade unions.
	
	7) Regular meetings take place where health & safety is discussed.  

	
	8) Systems in place for monitoring that health & safety controls are working such as carrying out regular inspections.
	

	9) Systems in place for ensuring staff are referred to the Occupational Health Unit when it is appropriate.
	
	9) Systems in place for ensuring that, where required, employees undergo health surveillance and that the results are monitored.
Health surveillance is needed where there is regular exposure to loud noise, vibratory equipment and respiratory sensitisers. Contact the H&S team for further information.
	


Part 3 - Health & safety data collection
This part of the form requests specific information for your school, including accident information. 
	Whilst responsibility for health & safety automatically falls to the H/T do you 

have a person(s) who has delegated responsibility for health & safety?
If no then it will be assumed that the person with responsibility for H&S is the head teacher.
	Y
	N

	Please can you provide a name for the person who has responsibility for H&S.


	Have they had any specific health & safety training?
	Y
	N

	If yes, please can you provide details, including dates.


	Do you / the school have a Health & Safety Committee or some other Health & Safety Working Group / Forum?
	Y
	N

	If yes, does it include a cross section of staff including senior managers, teaching staff & non-teaching staff?
	Y
	N

	Does it include Union representation?
	Y
	N

	If you do not have a Health & Safety Committee or some other forum do you have some other system for consulting staff on health & safety matters?
	Y
	N

	If yes please can you provide details.


	Do staff know how to raise a health & safety concern?
	Y
	N

	If yes please can you describe how they do this



	Do you / the school carry out regular health & safety inspections?
	Y
	N

	If ‘Yes’ does this include a representative form the governing body?
	Y
	N

	If ‘Yes’ does it also include a Union representative?
	Y
	N

	If you don’t carry out regular health & safety Inspections do you have another mechanism for ensuring health & safety systems and control measures are in place and working?
	Y
	N

	Please can you describe this system



	Do you / the school have any lifting equipment e.g. hoists / slings / passenger/goods lifts?
	Y
	N

	Do you / the school have any pressure vessels e.g. steam boilers?
	Y
	N

	If yes to either of the above do you have these regularly inspected by a competent person / insurance company such as Zurich or HSB Haughton?
	Y
	N

	Do you / the school retain inspection certificates for these pieces of equipment? 
(If you do have lifting equipment or pressure vessels but have not had them inspected please contact the health & safety team on 01924 305850 for further information)
	Y


	N

	If you answered yes to any of the above 4 questions please indicate the name of the person who is the contact for lifting equipment  / pressure vessels



	Do you / the school have any radiation sources?
	Y
	N

	If yes please can you provide the name of your Radiation Protection Supervisor.



	Do you / the school have a documented list of risk assessments, that will be reviewed in priority order?
	Y
	N

	Do you / the school management discuss stress and / or general wellbeing issues with staff?
	Y
	N

	Are you / the school management aware of the team stress filter?
	Y
	N

	Are you / the school management aware of the stress risk assessment?
	Y
	N

	Do you / the school management know how to refer staff to the Occupational Health Unit for all medical issues but particularly stress and mental ill health issues?
	Y
	N

	Do you / the school management have systems and procedures in place if staff declare they are suffering with stress or mental ill-health?
	Y
	N

	If yes please describe these systems and procedures



	Please provide the name of the person who collates the accident / incident / violent incident information.


	Please provide any other H&S information that you think we should know




Accident information 
For the previous academic year please can you supply the following information

No. of all accidents to:

Staff

=
Pupils

=
Others
=
No. of HSE Reportable Accidents to:

Staff

=
Pupils

=
Others
=
No. of Verbal Assaults to *:

Staff

=
Pupils

=
Others
=
No. of Physical Assaults to *:

Staff

=
Pupils

=
Others
=

* Please note if it is both a physical and verbal assault please include in physical assault.
No. of Near Misses (If measured)

=
No. of any other accidents
E.g. Damage to property, fires etc
=
Please Note: An accident is where there is actual damage or injury, e.g. individual slips on wet floor, falls and sprains ankle.

A HSE reportable accident is an accident that is reportable to the Health & Safety Executive because it is a major injury  such as leg / arm fracture  (not fingers & toes) or because the employee is off work for seven days or more.

A Near Miss is an incident where there was a potential to cause injury but no injury was actually sustained, e.g. employee slips on wet floor but doesn’t actually fall and doesn’t sustain any injury.

	I confirm that I have considered all tasks and activities undertaken by employees in this school.
	Y
	N

	I confirm that I have considered risks to pupils, service users, contractors, visitors, members of the public and any other person who may be affected.
	Y
	N

	Please indicate which statement applies following this review

	I confirm that health & safety is being managed well in my area of responsibility and no further action is required
	Y
	N

	I have identified some areas for action and have compiled an action plan to address these issues
	Y
	N

	Name of head teacher / manager completing this review                                                                

Signature of manager




Please complete this form and return to the corporate Health and Safety Team, either via email to healthandsafety8@wakefield.gov.uk or via post to the Health and Safety Team, Rooms 56 & 57 County Hall, Bond Street, Wakefield WF1 2QW 
Part 4 - Action plan
Please complete the action plan where you have identified that further work is required. It can be useful to prioritise these and the following may be useful as a guide, however it may be that you need to take urgent action very quickly or that a project may take a long time to complete. 
H = High priority, complete the action within 3 months

M = Medium priority, complete the action between 3-6 months.
L = Low priority, the action may take 6 months or longer to complete
	Action to be taken
	Who by
	Priority 

H/M/L
	Date completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Action Plan – continuation sheet
	Action to be taken
	Who by
	Priority 

H/M/L
	Date completed
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