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	Question
	Response
	Action
	Person Responsible
	Target Completion date 
	Actual Completion date



Occupational Safety Team
Safety Management Systems – School Visits
	School Name  
	
	This column indicates an agreed course of action for the school.
	Please use the last three columns as an ‘Action Plan’. This needs to be drawn up as soon as possible and a copy of this document returned to the Occupational Safety Team once the action plan has been drawn up.

	Safety Adviser
	Lyn Sayles 

	
	

	Name of Head Teacher and/or others present at time of visit. 
	
	
	

	Date of Visit
	
	
	


Please return your completed action plan to either lyn.sayles@bradford.gov.uk to Occupational Safety, CBMDC, Floor 1 Britannia House, Bradford, BD1 1HX.

	Training/ Competencies

	1. To what level are key members of the management team trained in health and safety to reflect their responsibilities?
	
	
	
	
	

	2. How do you identify what health and safety training is required for key teaching and non teaching staff?
	
	
	
	
	

	3. Please produce any documented induction for staff which includes health and safety information?
	
	
	
	
	

	Risk Assessment

	4. Please describe your framework /process for the management of risk assessments in school to ensure that key areas are assessed and reviewed. Is this a documented procedure? If ‘yes’ please provide documented evidence.
	
	
	
	
	

	5. Please produce your register of risk assessments. 

6. Are the risk assessments reviewed annually?
	
	
	
	
	

	7. Please describe your system for monitoring that where they are delegated to other departments or third parties, adequate risk assessments have been completed? 

8. What is your system for sharing relevant risk assessments with other services/users on site, e.g. catering service/ cleaning staff?
	
	
	
	
	

	9. How are all relevant staff made aware of the results of risk assessments and/or informed of safe working procedures arising from these? Please produce minutes etc.
	
	
	
	
	


	Contractors

If you use third party contractors for facility management of the school premises complete questions 14 - 15 only in this section

If you do not use third party contractors for facility management of school premises complete questions 16 - 18 

	10. If the school appoints its own contractors (or has delegated FM to a third party), how do you ensure that the contractors you use are competent and have adequate health and safety systems in place (what checks do you carry out?).


	
	
	
	
	

	11. Please produce any written guidance /information to contractors? (For e.g. fragile roofs, location of asbestos, fire assembly point)
	
	
	
	
	


	COSHH

	12. Have you obtained Safety Data Sheets for hazardous substances? Please could you produce these?
	
	
	
	
	

	13. Please produce a copy of your COSHH assessments.
	
	
	
	
	

	14. Please provide proof of appropriate control measures (such as written procedures, provision of PPE) in place as a result of your COSHH assessment(s)?
	
	
	
	
	


	Work at Height

	15. Please could I see ladders used in school? This includes step ladders and equipment used when putting up displays. Who uses them, why and how?
	
	
	
	
	

	16. Following on from risk assessment, are safe systems of work in place for work at height?
	
	
	
	
	

	17. Is training and information given to staff regarding working at height and the safe use of access equipment used to work at height?
	
	
	
	
	

	18. Please produce the documented system of regular inspection of access equipment.
19. Ladder register
	
	
	
	
	

	20. Please note that working at height may include sporting activities (e.g. Climbing walls) Have you considered these activities?
	
	
	
	
	


	Display Screen Equipment

	21. Have DSE assessments been carried out, in accordance with the Council’s procedures? How are records kept? Please provide evidence.
	
	
	
	
	

	22. Do display screen equipment/computer workstations (including work chairs) meet the minimum standards for workstations? (Minimum requirements can be found in the DSE Guidance). This should be addressed in the assessments.
	
	
	
	
	


	Manual Handling

	23. Have manual handling assessments been carried out, in accordance with the Council’s procedures? How are records kept? Please provide evidence. 
Are the following principles employed?

AVOID the need for hazardous manual handling, so far as reasonably practicable.

ASSESS any manual handling tasks that cannot be avoided.

Reduce the risk of injury as far as reasonably practicable.
Are the following factors taken into account?
The TASK 

The INDIVIDUAL 

The LOAD 

The ENVIRONMENT  
	
	
	
	
	


	Grounds Maintenance

	24. Is the grounds maintenance work completed by school staff or is the work contracted out?

25. Are appropriate risk assessments in place?

26. Is petrol/diesel stored on site – if so in what quantities? Is there an alternative?

27. Are other hazardous chemicals stored/used?

28. Is the grounds maintenance equipment maintained by a competent person on a regular basis? 

	
	
	
	
	


	Additional information 

	Fire 
Asbestos

 Legionella

Invacuation 
First Aid 

Infection control 
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