Cirencester Kingshill School

Governors/Premises Committee School Site Health and Safety Inspection Checklist

(Y=Yes, N=No, or N/A=Not Applicable)

	Health and Safety Management Systems
	Y/N
	Comments

	Is there a process in place to review and monitor the school’s health and safety performance over the past year?

This should be monitored at the Governor’s Health and Safety/Premises meeting and cover topics such as review of accidents and incidents, off-site visits, this inspection, GCC h&s audit, health and safety policy, risk assessment and procedures etc.
	Y
	Minutes of the Buildings & H & S Committee

Annual H & S report and reported at Full Governors via H/T report 3 times a year

Annual Governor H & S Meeting and Walk

Annual H & S Audit with the SHE team
Covid-19 Risk Assessments

	Are records being kept for new staff induction and staff health and safety training?

Are these kept centrally or individually? Ask the Bursar or responsible teacher.
	Y
	Induction training notes – support staff by SBM; teaching staff by Assistant Headteacher with CPD responsibility.  The checklist was updated in Sept 2019 to include an H & S section.
CPD Genie

SIMS records

	Are accidents and incidents being recorded correctly and investigated properly?

Check use of ‘bumps book’ for minor pupil injuries, SHE Enterprise system for staff and more serious accidents to pupils, visitors etc.
	Y
	SHE Enterprise reporting
Accident Books

SLT termly reports

Governors reports
Investigation reports

	Is health and safety information given to contractors and visitors up-to-date?

Also look at some sample pages of the visitors’ book and Premises Log Book to check they are being completed properly.
	Y
	Site Manager briefing
Pre-contract meetings

Signing in and out process

	Is the Health and Safety Law poster displayed prominently with HSE contact numbers/addresses displayed?

There is a new version of the poster which is easier to read and has a single Infoline contact number. Existing posters need only be replaced if necessary e.g. due to damage as there is a 5 year change-over period.
	Y
	Displayed in Reception

	Are risk assessments in place and up to date to cover the key risks associated with managing the school site?

These should include activities such as caretaker’s duties, grounds maintenance, lone working, site security, working at height etc. 
	Y
	SHE Secondary RAs used.  They have all been reviewed.  New versions will be used at the next review as recommended in the H & S Audit

	Are there arrangements in place to share health and safety information and agree responsibilities with other users or occupants of the site including hirers?

You may need to draw up a written agreement to reflect how health and safety is to be managed in a shared facility?
	Y
	H & S Policy; Lettings Policy

Meetings and induction process in place with Letting Administrator / Site Manager

	Are GCC guidelines and procedures being followed for all Off-Site Visits and activities?

Ask the OVC to show you a sample of completed online/paper notification forms and associated risk assessments
	Y
	Ego system is used for overseas and residential trips; Offsite Visits Policy; GCC risk assessments used
Action 2021: e-Visit system (replacement for Ego) is to be launched by DEV/SGA for overseas/residential/adventurous visits

	Fire Safety
	Y/N
	Comments

	Has a fire risk assessment been completed for the school? Have all actions been completed and the assessment been reviewed in the past year?

Actions should be tracked at Governors’ Health and Safety/Premises meeting.
	Y
	Next Assessment due April 2024
Reviewed by Site Manager to ensure actions are completed on action plan
SBM retains a copy of the action plan

Weekly site team meetings
Action 2019:  Site Manager to arrange Risk Assessment for September 2020.  Once Covid-19 restrictions, allowed, the Fire RA was carried out in April 2021.  The feedback was extremely positive and there is one item to be addressed on the action plan.

	Are fire evacuation procedures clearly displayed and up-to-date?

Check the fire action notices - they should be posted in each classroom and adjacent all break-glass call-points.
	Y
	See individual areas

	Are fire drills being conducted termly and recorded?

This should include a report on the effectiveness of the drill with any actions for improvement.
	Y
	See SBM and Site Manager files

Reported to SLT 

	Have Personal Emergency Evacuation Plans (PEEP) been prepared for any disabled member of staff or disabled pupil?

This may require additional training/equipment for staff assisting with an evacuation e.g. from an upper floor/use of Evac-Chairs etc.
	Y
	SBM – staff
SENDCO - pupils

	Are fire alarm systems being tested weekly and fire extinguishers serviced annually?

Ask the site manager/caretaker to provide evidence that this is being recorded.
	Y
	Site team test and records
Annual fire extinguishers service.  The service was completed in May 2021 and the recommended actions completed in August 2021.
Next date - May 2022

	Are exit routes/emergency exits clearly signed with running man/directional arrow, unobstructed and equipped with emergency lighting?

Check a sample of push-bar operated doors for operation. Check a sample of self-closing fire doors to see if they shut properly. Ask the site manager/caretaker to provide documented evidence of emergency lighting tests.
	Y
	Fire extinguisher propping open the gym door.  Action 2019: SGA to email HPA/PHA.   Completed 
Science 2 fire extinguisher not on bracket.  Action 2019: Site Team to put back on bracket.  Completed
H4 door handle lose.  Action 2019:  Site Team to secure.  Completed
Action 2021: DT work top obstructing the fire exit, worktop to be adjusted to make sure the fire exit is clear.  Completed.
Action 2022:  A device is blocking the fire exit in the workshop in DT and needs to be moved so the fire exit is clear.


	Management of Asbestos
	Y/N
	Comments

	Is the Asbestos Register up to date and consulted on every occasion work is carried out on any affected areas of the building fabric?

Check a sample from the Premises Log Book to confirm contractors have recorded that they have inspected the register where appropriate.
	Y
	See Site Manager’s files
Communication plan

Remaining asbestos now mainly above ceiling levels

Site Manager undertakes annual review

Asbestos surveys contracted prior to any building works

ESFA annual report undertaken
Action 2021:  TWI is in the process of updating the asbestos register. Photos of the fire breaks above the ceilings are needed to complete the file. Completed.

	Have key staff in site management attended a suitable asbestos training course?

Ask to see appropriate training records.
	Y
	All site staff are trained
Colin O’Hare has undertaken Asbestos Training.

	First Aid/Medication
	Y/N
	Comments

	Has first aid needs been assessed and adequate numbers of first aiders appointed?


	Y
	SHE guidance is followed and they have confirmed that the school is compliant

	Are first aid boxes in appropriate places and contents being maintained?

Check a sample box to see if contents have not exceeded their expiry date.
	Y
	Designated First Aider keeps them in Reception, PE and mini bus.

Regular checks and restocks take place

	Is there a documented system for administration of medicines to pupils?

This should include written consent from parents, individual dosage sheets and secure storage arrangements etc.
	Y
	Kept in Reception / Medical Area

Lockable filing cabinet
Written consent obtained including dosage.  This is kept with medication.

	Is staff first aid training up to date including any specialist training e.g. Administration of Epipens?
	Y
	See CPD Genie and SIMS records
A rolling programme in place for first aid training

Specialist training undertaken as needed


	Electrical Systems
	Y/N
	Comments

	Have portable and other electrical items been PAT tested by a competent person at appropriate intervals?
Check a sample of stickers on plugs for test dates.
	Y
	Last completed: August 2021.  
Next due: August 2022

Following a review, it has been agreed not to bring PAT testing in house.

	Generally are plugs, sockets, switches etc in good condition?

Look at a sample to see if they are free from cracks, loose etc.
	Y
	Every used to report any defects

	Is the use of extension leads kept to a minimum?

Check to see they are not overloaded or daisy chained.
	Y
	

	Has an inspection of all fixed wiring systems been carried out in last 5 years?

Ask the site management team to show you the records.
	Y
	Carried out in 2015 

Action 2018 Update: Labelling in cupboard of the main electrical distribution needs to be removed or updated - complete
Action 2019:  MHI to get quotes and book for the 2020 fixed wiring test.  This work was completed in April 2021 and the report has one minor recommendation that has been quoted for.


	Housekeeping
	
	

	Are work areas, circulation spaces, walkways and corridors free from obstruction?  Are systems in place to prevent the build up of waste/rubbish?
	N
	There is evidence of litter in the electrical distribution cupboards.  Action 2018 Update:  This needs to be cleared and then kept tidy / litter free - complete
Guttering in quad/DT to be checked for blockages, breaks and repairs.  Action 2019:  Site Team.  Completed with ongoing monitoring of gutter condition
Grit bin by the LRC is full of water.  Action 2019:  Site Manager to investigate fully and make good. Completed

	Is flooring in good condition and free of slip or trip hazards?


	Y
	The SHE audit identified the art and kitchen floors as in need of replacement.  Action 2018 update: MHI obtained quotes for the art and kitchen floors, however, funding is not available to replace these floors.  Any replacement would need to be funded via a CIF bid - unsuccessful
Action 2019 – Bid unsuccessful.  Bid to be resubmitted.  Focus of bids is currently widow replacement for ventilation
Action 2022:  There are loose edgings on the stairs around the site that need securing.  Site team to check all edgings and arrange for loose ones to be secured.

	Is the school cleaning schedule adequate?

Look at the standard of cleaning in all areas including emptying of waste bins etc.
	Y
	New cleaning contractor in place since April 2018.  This is being monitored by the contractor.
Communication book in place for reporting of any issues or concerns.

	Are items stored above head height (e.g. files, folders etc) accessible, secure and safe and of a relatively lightweight nature?

Check condition of shelving and racking and ensure small industrial stepladders or kick stools are available for access.
	N
	Ladder in boiler room on brackets that are unsafe and wobbly.  Action 2018 Update:  Site Team to address - complete
DT Technician room has items storage at height.  Action 2018 Update:  DT technician to address – incomplete, see 2019 Action
Concerns over working at heights with regards to posters /cupboards, hanging items on beams.  Action 2019:  Head of Faculty to be spoken with to have this addressed.  Completed

	Are walls/wall coverings clean and in good condition (e.g. paint not flaking, no damp etc.)

Especially important in kitchens and food technology areas.
	Y
	

	Are ancillary areas such as boiler rooms and electrical cupboards kept locked and free of combustible materials?

These can often be seen as suitable space to dump miscellaneous equipment etc. but except for critical spares and other items such as ladders should be kept clear and not used as a store.
	N
	See above action re: boiler rooms
Languages – cupboard with cleaning chemicals was unlocked.  Action 2018 Update:  MHI to make sure there is a key available for the staff in the Language Block.  SGA to speak to the cleaning supervisor – completed


	Tools and Equipment (including working at height)
	Y/N
	Comments

	Is there a system in place for inspection of all tools and equipment e.g. ladders at regular intervals?

This should include a ladder and access equipment register and all tools and equipment used by caretaker or site management team e.g. power tools, hand tools, grounds maintenance equipment etc.
	Y
	Ladders are checked and recorded kept.  Action 2018 Update:  Number the ladders with a tag so that they can be easily identifiable – not complete as all ladders are different sizes and easily identifiable

Large ladder outside was not locked.  Action 2018 Update: Site team to lock away after use - complete
Mobile Scaffold tower not being used.  Action 2018 Update:  Signs to be put up saying Do not use.  Tower to be locked so cannot be used – complete
Action 2022:  Steps in SEN faculty with sign on are to be removed until appropriate working from heights training has been completed by the faculty. SGA to speak to new SENCO. 



	Are tools and equipment (including ladders) stored securely and out of reach of unauthorised persons?

Workshops and associated ancillary areas should be kept locked.
	N
	There does not appear to be a system in place to ensure that the science prep room is locked when there are no staff in the room. Action 2018 Update:  SGA to speak to HOF in September – complete 

	Has training and instruction been given to the relevant members of staff in the safe use of tools and equipment including ladders/step ladders etc?
Ask to see appropriate staff training records.
	Y
	Sees CPD Genie and SIMS records

	Is there suitable access equipment available for staff (e.g. small industrial step ladders or kick stools) to gain access to high shelves/displays etc?

Check a sample of departmental storage areas and ask question of staff as to how they access high shelves.
	Y
	


	Welfare facilities
	Y/N
	Comments

	Are toilets clean with sufficient washing facilities, means of hand drying etc?

For disabled toilets – check the pull cord alarm has been regularly tested.
	Y
	

	Are staffroom areas suitable for rest and eating?
Check also that staff have sufficient facilities to store personal belongings, outdoor clothing etc.
	Y
	

	Are sufficient drinking water outlets available and labelled as such?
	Y
	Contract in place for both pupil and staff water chillers / coolers.


	General workplace
	
	

	Are all regular DSE (computer) users identified and workstations assessed?

Staff should be using the self assessment checklist in link - and reviewing this on a regular basis especially where changes occur.
	Y
	IT Manager issues bi-annually or where requested or issues identified and reviews the RAs actioning as needed.


	Are lighting levels sufficient in all areas? Are heating systems working properly and sufficient temperatures maintained? Is there a means of adequately ventilating areas either via open able windows or other means of mechanical ventilation?

Check to see if there have been any complaints by staff members in relation to any of the above e.g. are fan/blinds provided where necessary to alleviate high temperatures etc.
	N
	Ongoing phased programme of LED lights being installed as lighting needs updating or replacing.

Ongoing issues with the boiler system are being addressed.  Chemical clean currently taking place.  With the flush through being completed in August.  Action 2018 Update:  CIF bid to be submitted if the heating systems continues to be an issue - ongoing

	Is there sufficient space to carry out school activities safely?

Check to see if there have been any complaints by staff members in relation to lack of space.
	Y
	

	Is there sufficient equipment to assist staff with manual handling tasks (e.g. trolleys, sack trucks, hoist etc.)?

Check to see if these are suitable and in good condition – larger equipment such as hoists for moving persons or pallet trucks must be subject to independent insurance inspection as well as a planned maintenance scheme.
	Y
	

	Are any passenger lifts installed in good condition?

These must be subject to 6 monthly insurance inspection and monthly maintenance regimes.
	N
	Ongoing issues with lift breakdown are currently being addressed with Express Lifts.  Action 2018 Update: Site Manager to ensure lift repaired ASAP – complete

	Is window glazing in vulnerable areas of safety glazing type or protective film applied?

e.g. panes in door vision panels or next to doors, areas where PE is conducted etc. 
	N
	Ongoing programme of glass replacement is taking place.

	Has a Legionella survey/risk assessment been carried out?

This requires checks of hot and cold water temperatures in line with risk assessment – check records are being maintained. 
	Y
	Updated February 2019.
See Site Team records.

CO’H trained in Legionella Management to represent school as responsible person.


	External Areas
	Y/N
	Comment

	Are paths/walkways stable underfoot and free from significant trip hazards?

e.g. no potholes, significantly raised or sunken slabs, insecure manholes etc.
	N
	Ongoing work is taking place to address the broken slabs and the area behind science.

	Are pedestrian routes clearly defined and segregated from vehicular movements

Suitable traffic signs in place where required, designated parking, unloading/delivery areas defined.
	Y
	

	Is any outdoor play equipment in good condition?

Should be inspected annually by competent contractor.
	Y
	

	Is external lighting adequate?
Should cover all walkways, exit routes, assembly points etc.
	Y
	

	Are security systems being properly maintained and adequate for the site?

Look at security gates/fencing, access control systems on external doors, CCTV, intruder alarms, areas where anti-climb paint used etc.
	Y
	Eurolink annual maintenance contract

	Is access to fragile/low roof areas restricted and signed appropriately?


	Y
	Signage is displayed by canopies

	Are external waste bins secured where necessary and located away from buildings?

Secured where necessary and away from site boundary to prevent arson attack. Positioned away from buildings to provide fire separation.
	Y
	2 of the paper / card recycling bins need new locks.  Action 2018 Update:  MHI to contact contractor and request replacement bins - complete

	Are arrangements in place to manage site trees?

(Note County Arboriculturalist - Alan Watson 01452-427694 or mobile 07768513552).
	Y
	Tree report undertaken in August 2017 and all works were completed in December 2017.

	
	
	Action 2022: The external wall outside DT needs investigating as the bottom layers of bricks are deteriorating/breaking down.


	D&T/Science/Art Department Areas

Ask Head of curriculum area to accompany you as required
	Y/N
	Comments

	Are annual maintenance/inspection records available for all equipment?

Check a sample of larger, fixed high risk equipment e.g. kiln, pug-mill, pillar drills, band saw, lathes etc. 
	Y
	See department records.  Site Manager also retains a copy of records on Every.

	Are large items of machinery/equipment safely positioned, all moving parts effectively guarded, and emergency stop buttons fitted?

Ask Head of D&T to demonstrate – there should be a zone marked on the floor around larger pieces of equipment, emergency stops should be mushroom type etc.
	Y
	

	Has the dust extract system (D&T) and fume cupboards (Science) been inspected and tested in the last 14 months?

Ask appropriate Head of Department to show you the records (sometimes also record card/sticker on equipment).
	Y
	See department records.  Site Manager also retains a copy of records on Every.

	Are the workshops free of dust, excessive oil etc. (D&T)? Are the science laboratories free from any chemical spillages? Are Art areas where clay is handled free of excessive dust?

In addition to the dust extract system there should also be a HEPA filtered vacuum available in D&T to clean excessive wood dust from around equipment, shelves etc.
	Y
	

	Is machinery that can only be operated by persons over 18 years old secured to prevent unauthorised use?

Should be equipped with a lock-off isolation key/ locked in a separate area e.g. technician’s work area.
	Y
	

	Is there suitable personal protective equipment (PPE) available for pupils and staff e.g. goggles/safety spectacles, dust masks, hearing protection etc.?

These should be easily accessible, clean and well maintained. Should be part of technician’s duties to check these.
	Y
	

	Is the use of equipment/machinery covered by written risk assessments and safe operating procedures?

Ask Head of Department to show you a sample of risk assessments/procedures.
	Y
	See department risk assessments 

	Are preparation rooms, workshops and laboratories locked when not in use?

Check a sample of such areas for compliance.
	N
	Science prep room was unlocked.  Action 2018 Update:  SGA to speak to HOF in September – complete


	Are chemicals used in Science Department stored in accordance with CLEAPSS guidelines and Hazcards?

Ask Head of Science to demonstrate storage arrangements.
	Y
	

	Are service isolation (gas, electricity) switches/valves accessible in all laboratories and workshops?

These should be easy to access, unobstructed and marked appropriately.
	Y
	


Date of Review:  15th August 2022
Signed: 
________________________________________



                                   Date: __________________________________

Rene Blamey, H & S Governor

Colin O’Hare, Associate Member
[Type text]
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