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Policy Document 
 
 
 
Health and Safety Policy  
issued by the Management Committee of Cornfield School 

Statement of Intent 

The Management Committee acknowledges West Sussex County Council’s (WSCC) 
Corporate Health and Safety Policy, acting as Local Education Authority and employer, and 
provides the following additional statement of intent to cover all school buildings, activities and 
undertakings for which it is responsible. 
 
Under the Health and Safety at Work Act 1974, the Management Committee accepts that it 
has the responsibility to take all reasonably practicable steps to secure the Health and Safety 
of staff, pupils and others visiting and using the school premises.   
 
The Management Committee believes that the prevention of accidents, injury or loss is 
essential to the efficient operation of the school and is part of the good education of its pupils. 
It will be the governors' policy to encourage, where practicable, the co-operation of all users 
of the establishment by monitoring, review, discussion and consultation to promote and 
develop measures which ensure Health and Safety at work.   

Geoff Palmer 13/03/2018 

Chair of Management Committee        
            
  

THE ORGANISATION FOR HEALTH AND SAFETY 

Health and Safety responsibilities 
 
The Management Committee has strategic responsibility for Health and Safety within all areas 
of the schools undertakings and is answerable to the LEA for its actions, on behalf of whom it 
makes decisions. The Management Committee is responsible for ensuring that advice from 
competent Health and Safety advisers is available on Health and Safety matters in order to 
comply with regulatory controls. 
 
The Headteacher has responsibility for the day-to-day operation of Health and Safety and 
welfare policies and practices, as delegated by the Management Committee, within all areas 
of the school’s undertakings. The Headteacher is responsible for ensuring that advice from 
competent Health and Safety advisers is sought on Health and Safety matters in order to 
comply with regulatory controls. 
 



Department Heads are responsible for ensuring that safe working conditions are maintained 
for all pupils, employees, visitors, members of the public and, where applicable, contractors 
throughout their individual work areas, as delegated by the Headteacher or Management 
Committee and detailed in the organisation section of the policy. Department heads are 
responsible for ensuring that advice from competent curriculum and health & safety advisers 
is sought on Health and Safety matters in order to comply with regulatory controls. 
 
Employees are responsible for their own Health and Safety, that of their colleagues and 
members of the public who may be affected by their work activities.  
               

ARRANGEMENTS FOR HEALTH AND SAFETY 
 
Accident and Incident Reporting 
 
Minor incidents to pupils are recorded locally. Staff are responsible for reporting accidents and 
completing the Accident books as appropriate 
 
The Headteacher will monitor accidents and incidents in order to identify trends and report to 
the Management Committee. 
 
 
Administering medicines 
 
The school’s Managing Medicines Policy details the procedures followed by the school and is 
based on WSCC policy and procedures. The lead for the administration of medicines is a 
nominated member of staff who has undertaken the appropriate training. This is currently Mrs 
N Hickman. A copy of the policy is available from the school office. 
 
 
Asbestos 
 
The school holds an asbestos register and follows the WSCC Code of Practice regarding 
monitoring and record keeping. All contractors working on the building are made aware of the 
location of asbestos and sign the register. Staff are made aware of the location of asbestos 
and the procedures to follow if discovering disturbed asbestos. The Premises Manager is 
responsible for asbestos management. 
 
 
Control of Substances Hazardous to Health (COSHH) 
 
All hazardous substances stored and used within the school are to be risk assessed and the 
precautions identified by the risk assessment shall be communicated to staff and 
implemented.  These assessments will be held in the school’s COSHH risk assessment file, 
along with the relevant data sheets and made available to all employees who are required to 
use these substances in their work.  
 
The Premises Manager is the designated person for ensuring that the COSHH risk 
assessment file is kept up to date and communicated to relevant staff.  
 
 
Contractors 
 
Maintenance and servicing contractors receive an induction to the school site (including 
asbestos), its facilities and emergency arrangements. Contractors undertaking large scale 



building work receive all of above and inductions pack which includes relevant school policies, 
procedures and risk assessments. The school adheres to WSCC self-managed process and 
uses only WSCC approved contractors. Contractors are continuously monitored whilst on site. 
 
The Premises Manager is responsible for the management of contractors. 
 
 
Curriculum Safety 
 
The governors recognise that some curriculum areas represent an increase in risk; these 
departments hold department specific Health and Safety policies and arrangements, which 
are regularly reviewed and communicated to the relevant staff. 
 
Mr M  Wells-Deamer   – responsible for Design and Technology 
Mr S Treagus    – responsible for Physical Education 
Miss M  Grimwood-Read  – responsible for Science 
 
 
Display Screen Equipment (DSE) 
 
Every DSE user will have a risk assessment completed to make sure they know how to adjust 
and set up the workstation correctly.  It is the responsibility of the Premises Manager to ensure 
assessments are completed by relevant staff.  The risk assessment can be carried out by the 
workstation user through the e-Learning programme and assessment checklist.  This is 
available on Health and Safety A-Z pages of the WSGfL.   
 
DSE user risk assessments will be reviewed periodically by the Premises Manager, at least 
annually, or if there have been any significant changes to the workstation.  A review of the 
original assessment must be undertaken as soon as practicable by the line manager when an 
employee complains of musculoskeletal or other health issues that could be attributed to, or 
aggravated by, working with DSE. 
 
 
Electricity 
 
All portable electrical equipment within the school is to be tested annually and records of these 
tests will be held at the school. 
 
Private portable electrical equipment must not be brought into the establishment and used 
without the appropriate checks. 
 
A 5 yearly check of the fixed electrical installation is completed and records kept.  Electrical 
safety is managed by the Premises Manager. 
 
 
Emergency Provision / Business Continuity 
 
The Emergency Plan details procedures and arrangements to be used in the event of an 
emergency. This includes liaison with WSCC and the emergency services, provision for the 
continuation of school business and arrangements to contact interested parties i.e. parents 
and the press.  All staff are trained in the procedures contained within the Emergency Plan 
and are able to take the appropriate action if required. The Emergency Plan is regularly 
monitored and reviewed by the Health & Safety Staff Member and the Premises Committee 
Member. 
 



 
 
Fire Safety 
 
Mr M Wells-Deamer, is the designated person for fire safety within the establishment. The 
designated person will ensure that: 
 
• The school’s fire risk assessment is kept up-to-date by annual review or in response to 

significant changes to premises or work arrangements.   
• There is reasonable fire-fighting equipment in the school, it is maintained and 

maintenance records are kept. 
• The fire safety equipment, e.g. fire alarm, emergency lighting, etc. is regularly checked, 

maintained and records are kept. 
• There are no general fire hazards around the building, particularly near escape routes, 

escape routes are unobstructed and that there is access for fire fighters. 
• Staff and pupils are practised in evacuating the premises by performing termly drills, 

monitoring their effectiveness and keeping records. 
• Develop personal emergency evacuation plans (PEEP) for those staff and/or pupils who 

require additional assistance to evacuate the premises.  
 
They will also ensure that the establishment has in place an up to date Emergency Fire Plan, 
which details the procedures to be followed in the event of a fire.  The plan must be prepared 
to ensure that people within the establishment know the action to take if there is a fire, and to 
ensure the establishment can be safely evacuated. 
 
Where necessary, the Emergency Fire Plan will include the following features: 
 
• Action on discovering a fire and calling the fire service (these notices will also be 

displayed throughout the establishment.)  
• The location of the assembly point for roll call. 
• Liaison with emergency services. 
• Identification of key escape routes. 
• The type and location of fire-fighting equipment provided. 
• Specific responsibilities in the event of fire (adequate number of fire wardens to assist 

with the evacuation.) 
• Training (in house fire safety awareness training is carried out annually for all staff.) 
• Any need to co-operate or co-ordinate with other responsible persons that will be 

operating within the premises. 
 

 

First Aid 
 
The lead First Aider is the Louise Clark and the following staff are trained Outdoor First Aiders: 
Mr H  Crompton.  All staff undertake Emergency First Aid At work once every two years. Details 
of the school’s first aid trained staff, are displayed in the Main Office and Staff Room. The 
School Business Manager monitors first aid training to ensure certification remains in date. 
 
A first aid risk assessment has been completed and provision is in place, following the findings 
of the risk assessment. Suitable and appropriate first aid cover is provided at all times during 
the working day and after hours to cover breakfast and after school clubs and all staff members 
are aware of the arrangements in place. 
 



Miss Ally Hall is the designated person for ensuring the first aid kits are kept fully stocked and 
items are within date, checks of first aid kits are recorded as completed. 
 
 
Glazing  
 
The school holds an up to date Glazing Survey and regularly monitors glazing as part of the 
premises inspection. The WSCC Surveyor is responsible for glazing management. 
 
 
 
 
 
Gas Safety 
 
The school ensures that the gas boilers and other gas appliances are serviced and maintained 
regularly. The Premises Manager is responsible for gas safety. 
 
 
Induction 
 
All new employees are informed of the school’s Health and Safety arrangements and 
procedures using the induction checklist available within the Health and Safety A-Z on the 
WSSfS website. Staff will also complete the eLearning ‘Schools Health and Safety Induction 
Training’ and records will be kept. The Headteacher is responsible for the induction of staff. 
 
 
Lone Working 
 
Lone working is discouraged, however where employees are required to work alone, the risks 
should be assessed and adequate controls put in place.   
The Premises Manager is responsible for risk assessing and producing lone working 
procedures. 
 
 
Play equipment 
 
External and internal play and physical education (P.E.) equipment is serviced by Universal 
Services and Caloo. P.E. equipment is checked prior to every use by the teaching staff; any 
defects are reported immediately to the Headteacher.  The Premises Manager regularly 
monitors external play equipment and defects are reported immediately to the Headteacher. 
Faulty equipment is immediately decommissioned. 
 
 
Premises Maintenance  
 
The internal and external premises will be inspected at regular intervals by the Premises 
Manager, the inspections are recorded and resulting issues reported to the Headteacher. The 
school is to be kept clean, tidy and free from hazardous obstacles. Staff must report any 
defective equipment, furniture or premises issues to the Premises Manager using the defects 
log. The Premises Manager will sign and date completed actions in the log. 
 
 



Monitoring, audit and review  

 
The Management Committee shall receive termly reports on Health and Safety and will 
regularly inspect and monitor the premises. Regular review of procedure shall be undertaken 
in the light of operational practice, new laws and new policy/directives of the Local Authority. 
The operational practice and procedure shall be constantly monitored by the head/local safety 
officer.  The Management Committee shall prepare an annual action plan to address 
deficiencies in Health and Safety arising from the Head teachers’ annual report. 

 

 
Moving and Handling of Customers and the Manual Handling of Inanimate Loads 
 
Manual handling is defined as the transporting or supporting of a load (including the lifting, 
putting down, pushing, pulling, carrying or moving thereof) by hand or bodily force.  
Consequently, the Manual Handling Operations Regulations apply to a wide range of 
operations; in this context it applies to both the moving of inanimate loads (manual handling) 
and the moving and handling of children where they are unable to do this unaided (moving 
and handling). 
 
Where manual handling or moving and handling tasks are undertaken, The Management 
Committee will designate suitably competent staff to undertake risk assessments of the 
activities, and ensure staff working in these areas receive the necessary training and 
instruction.  
The Premises Committee Member is responsible for developing and reviewing moving and 
manual handling risk assessment. 
 
 
New and Expectant Mothers 
 
Any staff member who becomes pregnant is to inform the Headteacher of this and an 
appropriate risk assessment is to be undertaken following the guidance contained within the 
Health and Safety A-Z on the WSSfS website. The school recognises the changing nature of 
pregnancy and will regularly review risk assessments to ensure that working at the school will 
not pose any risk to their Health and Safety and that of their unborn child.  
 
 
Offsite activities 
 
All off site activities are risk assessed using the WSCC system. The schools systems are 
audited by WSCC Outdoor Education Advisor. Mrs M Grimwood-Read is the schools 
Educational Visit Co-ordinator (EVC.) 
 
 
Risk Assessments  

Risk assessments are a legal requirement under Health and Safety law and the Headteacher 
will assess all risks arising out of the curriculum and associated work which the school 



undertakes. In accordance with corporate guidance risk assessments will be recorded in 
writing and reviewed annually or following a significant accident and or incident.  

 

Staff Welfare/Stress 
 

The Management Committee considers staff welfare of paramount importance, and seeks to 
promote a work/life balance amongst their staff. The Headteacher is constantly monitoring 
staff workload and every effort is made to make effective changes if staff are experiencing 
stress either at home or work. The school also utilizes the services of Health Assured, SAS 
and Occupational Health. 

 

Training  

The school ensures that all staff are provided with adequate information, instruction and 
training to perform their roles. Training requirements are discussed during induction, 
professional development reviews and one to one supervision. Training records are kept by 
the School, Business Manager, and reviewed by the Headteacher. 

 

Transport 

The school’s minibus is checked daily by the Premises Manager and records are kept. It is 
maintained and serviced in accordance with the law and records kept. Only staff that have 
completed Mini Bus training are permitted to drive the mini bus and are made aware of WSCC 
driving policy. Procedures are in place in the event of an emergency involving the minibus 
which are regularly reviewed, updated and communicated to staff. 

Water quality 

The Premises Manager is responsible for monitoring and recording water temperatures at the 
school to ensure water quality is maintained. A bi-annual water quality risk assessment is 
produced and reviewed by 3C Environmental Technology. 

Working at height 

Teaching staff are not permitted to work at height to put up displays. The Premises Manager 
has been ladder trained and will erect displays on behalf of teaching staff. Ladders, step stools 
and other access equipment are kept on a ladder register and regularly inspected and 
maintained.   

 

Health and Safety for Science- see appendix A 

 

Health and Safety for DT, Cookery, Art & Design- see appendix B 
 

 

APPENDIX A 

 
    



Policy Document 
 
 
 
SCIENCE DEPARTMENT  
HEALTH AND SAFETY POLICY 

 

 
 
 

 
 

 
 
Why this policy is needed 
 
Under the Health and Safety at Work etc Act 1974, it is the duty of an employer to have an up-to-date 
written statement of health and safety policy, including the arrangements for carrying out that policy; 
the statement and any revisions must be brought to the attention of employees.  In West Sussex, the 
general policy statement of the LA is complemented by a policy statement made by each school and 
by policy statements from those departments with particular risks such as the Science department.  This 
document for school Science Departments is the third part of such a three-part arrangement. 
 
DES Administrative Memorandum 7/88 Education Reform Act:  Local Management of Schools makes 
it clear that West Sussex continues to have the duty to issue guidance on health and safety and that 
governing bodies and school staff have a duty to comply with it.  Details of this partnership are given in 
the West Sussex scheme of delegation. 
 
 
General Aims and Duties 
 
Members of the staff of Cornfield Science Department accept a commitment to promoting healthy and 
safe working conditions and procedures.   
 
It is the duty of members of the Science staff to take reasonable care for the health and safety of 
themselves and other persons who may be affected by their acts or omissions during work. 
 
In particular, it is the duty of the staff in the Science Department to be familiar with this safety policy 
and its appendices; and to check their understanding of it by periodic reference to it.  looking out for 
any revisions; also to follow its provisions and to co-operate with other members of staff in promoting 
health and safety. 
 
 
Department Organisation (see over) 
 
The structure of safety action and advice within the Department and the specific safety function and 
reporting procedures are outlined on the following pages. 
 
Exchange of information on health and safety matters will take place during Science Department 
meetings.  The minutes of the meeting will form a record of information passed to staff.



STRUCTURE OF SAFETY ACTION/ADVICE WITHIN THE SCIENCE DEPARTMENT 
 
 
 

SCHOOL GOVERNORS 
 
 
            Education Authority 
 

HEAD 
 
               LA SCIENCE ADVISER 
   School Safety Officer          LA SAFETY OFFICER  
                
 
                   
                                                                                           Head of Science   
 
            
 
 
 
 
 
 
 
 
 



Risk Assessments 
 
The COSHH Regulations 1988 and the Management of Health & Safety of Work Regulations 1992 
require employers to provide Risk Assessments before their employees and others meet hazards.  
The COSHH Regulations require them for operations involving substances considered hazardous to 
health (micro-organisms and those classified as toxic, corrosive, harmful or irritant).   
 
Risk Assessments for Science 
 
A risk assessment is a systematic analysis of the risks to health and safety of people undertaking an 
activity.  In science this activity will be practical work.  The extent of the risk assessment must reflect 
the severity of the hazard and the chances of an injury.  The regulations specifically state “Do not 
obscure those risks with an excess of information or by concentrating on trivial risks.”  Carrying out risk 
assessments is not as daunting as it looks; the serious hazards in science teaching have been 
assessed in many published texts.  The principal texts used for risk assessments are: 
 
• Safety in Science Education DfEE (1996) 
• Safeguards in the School Laboratory ASE (10th edition 1996) 
• Topics in Safety. ASE 3rd Edition (2001) 
• Laboratory Handbook. CLEAPSS 
• Hazcards (2007) 
• Recipe Cards. CLEAPSS (2007) 
 
These texts are available from the technician 
 
Managing Risk Assessments in Science 
 
It is not our policy to find a risk assessment for every conceivable science-related activity.  We are 
expected to adopt suitable published risk assessments for the hazardous experiments in the normal 
school science curriculum.  For these planned experiments we must add notes and warnings where 
necessary at point-of-use texts.  (Point-of-use texts are technicians’ guides, associated teachers’ 
guides, the other schemes of work used by technicians and teachers to prepare and carry out science 
experiments.)  The CLEAPSS guide Managing Risk Assessments in Science L196 (revised July 1997, 
Safety in Science, West Sussex County Council) gives examples and advice.  Notes added to texts 
used by teachers and technicians need only give the hazard and the appropriate reference to the 
published risk assessment (with any problems that need to be considered).  Some texts have 
appropriate safety warnings and notes in them.  However, we still have a responsibility to check that 
the safety warnings and notes are adequate and to decide if extra notes are needed to take account of 
problems.  Amending the point-of-use texts is important as evidence that the published risk 
assessments have been considered and adapted as necessary. 
 
When a teacher undertakes an experiment not in the planned curriculum, and there is a significant 
hazard in the experiment, the teacher must consult with the Head of Department  
(or the person delegated with the responsibility for that part of the science curriculum).   
 
 
The teacher must then carry out an adequate risk assessment before the preparation.  The teacher is 
expected to use published risk assessments first.  If none is available, consult with experienced 
colleagues, or the Advisory and Inspection Service, or the WSCC Health & Safety Helpline, or contact 
CLEAPSS. 
 
NOTE: There is no need to have special form filling to make a risk assessment. Assessing risk is a 

thinking and practical exercise to decide what safety precautions are needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
HOW TO WRITE WARNINGS FROM MODEL ASSESSMENTS 

INTO POINT-OF-USE TEXTS 
 
Locate hazards - from experience, the tables in section 14, Safety in Science, West Sussex County 
Council safety texts etc. 
 
Understand the hazards - consult Model Assessments in published safety texts. 
 
Ask yourself the following questions (some of these will have been answered for you by those 
compiling the Model Assessments). 
 
Is the activity really worth doing? Should it be carried out at the proposed level?  Consult Safety in 
Science Education, CLEAPSS Hazcards or the CLEAPSS Laboratory Handbook. 
 
Should substitutes be found or changes made?  Eg, for a hazardous chemical, is there a less 
hazardous alternative?  Can it be used in smaller quantities or at greater dilution?  Can thinner wires 
be used so that lighter masses can be used to stretch them?  Can the bacterial culture be incubated at 
a lower temperature?  Consult references. 
 
What safety equipment should be used?  Eye protection (what sort?), fume cupboard, gloves (what 
type?), safety screens etc. 
 
What are the emergency procedures if there is an accident?  Should any reminders be written on 
schemes of work or lesson plans?  Should any equipment, eg a fire blanket, be to hand? 
 
Can risks be minimised by the way practical resources are distributed?  Are the instructions to 
technicians clear on quantities, concentrations etc?  Can safety be increased by measuring out 
hazardous chemicals in advance, pre-setting voltages etc? 
 
Are there any risks for technicians preparing, clearing up or disposing of wastes?  What instructions 
should be given to teachers to minimise these?  What warnings to technicians? 
 
Write your decisions in the most relevant place. 
 
What to write in schemes of 
work, lesson plans, 
instructions to technicians 
etc. 

 
Warning should include the need to look up references, consult other 
staff about hazards and to try out particular activities in advance.  Also, 
hazard classifications concentrations, quantities, precautions.  
Warnings to pass on to students.  Instructions for technicians should 
include warnings about preparation and clearing up after practical 
work. 

 
What to write on student 
worksheets and/or 
textbooks. 

 
Hazard classifications, concentrations, quantities, precautions.  (For 
younger students, obviously these will need to be expressed very 
differently from the Model Risk Assessments.) 
 

 
 
Laboratory Services 
 
Mains Electricity 
 
Check the mains sockets regularly, particularly that the socket shutters are working.  Whenever 
possible keep the mains isolator off while the mains are not being used by the students. 
 
Gas 
 
Isolator should be turned off when the gas is not being used.  Rubber tubing to Bunsen burners does 
perish so it must be checked from time to time. 
 
Fire-fighting Equipment 
 
Each laboratory should have a fire blanket and a carbon dioxide fire extinguisher.  A sand bucket 
should be brought into the laboratory when undertaking experiments with reactive metals such as 
sodium, potassium and finely divided metals.  Don’t leave the sand buckets in the laboratory, they 
become a repository of many unsavoury things! 



Clothing or Hair on Fire 
 
Get the person the lie down quickly and then smother the flames with a fire blanket or handy garment.  
The person on fire will be very alarmed, possibly panicking, so it would be useful to explain the 
procedures to the class at the start of the year so that if it does happen, students may be able to co-
operate more. 
 
Restricted Apparatus 
 
Apparatus that has restrictions on users (for example, teachers only) is labelled “RESTRICTED”.  All 
science staff must be aware of restricted apparatus, this includes 
 

• Steam engines 
• Gas cylinders 
• Lasers 
• Power supplies over 25 volts (including model power lines) 
• Radioactive source. 

 
Inexperienced teachers must have training before using this equipment. 
 
Personal Protective Equipment 
 
Where this is specified by the risk assessment, it must be used.  The equipment must be checked and 
maintained regularly.  Do not use eye protectors with damaged lenses.  Minor scratches can be 
polished out sometimes, refer to the CLEAPSS Laboratory Handbook  
section 3.2.4.  The eye protectors should be cleaned at least once a term in warm soap solution with a 
little Dettox or similar disinfectant.  Although chemicals present the most obvious danger to eyes, don’t 
forget other risks such as wires under tension, containers  
 
 
under low or high pressures etc.  Safety screens must also be used if there is a risk of an explosion.  
Eye protection is very important, but it should not be trivialised by using it unnecessarily.  For example, 
there is normally no need for eye protection for procedures such as lighting Bunsen burners or making 
up cold brine. 
 
Lab Coats 
 
The guidance notes on the Personal Protective Equipment at Work Regulations (PPE) considers 
laboratory work with chemicals as an activity that requires protective body clothing.  Accordingly, 
schools will provide lab coats for staff to use when handling chemicals (although some staff may prefer 
to provide their own).  Students are not employees, so schools have no specific statutory duty to 
provide lab coats for them under the PPE regulations.  Lab coats for students are probably 
unnecessary until students start handling corrosive chemicals. 
 
Footwear 
 
Special footwear is not necessary although shoes should have soles that give a good grip; smooth-
soled fashion shoes are not really suitable for work in a prep room. 
 
Danger Areas 
 
Laboratories must be regarded as restricted areas. 
 

Students should be allowed in laboratories only if supervised by a teacher 
who is aware of the hazards and how they can be avoided.  This restriction 
should appear in the science safety policy under both students and staff rules.  
Laboratories should not be used by students during recreation periods or 
even for registration by teachers who are not scientists. 

(DfEE 1996) 
 
Students must not be allowed into laboratories unless there is a member of staff to supervise them.  
Normally, laboratories should be locked when not in use.  A laboratory may only be used for non-
science activities if the person supervising the students understands laboratory hazards and can 
prevent them.  Supply or cover teachers must be given information on laboratory hazards; this could 
be a laminated A4 sheet for the room explaining the location and operation of lab services, any local 
hazards, and where help can be obtained, such as a nearby prep room.  Cover teachers may 



supervise science practical work, but only if they have suitable science teaching experience and 
understand the relevant safety procedures. 
 
Emergency Plans 
 
For fire, security alerts and first aid, follow the school procedures.  Priority should be given to 
evacuating an area. 
 
 
Checking Apparatus 
 
The following equipment is checked at periods of time recommended by National bodies: 
 
• Portable electrical equipment - yearly. 
• Pressure cookers and steam engines - yearly (using CLEAPSS scheme of examination). 
• Fume cupboard efficiency -14 months. 
• Sealed radioactive sources - 26 months. 
 
All these checks must be recorded.  A dated label fixed to the item is sufficient. 
 
• Eye protection and safety screens - termly. 
 
Chemicals 
 
Where there is a foreseeable risk of eye injury, eye protection must be worn.    
For risks from chemical splash or heating chemicals use goggles.   
Face shields and rubber gloves must be worn by staff dealing with large quantities of very harmful 
chemicals such as concentrated acid and concentrated alkali. 
 
Remedial Measures for Chemical Exposure 
 
Science staff should be able to carry out immediate remedial measures for accidents by ingestion or 
inhalation of hazardous chemicals, or splashes to skin or eyes, before the arrival of First Aid; 
information is on the CLEAPSS Hazards.  There is a spill kit in the department and staff must know 
how to use it correctly.  Upon significant releases of toxic gas or fumes, the priority is to evacuate 
everyone from the danger area before acting to contain the release. 
Chemicals in the Eye 
 
When a hazardous chemical enters the eye, the eye must be flushed with water by a gently running 
tap.  Do this for ten minutes, or much longer if the chemical is particularly damaging to eye 
tissue such as dehydrating agents (concentrated sulphuric acid or ethanoic anhydride), oxidising 
agents, organic solvents, phenols, and alkalis such as sodium hydroxide and potassium hydroxide.  
The eye lid must be held open so the eye can be flooded with water.  Science departments must keep 
a length of clean rubber hose in each laboratory that can be fitted quickly and easily to a laboratory tap 
so the eye washing can be done promptly and effectively. 
 
The danger from alkalis such as sodium and potassium hydroxide is great because the chemical 
penetrates the eye tissue deeply; the irrigation must continue continuously until the person received 
medical attention at hospital.  The irrigation may need to continue for hours to leach out the 
hydroxide ions.  BEWARE: while science staff know the importance of continuous eye 
irrigation, First Aiders may not.  The injured person will need hospital attention; transport should be 
by ambulance and paramedics informed about the need for irrigation as they may not be clear about 
the severity of harm caused by these alkalis compared with other chemicals. 
 
Teachers should explain eye washing procedures to students. 
 
Bench Solution Alkalis 
 
Owing to the severe damage to eyes that sodium hydroxide and potassium hydroxide can cause, 
bench solutions of these should be 0.1 m. 
 
When making soap ensure students wear goggles NOT safety specs. 
 
Storing and Labelling of Chemicals 
 



Chemicals must not be used unless they are clearly labelled with appropriate symbols prescribed by 
the classification, packaging and labelling of dangerous substances regulations. 
 
Substances No Longer Considered Suitable for Schools 
 
See appendix. 
 
Mixtures Than Should Not Be Made 
 
See appendix. 
 
Waste 
 
Technicians can dispose of small quantities of waste.  Details of the procedure can be found in the 
CLEAPSS Hazcards and section 7.5 of CLEAPSS Laboratory manual.  
 
Broken Mercury Thermometers 
 
Inform technicians who will collect and dispose of them using the appropriate method (CLEAPSS 
Laboratory Handbook section 7.7). 
 
Microbiology and Biotechnology 
 
All experiments in microbiology and biotechnology must be carried out according to Chapter 5 of 
Topics in Safety.  The risk assessment check list is on page 34.  The micro-organisms used in science 
experiments must be limited to the selection listed in CLEAPSS document PS36. 
 
Work with organisms that have no significant risk can be supervised by Science teachers who have no 
specialist microbiology training.  The organisms should be observed in the closed containers in which 
they were given. 
 
Additional Specific Information 
 
Cheek Cells 
 
The Institute of Biology has campaigned for some time that cheek cells can be taken safely using a 
cotton bud; please use this technique.  A cotton bud from a newly opened pack is moved over the 
inside of a cheek on one side of the mouth and along the outer lower gum. The bud is used to make a 
small smear on a microscope slide before it is discarded immediately into a container with freshly 
made 1% solution sodium chlorate(I) disinfectant.  The smear should be stained with 3 drops of 1% 
methylene blue and a cover slip placed over it.  After use, the microscope slide and slip should be put 
into disinfectant. 
 
Time-expired Blood Samples 
 
Time-expired human blood from a blood bank may be used without permission from the Science 
Adviser, but sterile procedures must sill be used because the blood screening procedures are not 
100% effective.  Use a fresh solution of 10% sodium chlorate(I) (hypochlorite) for disinfecting (NOTE: 
corrosive).  Refer to CLEAPSS Laboratory Handbook, section 14.4.1. 
 
Urine 
 
Where the aim of the investigation is to show the presence, absence or relative amounts of 
substances, use a simulation of urine samples.  This also avoids any problems if tests are carried out 
on actual samples of urine and, from the result obtained, students believe that they may be suffering 
from some illness.  Refer to the recipe table in PS27, Human Body Fluids. 
 
Ponds, Streams and Weil’s Disease 
 
School ponds should be maintained following the ASE guidelines “Safety and the School Pond”.  The 
pond depth must not exceed 75 cm (2`6” in old measurement).  Teachers must ensure students 
understand the need for good hygiene when pond dipping etc.  Weil’s disease is rare, but sensible 
precautions must be taken to avoid infection; refer to the CLEAPSS advice that has been reprinted in 
the blue section of Safety in Science, West Sussex County Council file.  On field trips, make sure hand 
washing facilities are available if it is planned to carry out experiments in streams or ponds. 
Alternatively rubber gloves could be provided. 



Animals 
 
School science departments are encouraged to keep suitable animals in the department. 
 
 NOTE: 
 

• No experiments that cause animals undue stress are permitted. 
• Take care to prevent non indigenous species escaping. 
• Animals must be obtained from approved suppliers. 
• Schools are not permitted to capture wild birds, reptiles or amphibians. 
• No wild vertebrate animal should be brought into school.  If students bring in an animal 

injured beyond recovery, it should be killed by a veterinary surgeon or teacher using an 
approved method of humane killing. 

• Dead animals found in the wild must not be brought into school. 
 
Dissection 
Dissection should be used where entirely appropriate to the curriculum. Anything that can be 
bought/supplied by a butcher may be dissected. 
 
Working with Electricity 
Students below Year 12 may use power supplies not exceeding 25 volts on open terminals with less 
than 10A current capability. 
 
Maintenance of Equipment 
Teachers and technicians may carry out straightforward repairs to mains-powered equipment provided 
they are competent to do so, and follow the advice given by the Health & Safety Executive’s guidance 
note GS23.  The Head of Department may decide competency, but do not permit staff to carry out 
repairs or modifications if there is any doubt. 
 
Mains Leads, Plugs and Sockets 
 
Defective plugs, leads and sockets cause more accidents with electricity than the appliances with 
which they are used.  Worn or damaged mains flex must be replaced and not repaired with insulating 
tape.  All mains plugs in the Science Department must be the standard 13  
amp square pin type with partly shrouded line and neutral pins, the older style plugs with bare line and 
neutral pins should not be used.  Technicians and teachers should not wire up plugs until they have 
received adequate training.  This may be provided by a suitably experienced member of the Science 
Department. 
 
Teaching the Wiring of 13 Amp Mains Plugs 
 
Plugs used by students learning how to wire plugs must be modified so that the plug cannot be 
pushed into a mains socket.  Suitable modifications are bending the earth pin, or drilling a hole in it 
and pop-riveting it. 
 
Teltron Tubes 
 
Simple modification to the leads/terminals must be made to reduce the risk of accidental contact with 
live terminals. 
 
Power Lines Experiment 
 
If the transmission line voltage exceeds 30 volts ac, the wires and connectors must be insulated.  See 
Chapter 3, Appendix 5 of the ASE Topics in Safety. 
 
Van der Graaff Generators 
 
Generators designed for school science are current limited to less than 5 mA and so are safe to use if 
used correctly.  No special training is necessary.  Do not add extra capacitance to the sphere. 
 
Use of HT Supplies 
 
Only teachers who have appropriate training or experience may supervise the use of HT supplies that 
can supply over 5 mA.  Shrouded terminals and plugs must be used. 
 
Capacitors 



 
BEWARE:   Electrolytic capacitors can overheat and explode if they are connected reverse polarity, or 
if used in smoothing power supplies beyond their ripple current rating. 
 
Open-element Mains-voltage Radiant Heaters 
These are no longer permitted. 
 
“Home-made” Mains Apparatus 
 
Teachers and technicians are permitted to construct mains equipment for school use if it is built to 
current British Standard specifications and is checked, tested and certificated by a competent suitable-
qualified person, such as a NICEIC approved electrical contractor. 
 
Cells and Batteries 
 
Low internal resistance rechargeable batteries and cells (nicad, nickel metal hydride, nife or  
lead-acid) may not be used by Year 9 or younger students unless either the battery holder and all 
electrical connections are completely inaccessible to students.  Rechargeables may be used by Year 
10 or above under suitable supervision when a low internal resistance power source is necessary for 
an experiment/project to work. 
Car batteries are unsuitable for power supplies in science experiments. 
 
Using Radioactive Isotopes 
 
The term “radioactive isotope” excludes naturally occurring samples less than 100 Bq g-1 
 No school may stock or use radioactive isotopes unless they have authorisation from the DfEE and 
County Hall [form IR(C)].  All work with radioactive isotopes must be carried out according to the DfEE 
AM 1/92 and the WSCC “Implementing the 1985 Ionising radiation regulations”.  Experiments must be 
carried out with scrupulous attention to accepted safe practice.  Thorium-powder radon generators are 
not allowed in West Sussex LEA.  For half-life experiments, use the protactinium generator. 
 
If a school holds radioactive isotopes, a suitably experienced Science teacher must take the role of 
Radiation Protection Supervisor.  This person may contact the LEA Radiation Protection Adviser for 
guidance, if needed. 
 
Sealed Sources 
Teachers are qualified to use sealed radioactive isotopes provided they have attended a suitable short 
course, or part of their higher education course covered the safe use of radioactive isotopes.  
Probationary and trainee teachers may use radioactive isotopes in science lessons provided a teacher 
with one of the above qualifications oversees the lesson. 
 
Storage 
The isotopes must be kept in a metal container and under lock and key.  Good-condition, small steel 
boxes are fireproof, watertight, tough and cheap.  Placed in a lockable cupboard for security, they are 
ideal. 
 
Small lockable metal cabinets also make good containers.  Ideally, the container should be stored in a 
lockable storeroom and not in a prep room.  Owing to other considerations such as security, this may 
not be practical, in which case the container must be placed so people cannot normally get close to it 
and at least two metres from any work station.  The isotopes must not be stored near flammable 
liquids or corrosive liquids. 
 
Leak Testing 
 
Every twenty-six months the sealed radioisotopes must be leak tested.  At appropriate intervals, the 
LEA RPA will arrange a venue so that teachers can bring their isotopes and school gm tubes and 
carry out leak tests using the LEA’s calibration equipment. 
 
Dose Estimates 
 
Using the simple technique in the WSCC “Implementing the 1985 Ionising Radiation Regulations”, 
teachers must keep a record of their estimated dose from school science experiments with 
radioisotopes.  See F15 for radiation dose calculations. 
 
 
Non-ionising Radiation 



 
Lasers 
Experiments must be arranged so that there is insignificant risk of direct viewing of the laser beam 
either from the laser output or from low-scatter reflections.  For class 2 lasers (eg  HE-NE < 1mW 
output), students and teachers are not required to use laser safety eye protection. 
 
Microwave Sources 
Microwave ovens must conform to British Standards.  The ovens should be used and maintained 
according to the manufacturer’s instructions.  The 3 cm microwave transmitters used in physics are 
very low power and do not pose any significant health risk. 
 
People who have heart pacemakers must seek medical advice before working near to micro- 
wave equipment. 
 
Pressure Systems (low and high) 
 
Autoclaves, Pressure Cookers and Model Steam Engines 
The equipment must be used according to the manufacturer’s instructions, all users must be familiar 
with them.  Each time you use the equipment, make sure the openings to the  
pressure relief valve and safety valve are clear and the sealing gasket is in good condition.  Dry the 
steam vessel before you store it away as this will reduce pitting and corrosion.   
Under the Pressure Systems Regulations 1989, the users or owners of pressure systems at  
 
work have a duty to use the equipment within its safe operating pressure.  The regulations also require 
that the pressure system is inspected periodically by a “competent person” using a scheme of 
examination drawn up by a qualified person. 
 
The CLEAPSS written schemes of examination should be used by Science Departments to carry out 
examination of pressure cookers and model steam engines.  The Head of Department must check that 
the written schemes of examination are suitable for the Department’s pressure equipment.  If there is 
any doubt about the suitability, contact the County Health and Safety Officer, Science Adviser or 
CLEAPSS.  The competent person to carry out the examination is the Head of Department, or a 
person he or she judges to be competent.  Technicians can do the examination if they are given 
adequate training. 
 
Emergencies 
 
Users of pressure systems must know what to do in pressure hazard emergencies.  Typically:  

• for steam systems, remove the heat source;  
• for air compressors, switch off the compressor supply.   

 
In both cases, leave the area until the danger has passed. 
 
Vacuum and Low-pressure Systems 
 
Use only apparatus and glassware designed for the reduced pressure.  Check for scratches and other 
damage that weakens it.  When reducing the pressure in a bell jar, the plate it stands on must be 
metal, polycarbonate, or high-strength laminated glass plate. 
BEWARE: not all bell jars are designed for reduced pressure. 
 
Always use safety screens to shield observers when there is a risk of implosion. 
 
Visits, Field Work and Off Site Science Activities 
 
Off-site activities must be organised within the guidelines of the LEA or School Governors’ regarding 
parental permission, supervision, general safety, transport, First Aid and insurance. 
 
Adequate information and warning must be given to students beforehand about hazards that would 
not normally be encountered in school laboratories.  Make sure students and helpers wear the 
appropriate clothing, headgear and footwear. 
 
Activities Offered by People Receiving Your Visit 
 
If students take part in science or technology activities organised by outside people, the school must 
ensure that the activities are both suitable and safe, people may not fully appreciate that activities that 
are suitable for adults can pose significant risks to students.  School organisers must satisfy 



themselves as far as reasonably practicable that any work place being visited is following health and 
safety regulations, including those for the control of substances hazardous to health. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX 1 
SUBSTANCES NO LONGER CONSIDERED SUITABLE FOR SCHOOL SCIENCE 

 
Refer to the page on Microbiology and Biotechnology for restrictions on micro-organisms. 
 
The following materials may have been required in the past to teach certain syllabuses.  These items 
are no longer considered suitable for school use and they should not be used or prepared in science 
teaching.  Please contact the advisory service if any of these materials are required by an A-level 
course, exceptions can be made in special cases.  The chemicals in bold are new to this list since the 
last update to the safety file. 
Acetonitrile diethyl sulphate 
aminobiphenyl 3,3’-dimethoxybiphenyl-4,4’diamine 
ammoniacal silver nitrate (V) (Tollen’s  
   reagent) 

3,3’-dimethylbiphenyl-4,4’diamine 
   (o-tolidine) 

ammonium chlorate (VII) (perchlorate) dimethyl sulphate 
anthracene 4,4’-dinitrobiphenyl 
antimoney, metal powder 2,4-dinitrobromobenzene 
arsenic 2,4-dinitrochlorobenzene 
asbestos 2,4-dinitrofluorobenzene 
barium chromate (VI) dinitrogen oxide (nitrous oxide) cylinder 
benzene ethane, cylinder 
beryllium and compounds ethene, cylinder 
biphenyl-4, 4’-diamine (benzidine) or 
   other amino substituted biphenyls 

ethidium bromide 
ethyne cylinder (acetylene)** 

bromomethane ethyl carbamate 
butane, cylinder fluorine 
calcium chromate (VI) hydrazine, anhydrous 
calcium phosphide hydrazine hydrate 
carbon monoxide, cylinder hydrazinium salts 
carbon disulphide hydrofluoric acid 
chloric (VII) acid (perchloric acid) hydrogen cyanide 
chlorine, cylinder hydrogen sulphide, cylinder 
chloroethene (vinyl chloride monomer) lead alkyls 
chloromethane lead (II) chromate (VI) 
chlorosulphonic acid lead ethanoate 
colchicine lithium tetrahydridoaluminate (lithium 
crude oil (real, not synthetic)    aluminium hydride) 
cyanides (solid) magnesium chlorate (VII) (magnesium 
ddt    perchlorate) (anhydrone) 
di(benzenecarbonyl) peroxide (dibenzoyl  
   peroxide) 

mercury alkyls 
Millon’s reagent (Note: Cole’s modification 

1,2- dibromoethane (ethylene dibromide)    is safer) 
dichlorobiphenyl-4, 4-diamines 
   (chlorobenzidines) 

naphthalen-1-amine (1-naphthylamine) 
naphthalen-2-amine (2-naphthylamine) 

1,2-dichloroethane (ethylene dichloride) nichel(II) oxide 
 

  
nickel powder phosphides, metal 
4-nitrobiphenyl phosphorus(V) oxide 
nitrocellulose potassium amide (potassamide) 
nitrogen dioxide, cylinder potassium cyanide 
nitrogen monoxide, cylinder propane, cylinder 
nitromethylbenzenes (nitrotoluenes) propenamide (acrylamide) 
nitronaphthalenes sodium amide (sodamide) 
nitrosoamines (nitrosamines) sodium azide 
nitrosophenols, 2- and 3- isomers tellurium and compounds 
nitrogen triiodide tetracarbonylnickel(0) (nickelcarbonyl) 
nitrosnaphthalenes thallium and compounds 
oleum (fuming sulphuric acid) thorium compounds 
osmic acid 2,4,6- trinitrophenol (picric acid)* 
osmium compounds uranium and compounds (except uranium 
metal phosphides    nitrate) 
paraquat zinc chromate(VI) 
petrol  

Tetrachloromethane (carbon tetrachloride) is not banned, but its use is not recommended.  It should 
never be used as a solvent.  Refer to the CLEAPSS Hazcards. 



APPENDIX 2 - MIXTURES THAT SHOULD NOT BE MADE 
 
 
These mixtures are often unstable and can explode.  (A subset of this list in the DfEE Safety in 
Science Education.)  These are not the only mixtures that can form explosives; refer to the CLEAPSS 
Hazcards for safety information. 
 

aluminium powder + copper oxides 
aluminium powder + lead oxides 
ammonia solution + iodine 
ammonium salts + potassium chlorate(V) 
ammonium salts + potassium manganate (VII) 
ammonium dichromate + powdered metals (particularly magnesium and aluminium) 
chlorates(VII) + sulphur 
chlorates(VII) + phosphorous 
chlorine + hydrogen* 
ethanol + concentrate nitric acid 
lead nitrate + any reducing agent 
magnesium powder + silver nitrate 
potassium chlorate with manganese(V)oxide (as oxygen mixture) 
potassium manganate(VII) + concentrate sulphuric acid 
trichloromethane + propanone 

 
 

*Hydrogen can be burnt in an atmosphere of chlorine. 
 
 
F15 RADIATION DOSE CALCULATION 
 
The following is intended as an easy way to calculate your dose when using radioactivity in science 
lessons.  You must log your dose in the book as a record. 
 
This simplified calculation is a “worse possible” for the following reasons: 
 

1. The sources are screened and pointed away from you most of the time. 
2. The distance used in the calculation is the closest and most of the time it is actually greater 

than the figure used. 
 
Students will only receive a fraction of the small dose that you have calculated for yourself. 
You need to note down: 
 
 (a)  The type of source used. 
 (b)  The time it is used for. 
 
These calculations assume that you use the tongs provided ie 10 cms from source to hand, and that 
the source is a standard 185 Kbq strength. 
 
For other usage see Regulations booklet. 
Dose rate in µSv 
 

SOURCE TIME OF USE MINUTES 
(185 KBq) 5 10 15 20 25 30 40 60 
 
6060 

 
0.6 

 
1.2 

 
1.8 

 
2.3 

 
2.9 

 
3.5 

 
4.7 

 
7 

Sr90 11 22 33 43 54 65 87 130 
Ra226 0.3 0.7 1.0 1.3 1.7 2.0 2.6 4.0 
Am241 0.3 0.7 1.0 1.3 1.7 2.0 2.6 4.0 

 
Yearly dose max for employees 500,000 µSv 

 
 
 
 
 
 
 



APPENDIX B 
 

Policy Document 

 

Health & Safety Policy for 

Design & Technology, 
Cookery & 

Art & Design 

 

 

 

Statement of Commitment and Intent 

 

Cornfield School is committed to teaching all practical subjects in a safe 

way.  This policy outlines the processes and procedures for ensuring 

safe working in Design and Technology, Food Technology and Art and 

Design. 

 

All staff have a duty to implement this policy to minimise risks to 

themselves, to students and to others.  Teachers are expected to use 

this information to help them to plan lessons and decide if an activity 

can be carried out safely, giving consideration to the age and 

responsibility of the students. 

 

In this policy the word ‘should’ is used to mean something that is 

recommended but not compulsory.  These are usually actions that are 

considered to be good working practices, but the school is free to 

choose other actions if it has good reasons for doing so.  Conversely, 

the word ‘must’ is used to mean something that is compulsory, usually 

something statutory, and a failure to implement would be breaching a 

law, or breaching a duty of care. 

 

 

1 Subject Organisation 

 

For the purposes of this policy the individual subjects of Food 

Technology, Design and Technology and Art and Design have been 

amalgamated under the generic heading of practical subjects. 

 

Relevant Publications 



 

Relevant publications for Health & Safety in practical subjects are – 

 

CD Rom – Health & Safety Manual for Design & Technology, Art & 

Design, Ceramics, Textiles and Food Technology at KS3 and Higher.  

WSCC – Issue April 2005 (In DT Room and Bursar’s Office.) 

 

CLEAPSS CD Rom – Design & Technology, 2003.   

Relevant to Design & Technology, Art & Design, Ceramics, Textiles and 

Food Technology.  (In DT Room.) 

 

BS4163:2007 Health & Safety for Design & Technology in Schools and 

Similar Establishments.  Relevant to craft, electronics, engineering, food, 

graphics, manufacturing, product design, systems and control, textiles 

and ICT.  (In DT Room.) 

 

A Guide to Safe Practice in Art & Design, DFE 2007.   

Relevant to Art & Design, Textiles and Ceramics.  (On CD Rom in 
Bursar’s Office.) 

 

Building Bulletin 81 ‘Design & Technology Accommodation in Secondary 

Schools: A Design Guide’ revised 2004.   (On CD Rom in Bursar’s Office.) 

 

Building Bulletin 89 ‘Art Accommodation in Secondary Schools’ 1998.  

(This is on the Health & Safety Manual CD Rom Issue April 2005.). 

 

Communication of Health & Safety Information 

 

• Time should be allocated formally on a regular basis at staff meetings to 
exchange information on Health & Safety.  Minutes of a meeting can form a 
record of information passed to staff; 

 

• It is vital that all teachers new to the school are made aware of the specific 
Health & Safety requirements for the subject they will be teaching.  The subject 
leader is responsible for providing suitable training and for recording the dates 
and content of any training given; 

 

• Student teachers should be supervised; the normal class teacher must ensure 
that the student is proficient in the practical work to be taught and the relevant 
safety aspects. 

 



 

2 Implementing the Policy 

 

Risk Assessment 

 

• All practical activities must be assessed for risk, and safety measures used to 
keep the risks low; 

 

• All subjects will use the relevant Model Risk Assessments provided by 
CLEAPSS (in DT Room & Bursar’s Office.) 

 

• Where significant, these MRAs will be adapted by the individual subject leaders 
to take account of the local circumstances of the school; 

 

• Details of the Model Risk Assessments to be used and their adaptation can be 
found in the appendix; 

 

• Reference to these adaptations must be made in schemes of work or, when 
necessary, in individual lesson plans 

 

• It is the responsibility of all staff and other adults to follow the relevant risk 
assessments; 

 

• All risk assessment must be carried out BEFORE a practical activity is 
undertaken and the effectiveness of the risk assessment must be regularly 
monitored; if any new activities are to be undertaken, it is essential that a full 
risk assessment is carried out beforehand.  If a model risk assessment does 
not exist the subject leader should contact either the West Sussex Health & 
Safety Department helpline, or the CLEAPSS helpline.  The activity must NOT 
be undertaken until the risk assessment has been completed and recorded. 

 

 

Room Safety 

 

• All practical rooms must be locked when not is use; 
 

• Unsupervised students must not be allowed in hazardous rooms; 

 

• Staff are expected to leave workrooms in a safe condition; 

 

• When starting a practical lessons, staff should check that rooms are clear, all 
thoroughfares and room exists are free from obstruction, floors are dry and in a 
safe condition, and the lighting is adequate for the work being undertaken; 



• Fire doors must be unlocked and clear; only authorised staff are permitted to 
switch on the electricity and gas mains isolators.  Students may not switch on 
these – not even under supervision; 

 

• Students must not use utensils, tools, machines or other equipment until they 
have been taught how to use them correctly 

 

• Only one person may operate a machine or piece of equipment at a time. 

 

A specialist room may only be used for other curriculum activities if the 

person supervising the students understands room hazards in the room 

and can prevent them.  Supply or cover teachers must be given 

information on the room hazards;  this could be a laminated A4 sheet for 

the room explaining the location and operation of main services such as 

electrical isolators, any local hazards, and where help can be obtained.  

Cover teachers must not supervise practical work unless they are 

competent and experienced in the practical subject and understand the 

relevant safety procedures. 

 

Safety Signs, Notices and Displays 

 

• Each workroom must have a set of safety rules and the fire procedure 
displayed clearly; 

 

• Cautionary notices and signs must be displayed where appropriate, these can 
be home made provided they conform to current standards and standard 
pictograms and are made of a durable material. 

 

Clothing 

 

• Protective clothing such as aprons or overalls must be used in any ‘messy’ 
practical work, or where hazardous materials are being used; 

 

• Do not use nylon or other plastic protective clothing in high-temperature work; 

 

• People wearing bandages on the hand or forearm are not permitted to use 
machinery which has exposed moving parts. 

 

Eye Protection and Guards 

 

• Eye protection must be used if there is any significant risk of eye injury in the 
work being carried out or observed.  Do not overlook the risk when working 
with stretched materials; 

 



• Eye protection must conform to BS EN166.  Select the type of eye protection 
suitable for the practical work; 

 

• Eye protectors must be kept clean and scratch free.  They must be periodically 
washed in a mild household disinfectant. 

 

First Aid 

 

• Each practical room must have easy access to a first-aid kit.  It should be in a 
cabinet marked with a green cross; 

 

• It must be stocked and used in accordance with the guidelines in the CD-Rom 
Health & Safety for Educational Establishments. 

 

Storage 

 

• Storage must be kept well organised and tidy.  Large items should not be 
stored high, and proper stepladders or similar must be available for reaching 
high shelves safely; 

• Standing on benches, chairs, tables etc is not permitted; 
• Sharp tools and utensils must be stored so that accidental contact with the 

sharp part is unlikely and they must be securely locked when not in use; 
• All materials which are hazardous, for example they may be toxic, flammable or 

corrosive, must be clearly labelled.  The labelling must state the material and 
the nature of the hazard(s); 

• Keep all working quantities of these materials to a minimum; 
• Access to hazardous materials must be restricted to authorised staff only; 
• All hazardous materials must be stored away from direct access by students; 
• Stocks of flammable liquids must be stored in a lockable fire-resistant cabinet 

in a well-ventilated stockroom. 

 

Shelving 

 

• Make regular checks to ensure that shelving is in a safe condition; 
• Shelves must not be overloaded and heavy materials must not be stored high 

up; 
• Ensure that the shelf space is used sensibly with no items stacked 

precariously; 
• Proper stepladders must be provided for access to shelving beyond easy reach 

from the floor. 

 

Maintenance, Inspection and Testing of Equipment 

 

Health & Safety law requires that equipment and machinery is 

maintained in a safe condition.  To achieve this, equipment must be 

maintained, inspected and, where necessary, tested. 



 

There are 3 levels of inspection, maintenance and testing of equipment 

which must be carried out. These are:- 

 

Level 1 A visual check by staff of equipment prior to its use or on a daily 

basis. 

 

Level 2 A more formal visual inspection which should be carried out 

termly by staff.  This requires checking equipment against an inventory 

using a checklist.  Small items, eg hand tools, knives, can be banded 

together. 

 

Level 3 Formal maintenance/inspection checks carried out by specialist 

contractors.  This is normally undertaken annually, or for LEV 

equipment, every 14 months. 

 

Recording of Inspections and Testing 

 

• All Level 2 formal inspections of equipment by members of staff should be 
recorded; 

 

• All Level 3 inspections/maintenance must be recorded.  It is recommended that 
the subject leader holds records of examinations, tests and certificates. 

 

If any faults, or the need for maintenance, are identified at any time, they 

must be reported to the Headteacher.  If the fault or need for 

maintenance makes the equipment unsafe, it must not be used and must 

be electrically isolated.  An appropriate label must be clearly displayed 

on the equipment. 

 

Training Records and Certification 

 

• All practical work must be supervised by a suitably qualified teacher; 
 

• For specialist aspects of work in Design & Technology teachers must hold 
appropriate certification, as recognised by the Local Authority.  Copies of the 
certification must be kept in the school office.  It is recommended that all 
certification is updated every 5 years; 

 

• Teachers involved in teaching any aspect of food handling must hold The Basic 
Food Hygiene Certificate issued after attending a course accredited by the 
Chartered Institute of Environmental Health Officers; 



 

• It is every teacher’s responsibility to ensure that his or hers knowledge of 
Health & Safety is current.  Any perceived training needs should be discussed 
with the Headteacher. 

 

 

3 Monitoring and Review 

 

This policy will be reviewed annually in the Autumn Term. 

 

 

Appendix:     MRAs for D & T – Adhesives, Electricity & electronics work, 

Soldering, Grinding, Guillotine, Drilling Machine, Polishing, Plastics, 

Paints & varnish, woodworking machinery, hand tools, knives & 

scissors, paint sprays 

 

 

 

 


