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1. INTRODUCTION

1.1 The Health and Safety at Work Act is based upon the concept of self-regulation. In order to ensure that appropriate standards are being achieved and maintained, regular evaluation of safety performance is necessary at every level of operation and establishment within the Department.  
1.2 Under health and safety law the Local Education Authority is required to monitor activities to ensure compliance with locally set policies and procedures. To achieve this, the Education Health and Safety Team will conduct a physical audit of the health and safety management system in a percentage of LA schools (20% per annum).  
1.3 The Education Health and Safety Team will also arrange for an annual health and safety audit to be completed and returned to the Team. The results of these will be included in the annual health and safety report to the CSF Board.

1.4 Copies of all safety audits and monitoring systems undertaken, and action plans for remedial action where necessary, must be kept at the establishment and be available for inspection.

2. FREQUENCY

2.1 It is recommended that systematic safety inspections/ audits should be carried out once 
each term in educational establishments and that a named governor be involved / 
undertake inspections on an annual basis and report back to the premises sub-
committee / full governing body meeting as appropriate. 

3. RESPONSIBILITY

3.1

In schools, colleges and other educational establishments, the overall responsibility for conducting termly inspections rests with the Headteacher.  

3.2 In secondary schools (and in some larger primary and special schools) responsibility for defined areas and activities may be delegated to senior members of staff with management duties or site managers. These responsibilities must be clearly defined and stated in the local health and safety policy.

3.3 Governors have a responsibility to monitor health and safety performance and compliance with legislative requirements, school and HCC policies. Involvement in inspections (annually) will help fulfil this duty and satisfy Governors that suitable arrangements are in place.

4.
LOCAL INSPECTIONS 
4.1
Regular safety inspections/audits must be conducted at each educational  
establishment. 
Such inspections/audits are in addition to the continual ongoing monitoring and 
observation of activities that are part of the normal day-to-day responsibilities for 
health, 
safety and welfare of Heads of Service, Head teachers/Managers and supervisory 
staff.
4.2
A plan should be established for inspections. The plan will outline who will 
carry it out, 
how you will split the premises up if required, who the inspection report should go to, 
the timings of the inspection and how you are going to action the findings of the report.

4.3
Inspections by 2-3 people can be very effective, these could involve the head 
teacher, a subject specialist for curriculum areas, site manager / caretaker, a 
governor, trades union representative etc.  to assist in the process.

Whoever inspects should be competent to identify hazards and evaluate risk.


4.4
In large schools it would be wise to split inspections up, for example, you may wish to 
have separate inspections for each department and one for the site 
manager to consider 
which would cover the communal areas and outside.
4.5
Completed audits/inspections should be filed on a separate safety file, which should 
be inspected regularly by the Headteacher or site manager in order to ensure that 
required remedial action is carried out or is progressing satisfactorily.

4.6
Results of the safety monitoring should be reported to the head teacher and 
routinely provided to the governing body. This will enable the governors to 
monitor the 
school’s health and safety performance and assess whether the standards required 
by their health and safety policy is being satisfied.

5.
USE OF CHECKLISTS
5.1 

A governors / management inspection form provides a monitoring checklist which can be used as:
· as an aide memoire for managers and supervisors to facilitate their day-to-day responsibilities for health and safety; and

· as a starting point for the systematic completion of safety audits.

5.2
A set of safety inspection checklists have also been devised for the general  and specialised areas of a school.  Their purpose is to record:

a) items to be checked;

b) items found to be satisfactory;

c) details relating to items requiring attention;

d) date that remedial action is completed. Where such action is not undertaken immediately by incorporated as part of a programme of improvements, the planned completion date should be recorded. In such cases, this date should be transferred from one safety audit checklist to the next until the completion date falls due.

5.3
The use of a checklist can ensure consistency and provides a record for follow up action. 
These checklists are not necessarily exhaustive, and should be customised to fit 
individual circumstances as required.   

5.4 For Design and Technology areas, there are detailed checklists in appendix V of the ‘HCC Design and Technology – Health and Safety Guidelines’ should be used where appropriate.

6
THE ROLE OF SAFETY REPRESENTATIVES
6.1
It has been agreed with the trades unions that, wherever possible, inspections by 
accredited safety representatives should be carried out jointly with 
representatives of 
management. To avoid duplication of effort, it is recommended that these 
inspections 
are incorporated as part of the safety audit programme.

7 SUMMARY OF REQUIREMENTS
a) Day-to-day monitoring of health and safety by Heads and other managers.

b) Termly safety inspection required, safety checklists can be used to facilitate this. 

Annual involvement in inspection / audit by Governors.  
c) Annual electronic safety audit to be completed and returned to the Education Health and Safety team by the end of the autumn term.
d) Annual Departmental Health and Safety report to be presented to CSF Board by Education Health and Safety team manager.
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