SCHOOL TERMLY INSPECTION SAFETY CHECKLIST

Suitable for all general areas of school, for large sites you may decide to inspect a different area(s) or block(s) each time, ensuring that the whole site has been inspected over the course of 12 months. 

SCHOOL NAME…………………………………………….
AREA(S) INSPECTED………………………………………

DATE INSPECTED…………………………………………
INSPECTED BY…………………………………………..

	
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED

	 FIRE PRECAUTIONS
	
	
	
	

	
	fire alarm call points tested weekly (call points numerated, different callpoint each week in rotation) and recorded?
	
	
	
	

	
	termly fire drill conducted and recorded ( occupants  able to evacuate  to place of safety in a reasonable time < 3mins)?
	
	
	
	

	
	fire alarm audible in all areas?
	
	
	
	

	
	Emergency lighting tested monthly (in house) and recorded?
	
	
	
	

	
	final exit doors operational and unobstructed?
	
	
	
	

	
	doors with electromagnetic locks release on operation of fire alarm / loss of power?  
	
	
	
	

	
	key internal fire doors (e.g. cross corridor and stairwell) in place and fully closing?
	
	
	
	

	
	current evacuation notices posted in each classroom and fire action notices adjacent to call points?
	
	
	
	

	
	emergency exits / routes clearly signed and unobstructed?
	
	
	
	

	
	appropriate fire extinguishers in place ?
	
	
	
	

	
	boiler room and electrical intakes free of combustible materials?
	
	
	
	

	FIRST AID / MEDICATION
	Y
	N
	N/A
	

	
	accident reports checked for trends this term?
	
	
	
	

	
	first aid boxes in appropriate places and contents maintained, no unapproved content (medicines etc.)?
	
	
	
	

	
	medicines stored safely and in original containers?
	
	
	
	

	
	expiry dates checked on pupil medication?
	
	
	
	

	
	prescribed medicines labelled with name of child / dose and frequency of administration?
	
	
	
	

	
	emergency medication (asthma inhalers epi-pens etc) readily available and not locked away?
	
	
	
	

	ASBESTOS
	Y
	N
	N/A
	

	
	asbestos permission to work system used on every occasion before any work is conducted on buildings fabric?
	
	
	
	

	
	all permission to work entries signed by asbestos officer and person undertaking work?
	
	
	
	

	
	any visible damage to fabric of building?
	
	
	
	

	HOUSEKEEPING 
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED

	
	work areas & walkways free from rubbish and obstructions?
	
	
	
	

	
	flooring in good condition and free of slip / trip hazards (eg no ripped carpets, broken tiles)?
	
	
	
	

	
	is there an effective cleaning schedule (including the cleaning of windows, emptying of waste bins etc)?
	
	
	
	

	
	items stored at height (eg files/folders on shelves) are accessible, secure and safe?
	
	
	
	

	
	sufficient storage space available and reasonably tidy, no accumulation of materials in working areas? 
	
	
	
	

	ELECTRICAL / GAS
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED

	
	all emergency shut offs clearly identified, accessible and functioning?
	
	
	
	

	
	all portable appliances (items with a plug) have been tested in past year ? 
	
	
	
	

	
	plugs, sockets, switches etc in good condition ( not broken, crack ed or loose etc/) and checked pre-use by staff?
	
	
	
	

	
	leads and cables are not strained/causing trip hazards?
	
	
	
	

	
	the use of extension leads is kept to a minimum, not overloaded and not ‘daisy chained’. (note: only double insulated/fused extension leads should be used)
	
	
	
	

	TOOLS / EQUIPMENT
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED

	
	are tools & equipment (including ladders) stored securely & out of reach of unauthorised persons?
	
	
	
	

	
	ladder register and checklist in place and reviewed termly?
	
	
	
	

	
	is there sufficient access equipment to allow staff members to reach high areas safely?
	
	
	
	

	
	operating instructions available and displayed adjacent to machinery (where appropriate)?
	
	
	
	

	
	weekly and pre use minibus checks conducted? 
	
	
	
	

	HAZARDOUS SUBSTANCES
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED

	
	inventory of chemicals and material safety data sheets available?
	
	
	
	

	
	all hazardous substances stored in a locked room / cupboards?
	
	
	
	

	
	all containers clearly marked with label to identify the contents?
	
	
	
	

	
	if chemicals have been decanted into other vessels (eg spray bottles), is there a label to identify the contents?
	
	
	
	

	WELFARE
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED

	
	drinking water available and taps labelled?
	
	
	
	

	
	seldomly used water outlets identified and flushed through weekly?
	
	
	
	

	
	hot water temperatures conrolled ( max 43 deg C in areas where vulnerable pupils may come into contact)
	
	
	
	

	
	water system flushed through after holiday periods?
	
	
	
	

	
	fingerguards in place on vulnerable doors i.e. 

toilet & classrooms in nursery, ks1 / special schools?
	
	
	
	

	
	suitable area for staff members to rest and eat? (clean, with seating)
	
	
	
	

	
	adequate toilet provision, clean and have liquid soap, towels/ dryers and hot water?
	
	
	
	

	GENERAL WORK ENVIRONMENT
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED

	
	have there been complaints by staff members regarding lighting, heating and ventilation within the school?
	
	
	
	

	
	adequate space for size of class and activities conducted? 
	
	
	
	

	
	walls / wall coverings clean and in good condition (eg paint not flaking, no damp etc)?
	
	
	
	

	
	hazard areas (kitchen, labs / workshops etc.) locked when unsupervised?
	
	
	
	

	
	lighting adequate for activities taking place?
	
	
	
	

	
	handrails secure?
	
	
	
	

	
	windows opening onto external walkways / play areas restricted / barriers in place?
	
	
	
	

	
	glazing filmed / safety glazing to bs 6206 in vulnerable areas?( e.g. panes >250mm wide in or adjacent to doors, pe areas etc.)
	
	
	
	

	
	no smoking signage in place at entrances?
	
	
	
	

	
	is there sufficient equipment to assist with manual handling tasks? (eg trolleys, sack trucks, hoists)
	
	
	
	

	OUTDOOR AREAS
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED

	
	are pathways / walkways stable underfoot and without significant trip hazards? (eg no potholes, no raised /sunken slabs)
	
	
	
	

	
	pedestrian routes clearly defined and segregated from vehicles?
	
	
	
	

	
	adequate access for emergency services?
	
	
	
	

	
	is outdoor play equipment adequately maintained and in good condition?
	
	
	
	

	SECURITY
	Y
	N
	N/A
	COMMENTS /ACTIONS NEEDED

	
	clear signage directing visitors to reception / other services on site?
	
	
	
	

	
	gates and perimeter fencing of adequate height and maintained?
	
	
	
	

	
	gates locked when school not in use?
	
	
	
	

	
	number of entrance points onto school site minimised (restricted to one during school day)?
	
	
	
	

	
	clearly defined route between site entrance(s) and reception with access to children avoided where practicable?
	
	
	
	

	
	number of freely available access doors minimised?
	
	
	
	

	
	External lighting adequate?
	
	
	
	

	
	access to low roofs restricted?
(where anticlimb paint is used this is signed)
	
	
	
	

	
	fragile roof surfaces identified by signage on site?
	
	
	
	

	
	external storage / waste bins secured and located away from builidngs?
	
	
	
	

	 OTHER ITEMS SPECIFIC TO YOUR SCHOOL
	Y
	N
	N/A
	COMMENTS / ACTIONS NEEDED
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