	PHYSICAL HEALTH & SAFETY ASSESSMENT FOR SECONDARY SCHOOLS
	SCHOOL NAME
	1



Physical Health & Safety Assessment for Secondary Schools
To be completed once a term.

(Based on ‘The Health & Safety Code of Practice for State and State Integrated Schools’)
	Date of Audit:

	

	Auditor:
	

	Department /Area Audited:
	


ACCESS AND EGRESS

	
	Check
	Yes
	No
	Notes

	1. 
	Is there a safe means of access to and egress from all areas in the school of sound construction and maintained?

	(
	(
	

	2. 
	Does the safe access enable all people, including disabled people, to move conveniently and safely throughout the place of work?
	(
	(
	

	3. 
	Are all egress doors, passages and staircases kept clear

and capable of being readily opened without the use 

of keys to allow quick and easy egress?

	(
	(
	


CLEANLINESS

	
	Check
	Yes
	No
	Notes

	1. 
	Are all areas of the school kept clean and free from any rubbish and obstructions, and free from any smell or leakage, including that from any drain or sanitary convenience? 

	(
	(
	

	2. 
	Are floors, benches and other areas where school activities take place, including stairways and passages free from dirt or rubbish?
	(
	(
	

	3. 
	Are floors washed, cleaned, swept or, vacuumed as applicable and as often as required?
	(
	(
	

	4. 
	Are there sufficient rubbish bins, provided with lids if necessary, and emptied as necessary?
	(
	(
	

	5. 
	Are the school grounds are kept free of rubbish and generally tidy, taking into account the recreational needs of students and employees?
	(
	(
	

	6. 
	When any process is carried on in the school which results in wet floors, is there an effective means for draining off the wet?
	(
	(
	


CONSTRUCTION WORK AT THE SCHOOL

Employees

	
	Check
	Yes
	No
	Notes

	1. 
	Are any employees carrying out construction work adequately trained to carry out the work?
	(
	(
	

	2. 
	Do they carry out the work in a manner which is consistent with any relevant regulations, codes of practice, or work safety practices relating to such work?
	(
	(
	

	3. 
	Are barriers, fences or similar installed and maintains to protect any other person from having unlawful access to the works?
	(
	(
	

	4. 
	Are plants, tools, equipment and scaffolding used in a safe manner?
	(
	(
	

	5. 
	Are all materials, plant, equipment and tools stored and secured in a safe manner to avoid injury to anyone likely to be in the area where the construction is being carried out?
	(
	(
	


Contractors and their Employees

	
	Check
	Yes
	No
	Notes

	1. 
	Are any contractor’s employees carrying out construction work adequately advised of the Health and Safety Plan for the place of work?
	(
	(
	

	2. 
	Are they appropriately trained persons or contractors to carry out the work, or adequately supervised by such qualified persons for the duration of the work?
	(
	(
	

	3. 
	Do they follow all safety procedures relevant to the particular work being carried out? (NOTE: this is not just a duty owed by the contractor, but by the Principal of a contract to the contractor's employees)
	(
	(
	

	4. 
	Are they adequately informed of their responsibility to protect the construction work, and the area associated with the construction work being carried out, given the nature of the place of work? 
	(
	(
	

	5. 
	Are they adequately aware of any responsibilities and requirements included in the Ministry of Education’s Project Management System?
	(
	(
	

	6. 
	Has a police vet of all contractors and their employees employed on construction work during school hours been undertaken and managed by the Teachers Council.
	(
	(
	


EQUIPMENT AND APPARATUS

	
	Check
	Yes
	No
	Notes

	1. 
	Has any apparatus, equipment or plant (including scaffolding) used at the school, including in any workshop, classroom or outdoors been appropriately designed, manufactured, erected, and installed? 
	(
	(
	

	2. 
	Is the equipment etc. provided with all appropriate safety features (including matting and barriers)?
	(
	(
	

	3. 
	Is there on-going monitoring and review of the safety practices and procedures in relation to the work places in the school, including playgrounds and other recreation areas?
	(
	(
	

	4. 
	Is any apparatus or equipment used for any physical education or playground activity at the school appropriately designed, manufactured, erected, and installed?
	(
	(
	

	5. 
	Is the apparatus or equipment provided with all appropriate safety features (including matting and barriers)?
	(
	(
	


FALLING

Where any person in the school is required to be in a place from which a fall of more than one metre is possible:

	
	Check
	Yes
	No
	Notes

	1. 
	Is the place provided with such secure footholds and handholds as reasonably necessary? 


	(
	(
	

	2. 
	Are people isolated from the hazard by using fencing?
	(
	(
	

	3. 
	Is careful consideration given, when work at height is being planned, to the type and suitability of equipment used for access purposes?
	(
	(
	


FIRST AID FACILITIES

	
	Check
	Yes
	No
	Notes

	1. 
	Are first aid supplies provided for people who may be injured at the school? 


	(
	(
	

	2. 
	Are the first aid supplies kept clean and tidy and accessible for the treatment of injured persons?
	(
	(
	

	3. 
	Are the first aid supplies replenished at regular intervals?
	(
	(
	

	4. 
	Is first aid able to be given without delay to anyone requiring it at the school?
	(
	(
	

	5. 
	Is there an appropriately trained or experienced person in charge of all first aid supplies, first aid cabinets, and first aid rooms in the school who is available during normal school hours?
	(
	(
	


STORAGE OF FIRST AID SUPPLIES

	
	Check
	Yes
	No
	Notes

	1. 
	Are first aid supplies kept in dustproof boxes or dustproof cabinets in which nothing other than first aid supplies are kept? 


	(
	(
	

	2. 
	Is the box or cabinet made of an easily cleaned material with a smooth impervious surface, or painted or enameled inside and outside with a gloss finish?
	(
	(
	

	3. 
	Is the outside surface of the lid or door clearly marked with the words ‘First Aid’?
	(
	(
	

	4. 
	Are there a sufficient number of first aid boxes or cabinets in the school to provide first aid whenever required?
	(
	(
	

	5. 
	Are the first aid boxes or cabinets placed in well-lit areas and as close as possible to either a hot and cold water source, or a cold water source?
	(
	(
	


REGISTER OF FIRST AID TREATMENTS

	
	Check
	Yes
	No
	Notes

	1.
	Is there a register of accidents kept which records:

(a) the nature of every first aid treatment given in the school; 

(b) the date on which it was given; 

(c) the name of the person to whom it was given; 

(d) the nature of the injury or illness for which it was given; 

(e) the date, time, and place the accident occurred; 

(f) the cause of the accident; 

(g) whether the injury was referred to a doctor or nurse; 

(h) the name of the person giving first aid.
 
	(
	(
	


MINIMUM FIRST AID SUPPLIES – BASED ON A MAXIMUM OF 75 EMPLOYEES
	
	Check
	Yes
	No
	Notes

	1.
	Does the school have the following minimum first aid supplies?

4 x Triangular bandages 

9 x Roller bandages (including crepe bandages 50 mm and 75 mm sizes) 
10 x Sterile dressings (75 mm x 75 mm packets) 

2 x Adhesive wound dressing strip (100 mm packets) 

1 x Waterproof adhesive plaster (50 mm wide reels) 

5 x Sterile, non adhesive pads (100 mm x 100 mm packets) 

4 x Sterile eye pads 

1 x Container for use in pouring water over the eye (e.g. plastic squeeze bottle) 

1 x Receptacle for soiled dressings (e.g. bucket with foot-operated lid) 
2 x 250 ml antiseptic liquid approved by the Medical Officer of Health 

1 x Safety pins (card) 

1 x Scissors – surgical or equivalent stainless steel (pair) 

1 x Splinter forceps, fine point - stainless steel 

1 x Accident register and pen or pencil 

1 x First aid booklet (issued by the Department of Labour or Ministry of  Health or Red Cross/Order of St. John) 

1 x A list of all  local emergency numbers 

8 x Disposable gloves – large size or multi fitting (pairs)

 
	(
	(
	


FLOORS, PASSAGES AND STAIRS

	
	Check
	Yes
	No
	Notes

	1. 
	Are all floors, steps, stairs, ramps, landings, passages, gangways, and ladders, whether affixed or not, that are used or likely to be used for access and egress or the movement of goods and materials, of sound construction and properly maintained? 
	(
	(
	

	2. 
	Are all steps, stairs, and ramps provided with substantial handrails and slats or some other means sufficient to prevent slipping?
	(
	(
	


HAZARDOUS SUBSTANCES

	
	Check
	Yes
	No
	Notes

	1.
	Is any material or substance that is, or is likely to be, corrosive, an irritant, toxic, radioactive, explosive, or otherwise capable of endangering the health of any person who may come into contact with it or be in its vicinity, stored safely in a secure container which is clearly labeled?

	(
	(
	


LIGHTING

	
	Check
	Yes
	No
	Notes

	1. 
	Is there sufficient and suitable lighting, whether natural or artificial, in every part of a school where school activities are being undertaken?
	(
	(
	

	2. 
	Are all artificial lights used in the school placed and shaded so no employee or student is subjected to avoidable glare?
	(
	(
	

	3. 
	Are windows and skylights used for the lighting of work spaces at the school as reasonably as possible kept free from obstruction, and clean on both sides, unless for the purposes of reducing heat or glare, they are provided with a blind, shade, curtain or other shading material?


	(
	(
	


LOADS

	
	Check
	Yes
	No
	Notes

	1. 
	Working under loads

Where any person in the school is in the vicinity of, or under an object that has been raised above the ground, are there supports or other devices placed or used under that object so that it cannot drop or be lowered while the person is in the vicinity of that object?


	(
	(
	

	2. 
	Carrying of heavy loads

Is there any requirement that no employee or student is required to lift, carry, or move by hand any load, object, and/or weight so heavy that its lifting, carriage, or movement would be likely to injure or cause the risk of injury to the employee or student?

	(
	(
	


PLANT AND MACHINERY
	
	Check
	Yes
	No
	Notes

	1. 
	Is all plant and machinery provided with the appropriate safety devices and that all such devices are suitable for the purpose for which they are to be used and are in good working order? Have hazards been identified?

	(
	(
	

	2. 
	Is plant and machinery which is used in the school is provided with a corresponding protective device?
	(
	(
	

	3. 
	Is a procedure established to adequately train, supervise and educate any person who is to operate, clean, repair or maintain the plant and machinery?
	(
	(
	

	4. 
	Is any moving part of any machine stopped before any cleaning, repairing or maintaining, except that where it is essential that a part of the machinery remains moving, only that part shall be in motion?
	(
	(
	


NOISE

	
	Check
	Yes
	No
	Notes

	1. 
	Have all reasonable steps been taken to ensure that no person at the school is exposed to any noise that would be likely to impair the person's hearing if they were not using a hearing-protection device, by either: 

(a) controlling the noise at its source; or 

(b) isolating or insulating those processes and activities causing the noise.

	(
(
	(
(
	

	2. 
	Where the use of a hearing-protection device becomes necessary, do people who will be affected by the noise have a device of a type which is adequate to eliminate any risk to hearing?
	(
	(
	

	3. 
	Where a protective hearing device is worn, is appropriate training given to the user, and also to students and employees likely to be in the vicinity of the user so that all are aware of any communication restrictions that are or may result from the wearing of such device?
	(
	(
	

	4. 
	In areas where noise is likely to be hazardous, are there signs provided, machinery is labeled, or are people warned by some other appropriate means?
	(
	(
	


PITS & OPENINGS

	
	Check
	Yes
	No
	Notes

	1. 
	Are all openings in floors situated in any school buildings securely fenced or otherwise enclosed, except to the extent that the nature of the work done in that place of work renders it impracticable to fence or enclose them, in which case are all such openings and pits s covered while not in use? 


	(
	(
	

	2. 
	Is every doorway, hatchway, and opening in a building used for hoisting or lowering goods or materials, whether by mechanical power or otherwise, is securely fenced and provided with secure handholds on each side?

	(
	(
	


PROTECTIVE CLOTHING & EQUIPMENT

	
	Check
	Yes
	No
	Notes

	1. 
	Have all circumstances and activities to which the use of protective clothing and/or equipment is appropriate been identified?


	(
	(
	

	2. 
	Is protective clothing, footwear and equipment provided for anyone requiring protection against any risk or danger to their health?
	(
	(
	

	3. 
	Is all protective clothing and equipment supplied sufficient to give adequate protection from the risk it is designed to eliminate or minimise, and does it comply with any relevant New Zealand standard or code of practice and is it adequately maintained?

	(
	(
	

	4. 
	Is adequate instruction given in the use and maintenance of such protective clothing and equipment?

	(
	(
	

	5. 
	Do people required to wear the protective clothing, footwear and equipment do so as often as the circumstances for which they are provided arise
	(
	(
	

	6. 
	Does any adjustment, adaptation, cleaning, repairing or maintenance to any protective clothing reduce the standard or quality of protection for which the protective clothing was designed, manufactured or provided?


	(
	(
	


SITTING FACILITIES

	
	Check
	Yes
	No
	Notes

	1. 
	Do employees who do their work standing have somewhere suitable to sit to take advantage of any opportunity for resting that may occur in the course of their employment?

	(
	(
	

	2. 
	Do employees who work sitting down have seats suitable for the work they are doing?
	(
	(
	


GENERAL STORAGE OF MATERIALS

	
	Check
	Yes
	No
	Notes

	1. 
	Have all reasonable steps been taken to ensure that all goods, materials, substances, and equipment in the school are stacked, stored, and kept secure so that:

a. they do not constitute a danger to persons in their vicinity?

b. they cannot, whether of their own accord, or by virtue of any external force (intentionally or otherwise), flow, move, roll, or collapse so as to constitute a danger to people in their vicinity?

c. they do not obstruct or restrict fire or other exit ways?


	(
	(
	


TANKS AND OTHER CONTAINERS FOR LIQUIDS
	
	Check
	Yes
	No
	Notes

	1. 
	Where the school has a tank or any other container for liquid, or corrosive or harmful substances, are: 

(a) any such containers adequately sealed, contained, fenced or otherwise secured so as to prevent anyone from falling into it or spilling its contents?

(b) wherever practicable, a means provided to enable any person who might fall into any such tank to climb out, for example, an internal ladder?
	(
	(
	


REMOVAL OF STEAM, FUMES AND DUST


The following applies to the ventilation of areas where steam and other atmospheric contaminants may be given off
	
	Check
	Yes
	No
	Notes

	1. 
	Have all reasonable steps been taken to ensure that employees and other people who may be present in workshops and similar areas in the school, are not adversely affected by any steam, or other atmospheric contaminants given off in the course of the activities in those areas?
	(
	(
	

	2. 
	In workshops and other areas where steam and other atmospheric contaminants are likely to be produced, has an extraction system capable of removing as much of the steam, atmospheric contaminants and impurities as is practicable been provided?
	(
	(
	

	3. 
	Where reasonable, have exhaust appliances been placed as close as possible to the source of the emission to prevent its accumulation or spread to other areas of a place of work?
	(
	(
	

	4. 
	Are emissions not allowed to accumulate in these areas or in the atmosphere over the school?

	(
	(
	

	5. 
	Where dust and fumes are extracted, is tempered air supplied to compensate for the air extracted, either by natural ventilation or mechanical means?

	(
	(
	


LABORATORIES

	
	Check
	Yes
	No
	Notes

	1. 
	Are standard operating procedures in place and are processes documented?

	(
	(
	

	2. 
	Have sufficient precautions been taken in the school laboratory to prevent the explosion or ignition of any explosive or flammable substance by accident? 


	(
	(
	

	3. 
	Have sufficient precautions been taken in the school laboratory to contain any explosion or ignition which is caused as incidental to the functions of the laboratory so as to:

i. ensure it constitutes no danger to the health or safety of people using the laboratory; 

ii. ensure work operations in the laboratory are carried out in a manner which is consistent with any relevant regulations, codes of practice, or work-safety practices relating to such activities?

	(
	(
	

	4. 
	Is the storage, handling, containment, and use of any vitriolic or dangerous substance in a laboratory controlled in a manner which minimises effects to the health and safety of any person in a laboratory?
	(
	(
	


Laboratories Cont’d

	
	Check
	Yes
	No
	Notes

	5. 
	Is equipment used to store any explosive, flammable, vitriolic, or other dangerous substance in a laboratory adequately maintained, or replaced when necessary, and are any people using such equipment are properly instructed and adequately protected from any hazard that may arise in the handling of such substances and equipment?
	(
	(
	

	6. 
	Are there sufficient work areas and are the work areas clean and unobstructed with sufficient lighting?
	(
	(
	

	7. 
	Are emergency signs available and are students aware of the procedures involved in an emergency situation?
	(
	(
	

	8. 
	Are adequate PPE supplied to students and employees when working in the room? 
	(
	(
	


TECHNOLOGY DEPARTMENT - WOODWORKING

	
	Check
	Yes
	No
	Notes

	1. 
	Is there a safe means of access to and egress from all areas in the school, and of sound construction and maintained?
	(
	(
	

	2. 
	Does the safe access enable all people, including disabled people, to move conveniently and safely throughout the place of work?
	(
	(
	

	3. 
	Is all machinery provided with the appropriate safety devices and that all such devices are suitable for the purpose for which they are to be used and are in good working order? 
	(
	(
	

	4. 
	Is machinery which is used in the school provided with the corresponding protective device?
	(
	(
	

	5. 
	Is a procedure established to adequately train, supervise and educate any person who is to operate, clean, repair or maintain the machinery?
	(
	(
	

	6. 
	Is any moving part of any machine stopped before any cleaning, repairing or maintaining, except that where it is essential that a part of the machinery remains moving, only that part shall be in motion?
	(
	(
	

	7. 
	Are the Hazards listed and control measures in place for all equipment i.e. Grinders, Sanders, Drills, Lathes, Overhead Swings, Routers, Saws (Jig Saw, Band Saw, Radial Saw, Circular Saw, Crosscut Saw & Rip Saw)?


	(
	(
	


Woodworking Cont’d

	
	Check
	Yes
	No
	Notes

	8. 
	Are the use of respirators, dust masks and safety goggles for flying splinters and wood chips used whenever students and employees are working with equipment?
	(
	(
	

	9. 
	Is there enough natural ventilation for any dust extraction problem in the work shop that need attention and adequate water available to combat heat stress, fluid retention and dehydration?
	(
	(
	

	10. 
	Are noise levels caused by saws, grinders and other operating machinery maintained to ensure they stay under the 85dec legislation?
	(
	(
	

	11. 
	Is there sufficient & suitable lighting and are the skylights are kept clean and unobstructed?
	(
	(
	

	12. 
	Is there a First Aid kit and a First Aider available for immediate assistance to injured students and employees?
	(
	(
	

	13. 
	Are the storage areas cool and clean, the rubbish bins clean & serviced, and the taps and pipes not leaking?
	(
	(
	

	14. 
	Is all protective clothing and equipment supplied sufficient to give adequate protection from the risk it is designed to eliminate or minimise, and does it comply with any relevant New Zealand standard or code of practice and is it adequately maintained?
	(
	(
	


TECHNOLOGY DEPARTMENT - METAL WORKS

	
	Check
	Yes
	No
	Notes

	1. 
	Is there a safe means of access to and egress from all areas in the school, and of sound construction and maintained?
	(
	(
	

	2. 
	Does the safe access enable all people, including disabled people, to move conveniently and safely throughout the place of work?
	(
	(
	

	3. 
	Is all machinery provided with the appropriate safety devices and that all such devices are suitable for the purpose for which they are to be used and are in good working order? 
	(
	(
	

	4. 
	Is machinery which is used in the school provided with the corresponding protective device?
	(
	(
	

	5. 
	Is a procedure established to adequately train, supervise and educate any person who is to operate, clean, repair or maintain the machinery?
	(
	(
	

	6. 
	Is any moving part of any machine stopped before any cleaning, repairing or maintaining, except that where it is essential that a part of the machinery remains moving, only that part shall be in motion?
	(
	(
	

	7. 
	Are the Hazards listed and control measures in place for all equipment i.e. Grinders, Sanders, Drills, Lathes, Welding equipment and Soldering Irons?
	(
	(
	


Metal Works Cont’d

	
	Check
	Yes
	No
	Notes

	8. 
	Is there a First Aid kit and a First Aider available for immediate assistance to injured students and employees?
	(
	(
	

	9. 
	Are respirators, dust masks and safety goggles used, for fumes and airborne materials as well as Hazardous materials which may be released when ground or welded, whenever students and employees are working with equipment?
	(
	(
	

	10. 
	Is there enough natural ventilation for any dust extraction problem in the work shop that need attention and adequate water available to combat heat stress, fluid retention and dehydration?
	(
	(
	

	11. 
	Are noise levels caused by saws, grinders and other operating machinery maintained to ensure they stay under the 85dec legislation?
	(
	(
	

	12. 
	Is there sufficient & suitable lighting and are the skylights are kept clean and unobstructed?
	(
	(
	

	13. 
	Are the storage areas cool and clean, the rubbish bins clean & serviced, and the taps and pipes not leaking?
	(
	(
	

	14. 
	Is the work stations properly designed to prohibit awkward positions and improper work methods
	(
	(
	

	15. 
	Is all protective clothing and equipment supplied sufficient to give adequate protection from the risk it is designed to eliminate or minimise, and does it comply with any relevant New Zealand standard or code of practice and is it adequately maintained?
	(
	(
	


TECHNOLOGY DEPARTMENT – FOOD TECH

	
	Check
	Yes
	No
	Notes

	1. 
	Is there a safe means of access to and egress from all areas in the school, and of sound construction and maintained?
	(
	(
	

	2. 
	Does the safe access enable all people, including disabled people, to move conveniently and safely throughout the place of work?
	(
	(
	

	3. 
	Are all appliances / white ware provided with the appropriate safety devices and that all such devices are suitable for the purpose for which they are to be used and are in good working order?
	(
	(
	

	4. 
	Is a procedure established to adequately train, supervise and educate any person who is to operate, clean, repair or maintain the appliances?
	(
	(
	

	5. 
	Are the Hazards listed and control measures in place for all equipment i.e. Slips, trips and Falls, Cuts, Burns & Scalds, Using Deep Fat Fryers, 
	(
	(
	

	6. 
	Are the students taught of the correct lifting techniques i.e. Get close to object, Bend at hips and knees - get a good grip - use gloves for better grip, Lift smoothly and slowly keeping object close to your body, Move with your feet instead of twisting your back?
	(
	(
	

	7. 
	Is the work area properly designed and at the correct heights to avoid working in awkward positions and improper work methods?
	(
	(
	


Food Tech Cont’d

	
	Check
	Yes
	No
	Notes

	8. 
	Are exits and fire extinguishers available, and is staff aware of its location, in an emergency?
	(
	(
	

	9. 
	Are the rubbish bins clean & serviced and the taps and pipes not leaking?
	(
	(
	

	10. 
	Is all protective clothing and equipment supplied sufficient to give adequate protection from the risk it is designed to eliminate or minimise, and does it comply with any relevant New Zealand standard or code of practice and is it adequately maintained? i.e. wearing well fitting non-slip footwear, Gloves and Aprons?
	(
	(
	

	11. 
	Is any moving part of any machine stopped before any cleaning, repairing or maintaining, except that where it is essential that a part of the machinery remains moving, only that part shall be in motion?
	(
	(
	


TECHNOLOGY DEPARTMENT – GRAPHIC DESIGN
	
	Check
	Yes
	No
	Notes

	1. 
	Is there a safe means of access to and egress from all areas in the school, and of sound construction and maintained?
	(
	(
	

	2. 
	Does the safe access enable all people, including disabled people, to move conveniently and safely throughout the place of work?
	(
	(
	

	3. 
	Are all appliances / white ware provided with the appropriate safety devices and that all such devices are suitable for the purpose for which they are to be used and are in good working order?
	(
	(
	

	4. 
	Is a procedure established to adequately train, supervise and educate any person who is to operate, clean, repair or maintain the appliances?
	(
	(
	

	5. 
	Are proper workplaces in place to ensure there are no improper work methods?
	(
	(
	

	6. 
	Is there sufficient lighting in the room and the VDU Glare from screen set at low as not to be harmful on eyes”
	(
	(
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