Health and Safety Procedures Hataitai School
Hazard Management
Regular Checklists
	Purpose of procedures
	Legislation reference
	Guidelines to be followed


	Delegations

	In accordance with OSH requirements and in line with being a good employer under the State Sector Act, Hataitai School has in place a checklist of potential hazards within its premises.

The purpose of this document is to provide details of what areas or equipment pose potential hazards and to put in place a process of inspection to minimise the risk to employees and children.

	
	Reduction
Formal inspections be made of all areas of the school to ensure that equipment is in good order, that exitways are clear, that emergency equipment is serviced etc.

The checklist has space for ticking after the check, when action is needed tick the action needed box against the item number, on the CORRECTIVE ACTION sheet enter the item number for the appropriate area and describe what action is needed to remove or minimise the risk factor.

Readiness 
Each checklist will consist of:
A. General Work Conditions which is the normal areas of work of classrooms, staffroom and including walkways, exits, furniture etc. 
B. Facilities including ventilation, lighting, noise, ergonomic factors 
C. Materials including chemicals, gases, waste disposal 
D. Emergency systems. 
E. Hazard Controls, signs, labelling, warning system. 
F. Equipment, tools, electrical equipment, photocopiers, fans etc. 
To be assessed once a month.
Any identified hazards will be rated according to the following priorities:

1. A highly improbable occurrence

2. A remotely possible but known occurrence

3. An occasional occurrence

4. A fairly frequent occurrence

5. A frequent and regular occurrence

6. Almost a certainty
Corrective action will be put into action for any hazards rated 4-6 and any actions possible to minimise risks for 3 will be taken.

All checklists will be filed in the hazards management file in the administration office.
A report summarising any identified hazards and actions taken will be presented to the Board of trustees at the end of term 2 and Term 4 for the previous two terms.
Appendix: Hazard Checklists

	Caretaker/Principal/Deputy Principal or delegated Health and Safety Officer
Principal/Deputy/ H+S Officer Principal/Caretaker


