Health & Safety Reminder list for September New Term 20XX
· Advise staff as to who the school Nominated Health & Safety co-ordinator is and also any others with H&S responsibilities.

· Refer staff to the school Health & Safety Policy and its contents e.g. Arrangement Section mentioned below. 

· The whereabouts of policies – (as evidence staff should sign once read) 

· When are Health and Safety meetings at school/Agenda item.
· Employee Accident reporting procedure and the use of Accident forms, where kept, when to complete. (If you have an accident or near miss whilst you are at work you must complete an accident form. Forms are available from Reception?) Details should be in the H&S Policy
· Risk assessments, who needs to complete these and review them. Display Screen Equipment?
· Child Protection (safeguarding). 

· Behaviour Policy. 
· Reminder about visitor procedures.
· Fire Safety Arrangements

· Familiar with fire escape routes.
· Difference between fire siren and school bell?

· Signing in visitor’s book and procedure to be adopted during holiday periods.
· Where your Fire Assembly Point is?
· Who the Fire Wardens for the building are?
· Day / time when the Fire Alarm system is tested?

· What staff should do if they discover a fire!  

· Staff to challenge anyone they suspect as an unauthorised visitor – e.g. no visitors badge.
· Identity of first Aider(s), medical room, first aid kit location.
· Personal Safety. (e.g. communication of potential knife threat from student in food tech)
· Late working arrangements for staff-who needs to be notified. }
· Procedures for defect reporting.


     
     } should be in H&S policy
· Procedures for reporting any health & safety concerns.               } should be in H&S policy
· The staff room notice board/email is used to pass on new or updated information.
Advise staff the school expect that staff will:

· Take reasonable care of their own health & safety and that of others whilst at work.

· Co-operate with HOD/Managers to ensure that the school maintain high standards of safety.

· Use equipment safely, in accordance with training and not interfere or damage it.

· Make yourself aware of all the health & safety arrangements that apply to your job.

· Report any hazards to your HOD/Manager at the earliest opportunity.

Useful Telephone Numbers
· Insert………

