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1. Introduction:

This policy should be read in conjunction with the whole school Health and Safety policy. The purpose of this document is to record the arrangements made in the science department to implement practice in accordance with any Code of Practice or Guidance issued by Sefton MBE. 


The science department will cooperate with any union health and safety representative to promote health, safety and welfare within Newfield and will address any matters raised in a manner appropriate to the level of risk.

2. General Aims:

It is the duty of Miss A. Ainscough and staff who periodically work in the department to:

· Take reasonable care for the health and safety of themselves and other persons who may be affected by their acts or omissions during work.

· Be familiar with this policy and make periodic reference to it.

· Look out for revisions to the policy.

· Follow its provisions.

· Cooperate with other members of staff in promoting health and safety.

3. Duties and Functions/Tasks

Sefton MBC has the ultimate duty to ensure the health and safety of employees and pupils at Newfield. The task of overseeing health and safety at Newfield has been delegated to                Mr P. Masterson (Site Manager).
Within the science department, the task is further delegated to Miss A. Ainscough who has the particular function of maintaining this policy document. See Appendix 1 for the names of the staff members with responsibility for particular functions.

The next review of this policy will take place September 2025. This policy is reviewed annually during the summer term.

4. Risk Assessment:

Employees at Newfield are supplied with a risk assessment required under the Control of Substances Hazardous to Health Regulations 1994 and the Management of Health & Safety at Work Regulations 1992.

It would be impractical to write full risk assessments for all of the hazardous activities, which take place within Newfield’s science department; therefore, the department follows HSC recommendations to complete a CLEAPSS and general risk assessment as required. See Appendix 2 for the list of publications adopted by Newfield, Appendix 3 lesson risk assessment pro-forma.

With the BTEC courses at Key Stage 4, all activities (including preparation and clearing work) are checked against CLEAPSS and relevant findings have been added to the schemes of work.

In order to assess risks adequately, the following information is collected:

1. Details of proposed activity

2. Age and ability of pupils

3. Details of room and ventilation rate (good/poor)

4. Substances to be used (incl concentrations)

5. Quantities of substances to be used

6. Any other relevant details e.g. high voltages, heavy masses etc

Staff should not deviate from the prepared and assessed tasks unless proposed activities have been agreed with Miss A. Ainscough or checked against CLEAPSS Hazcards.

5 Equipment and resources:

5.1 Fume cupboard

The COSHH Regulations 1994 require the regular testing of fume cupboards (maximum interval 14 months) with a quick check before use. Miss A Ainscough has the function of seeing that this happens.

(Fume cupboard not serviceable and should not be used for procedures which require fume extraction).
5.2 Electrical testing

To meet the requirements of the Electricity at Work Regulations 1989, Newfield carry out yearly inspections and tests of portable electrical equipment. Mr P Masterson has the functions of seeing that this happens across the school and Miss A. Ainscough has the function of seeing that this happens across the science department. Work is carried out by trained staff using a proper earth-bonding and insulation test set. Completed schedules are kept in the Safety Check Folder.

All users are recommended to carry out a visual inspection before using mains powered equipment.

5.3 Radioactive sources

There are currently no radioactive sources kept within the science department.

5.4 Pressure Vessels

Pressure vessels such as model steam engines need periodic inspection under the Pressure Systems and Transportable Gas Containers Regulations 1989.

There are currently no pressure vessels in use within the science department.

5.5 Animals, plants and microorganisms in schools

Any hazards associated with the use of animals, plants or microorganisms are discussed within CLEAPSS and advice on controlling the hazards is added to schemes of work.

5.6 Equipment Safety

All equipment purchased for use within the department will be checked for safety and suitability to comply with the Provision and Use of Work Equipment Regulations 1992. Any equipment purchased from specialist education suppliers is taken to meet regulations, but all other equipment; especially gifts are treated with caution and carefully assessed.

Any user who discovers a hazardous defect in an item of equipment must report it to either 

Miss A Ainscough or Mr P Masterson.
5.7 Personal protective equipment

Head Teacher accepts the duty to provide eye protection, gloves and lab coats for employees and pupils to wear when required under the Personal Protective Equipment at Work Regulations 1992. 

Eye protection should be available for all employees and visitors whenever risk assessment requires. The condition of eye protection is checked termly.

5.8 Chemicals

Offers of gifts of chemicals are not accepted, unless made by specialist education suppliers. 

The task of arranging safe storage of chemicals, including highly-flammable liquids is given to Miss A Ainscough, who will also see that labels are readable and that a first aid kit and fire extinguishers are available and replenished.

5.9 Manual Handling

All regular operations involving lifting or carrying equipment, pushing trolleys etc will be assessed to see if any risk of injury may arise, in accordance with Manual Handling Operations Regulations 1992. The staff member(s) will assess occasional (i.e. one-off) manual handling operations, before attempting them. Problems will be reported to Miss A Ainscough.

5.10 Security

Access to the laboratory and preparation room will be controlled to comply with the Management of Health and Safety at Work Regulations 1992. The laboratory will always be locked when not in use and it is the responsibility of the staff member leaving the room to see that the room is empty and the door is locked. No class is allowed to work/ be in the laboratory without adequate supervision. Any non-science staff who are to supervise any class in a laboratory will receive brief training in laboratory rules.

5.11 Concern for others

All science areas are made safe for cleaners or contractors to work in before these persons are allowed to proceed.

5.12 Outdoor activities

When planning any field trips etc, staff consult CLEAPSS and complete the schools field trip pro-forma.

5.13 Local code of practice

Staff will follow instructions from Sefton MBC and/or Head Teacher, whether temporary or long term as expressed in the code of practice. Copies of temporary instructions are attached to this policy in Appendix 7.

6 Emergency Procedures

6.1 Fire

Science staff follow the normal school procedures in case of major fires. All science staff are trained to deal with minor bench fires; clothing fires and hair fires (see Appendix 8). This training is supported by regular drills arranged by Miss A Ainscough.

6.2 Spills

Spills of any volume that do not give rise to significant quantities of toxic or highly flammable fumes are dealt with by staff members using a ‘Spill Kit’ prepared for this purpose.

Major spills involving the escape of toxic gases and vapours or of flammable gases and vapours in significant concentrations are dealt with by trained members of staff.

6.3 Injury

Science staff will follow the normal school procedures in cases, which require first aid (see Appendix 10). They will carry out immediate remedial measures, whilst waiting for first aiders, after any accidents that occur during science.

6.4 Reporting procedures

Dangerous occurrences, injuries or suspected injuries to a pupil or member of staff and instances of damage or theft will be reported using the standard school procedures.

7 Science department rules

The Guidelines for science staff are contained in Appendix 11 and the Rules for pupils in Appendix 12.

8 Training policy

The person with the task of seeing that training is provided in the science department is 

Miss A. Ainscough.

Particular training functions are delegated as follows:

Safety aspects of the work of newly qualified teachers – SLT
Safety of students on teaching practice – SLT
Safety of non-science teachers using laboratories – Miss A. Ainscough
Manual handling for all staff using laboratories – Miss A. Ainscough
Safe procedures for laboratory cleaners – Mr P. Masterson
Training in the use of specialist equipment, chemicals or procedures – Miss A. Ainscough, appropriate subject specialist or person in charge of the course.

Safety training of non-science support staff – Miss A. Ainscough
9 Communications

It is acknowledged that communication of safety information is of the greatest importance and is the task of Miss A. Ainscough.

In the science department, all staff are issued with a copy of this policy. The main copy is kept in the science laboratory and a copy in the Health and Safety folder in the school office.

Appendix 8 is posted on the wall in the laboratory and prep room, whilst Appendix 12 is issued to all pupils at the start of the year.

Any new instructions, restrictions or rescinded restrictions are communicated to staff in writing and will be attached to this policy.

10 Monitoring

The Head Teacher expects the science department to monitor the implementation of this policy and the code of practice for science.

Checklists for monitoring are kept in the Safety Check File.

Appendix 1

Names of staff with particular functions

The task of overseeing health and safety at Newfield is given to Mr P. Masterson
Within the science department, this task is further delegated to Miss A. Ainscough.

The person trained to do electrical inspection and testing is Mr. P Masterson
The person considered competent to examine pressure vessels is Mr. P Masterson
The person in charge of chemical storage is Miss A. Ainscough.

The trained first aiders are: Accessible through the school office.
Appendix 2

Publications used as model risk assessments

CLEAPSS, Hazcards, 2016.

CLEAPSS, Laboratory Handbook, 2007.

Appendix 3

Monitoring fume cupboards

Sefton MBC requires staff to test fumes cupboards using the procedure detailed in the DfEE publication, Fume cupboards in schools.

Appendix 4
Notes and schedule for the examination and testing of portable mains-operated equipment

Sefton MBC requires staff to inspect and test portable electrical equipment used in the science department yearly. Items, which suffer much, wear or abuse need testing more frequently.

Record for tests are kept in the Safety Check File.

Appendix 5

Local rules for ionising radiations

N/A

Appendix 6
Equipment or activities restricted to those users who have received or are receiving special training

Sefton MBC permits the following activities to be carried out only be persons who have received appropriate training:

Chemical reactions with particular hazards: i.e. using alkali metals, phosphorous, themit reaction, reduction of copper oxide with hydrogen and magnesium.

High pressures: e.g. autoclaves, steam engines and compresses air systems.

Low pressures: e.g. vacuum systems

Power tool use

Technician’s tasks: e.g. diluting strong acids, handling strong alkalis, clearing up spills, disposal of residues, glass handling, microbiology: preparation tasks and disposal procedures.

Appendix 7

Local instructions from Sefton MBC

There are currently no local instructions/ restrictions in force until further notice.

Appendix 8

Remedial measures for science staff


Appendix 9

Emergency procedures

If a major spill of a fuming substance occurs, staff will ask the fires services to deal with it, warning that breathing apparatus will be needed.

	Emergency
	Body
	Telephone number

	Serious Accident
	Ambulance

First Aider

Safety officer
	999

Internal 

Internal

	Chemical Spill
	CLEAPSS

SSERC

Science advisor

Head of Department
	01895 251496

0131 558 8180

01704 395989

Internal

	Radiation Accident
	Hospital

RPA
	

	Animal Welfare
	Veterinary Practice
	


Appendix 10

School injury reporting 

All accidents are reported using the school pro-forma and records are kept in the school office.

Appendix 11 

Guidelines for science staff

All teachers, technicians and support staff

1. Teachers and technicians have a general duty to take reasonable care for the health and safety of themselves, of other members of staff and pupils. They have specific duties: to be familiar with this health and safety policy, its, updates, appendices and the safety texts it refers to. They must observe the requirements of this policy and fulfil any special responsibilities it gives them. They have a duty to cooperate with colleagues in their specific safety duties. They have a duty to report to Miss A. Ainscough or Mr P Masterson any failure of equipment, which has a safety function.

2. Staff practice must set a good example to pupils and be consistent with pupil laboratory rules, e.g. over the wearing of eye protection.

3. Staff must be familiar with emergency drills and familiar with the location in the science room of: the escape route; fire-fighting equipment; the nearest first-aid box; the water tap with tubing for washing eyes; the main gas cock; the main electricity kit and the spill kit.

4. Laboratories must be safe. Special arrangements must be made for equipment, which has to be left running over night and hazardous equipment, which has to be left out. In general, all gas taps should be completely turned off and all mains-operated apparatus switched off. At the end of the day, if practicable, gas mains should also be turned off at the laboratory main gas cock and electricity at the laboratory main switch.

5. Eating, drinking, smoking and the application of cosmetics should not take place in the laboratories, preparation rooms or storage areas.

6. A teacher or technician must assess risks very carefully before conducting any practical operation in the laboratory when alone in the room. Nothing should be done which could lead to an accident needing remedial measure. (See Appendix 8)

7. Pupils should not be left alone in the laboratory. Staff needing to leave a class briefly must assess the risk of doing so, perhaps arranging for temporary supervision.

8. The science room, prep room and stores should be locked by staff when not in use. The laboratory can be used for teacher-supervised club activities.

Teachers

1. At the beginning of each school year, teachers must make sure that their classes have copies of the pupil rules. These should be kept in pupil folders.

2. Teachers must enforce lab rules, reminding them often enough for them to be familiar. When new pupils join the group, time should be spent explaining them, with appropriate demonstrations.

3. Lesson preparation should be adequate and include checking on risk assessments, and where necessary, the safety precautions required. Time should be allowed for consultation where there is any doubt and try out experiments, particularly those involving hazard.

4. Open-ended investigations must be organised that the teacher can assess any risks and lay down any precautions before any hazards are met.

5. If safety can not be maintained during certain practical work, the work should be modified or abandoned. This decision should be reported to Miss A. Ainscough.

6. A teacher is responsible for his/ her classes taken by a student teacher. Student teachers must always have a qualified member of staff present during their lessons.

Appendix 12


Rules for pupils during science lessons

1. Only enter the lab when a teacher tells you to.

2. Follow all instructions carefully.

3. Always wear your goggles when doing practical work.

4. Make sure hair, ties and loose clothing are tucked in when working with Bunsen burners.

5. Always stand up when doing practical work.

6. NEVER taste anything unless told by your teacher.

7. Wash your hands after ALL practical work.

8. Put all waste material in the pots provided.

9. Report all accidents to the teacher.

10. Keep you work area clean and tidy.

Appendix 13

Safety checklists

Daily Checks:

Floor

Desks

Weekly Checks:

Gas supply

Electrical supply

Termly Checks:

Gas taps

Equipment store

Interactive board

Fume cupboard

Spill kit

Annual Checks:

Chemical store

Mains electrical equipment

First aid kit

Safety audit

Staff training certificates e.g. first aid

THIS DOCUMENT IS MAINTAINED BY THE SCIENCE DEPARTMENT. IT IS KEPT AVAILABLE FOR CONSULTATION BY STAFF AND FOR INSPECTION BY VISITING HSE INSPECTORS OR A REPRESENTATIVE OF SEFTON MBE.





A copy is available from the school office.





IMMEDIATE REMEDIAL MEASURES


What science staff should do whilst waiting for first aid?





All staff have a duty to carry out remedial measures immediately whilst waiting for first aid or professional medical treatment. The following advice covers common laboratory accidents and is intended as a supplement to any local guidance.





Chemical splashes in the eye


Immediately wash the eye under running water from the tap for at least 10 minutes and for much longer in the case of alkalis. The flow should be slow and the eyelids held back. Afterwards, the casualty should be taken to hospital (with irrigation continuing during the journey for an alkali in the eye).





Chemical splashes on the skin


Wash the skin for 5 minutes or until all traces of the chemical have disappeared. Remove clothing as necessary. If the chemical adheres to the skin, wash gently with soap.





Chemicals in the mouth, perhaps swallowed


Do no more than wash out the casualty’s mouth. After any treatment by the first aider, the casualty should be taken to hospital.





Burns


Cool under gently running water until first aid arrives.





Toxic Gas


Sit the casualty down in fresh air.





Hair on fire


Smother with a cloth.





Clothing on fire


Smother by pushing the casualty to the ground, flames on top. Spread a thick cloth or garment on top if necessary. A fire blanket is ideal but use only if very close by.





Electric shock


Taking car for your own safety, break contact by switching off or pulling out the plug. If necessary, move the casualty clear using a broom handle or wooden window pole or wear rubber gloves. If the casualty is unconscious, check the airways are clear and begun artificial ventilation if necessary.





Severe cuts


Lower the casualty to the floor and raise the wound as high as possible. Apply pressure on or as close to the cut as possible, using fingers or a pad of cloth. Protect yourself from contamination by blood. Leave embedded large bodies and press around them.








PAGE  
Newfield School

Expires September 2025                            Science Department


