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Scope of this training material
This training material looks at five key safety issues
in schools:
1. Computer ergonomics and laptops
2. Manual handling
3. Slips, trips and falls

The school leadership team and staff have a duty
of care to everyone on the school premises such as
staff, students, volunteers, contractors and visitors.
It is also relevant to school activities such as
excursions, working bees and school camps.
Safety is everybody’s responsibility.

4. Chemicals in schools

Preventing injuries, accidents and illnesses

5. Managing contractors.

To prevent injuries, accidents and illnesses:

The importance of safety

• make safety a normal part of daily school activities
and encourage everyone to be involved

Safety in schools is important from a legal
and financial viewpoint. It is also part of good
management practice and moral leadership.
If somebody is injured it can seriously affect them,
their family and the school community.

• consider safety in the planning stages when
decisions are made
• consider safety when items are being purchased
or services ordered
• follow a proactive safety management process.

Proactive safety process
To follow a proactive safety management process:
• consult with staff to identify potential hazards
• assess which hazards are riskier or more dangerous
so that they can be prioritised for action
• come up with preventative measures (commonly
called controls) to make the school safer
• put a combination of controls into practice
• check that the controls are working as intended
and not creating additional hazards

Figure 1: If somebody is injured it can seriously affect them, their family
and the school community
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• review the process over time to see where it can
be improved
• keep records of any improvements made.
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Figure 2: Record keeping is an important part of safety management

Hierarchy of Control
When implementing safety controls it is important not
to rely on one single method. It is best practice to use
a combination of control methods whenever possible.
An internationally-accepted system called the
Hierarchy of Control has been developed to prioritise
which controls are more effective than others. It rates
the most effective control measure – down to the least
effective solution:
• elimination or removing a dangerous item,
material or activity from the school so that it can
no longer hurt people is the most effective solution
• substitution or replacing hazards with lower
risk ones such as solvent paints with water-based
paints
• isolation of people from a hazard by time,
distance or barriers

• administrative methods such as policies,
procedures, training, OHS inductions for staff and
contractors, safety signage, job rotation, maintenance
• Personal Protective Equipment (PPE) or safety
clothing is the least effective control.

Further assistance
You can contact the Catholic Education Commission
of Victoria (CECV) on 03 9267 0228 or visit <www.
cecv.catholic.edu.au> for advice, safety guidelines,
checklists, online resources and other information
on safety matters relevant to Catholic schools.
The CECV Occupational Health and Safety Policy
and Guidelines are available from <http://web.cecv.
catholic.edu.au/vcsa/ohands/guidelines/guidelines_
index.htm>.

• use of engineering controls such as equipment,
trolleys, technology or electronic methods
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Preventative approach

Change your posture often

Many people suffer unnecessary aches and pains
when using computers, laptops and other types
of electronic devices. Schools have a moral and
legal duty under the Occupational Health and Safety
Act 2004 and the Occupational Health and Safety
(Manual Handling) Regulations 2007 to prevent
this from happening. Much of this discomfort can
be avoided by following safe manual handling and
ergonomic principles.

It is important to remember that no posture is ideal
for long a period even if it is a model posture.

Key factors in reducing your risk of injury

To reduce discomfort:

Your posture and how long you sit at your desk are
key factors in reducing your risk of injury.

• get up and move about

Other factors include: the set up of your chair, desk,
monitor, mouse and keyboard, as well as what you
store under your desk.
Ergonomic chairs by themselves do not guarantee
good posture or prevent injuries.

Figure 3: Much of the pain and discomfort associated with computers
can be avoided
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Sitting still requires you to use your muscles to keep
you in the same posture and places a static load on
your body.
A variety of movement is critical and is the best
way of reducing unnecessary discomfort if you use
computers and electronic devices on a regular basis.

• vary your tasks - typing, writing, standing up
while talking on the phone, tidying your desk,
going to the printer each time you print something,
coffee breaks, walking at lunch time, etc.
• adjust your chair settings
• do some gentle stretches so that you reverse
your posture.

Figure 4: Discomfort can be reduced by changing your posture,
varying your tasks and walking

3

COMPUTER ERGONOMICS AND LAPTOPS

Ideal posture
Ideal posture for computer use involves keeping your:
• head upright and straight above your shoulders to
reduce neck and shoulder strain
• eyes looking slightly downward without bending
your neck
• back supported with the backrest of your chair

Although chairs with armrests may be more fashionable,
chairs without armrests make it easier to adopt an
optimum posture.
If armrests are too high your shoulders will be pushed
upwards into an awkward posture which can cause
pain over time. You can also jam your fingers between
your armrests and desk.

• shoulders relaxed but not slouching

How to adjust your chair

• elbows bent at 90˚with your forearms horizontal

The majority of people who have adjustable chairs
do not know how to modify them to suit their bodies.
It is important to know how to do this, as a few
minutes spent learning how to adjust your chair can
save you many years of discomfort.

• thighs horizontal with a 90 – 110˚ angle at your hip
• feet flat on the floor or using a footrest.

Depending on the style of the chair that you have,
it may have the following controls:
• a height adjustment lever that allows you to move
the height of your seat up and down by pressing on it
• a back support which can be slid up or down until it
is at the right height and nuzzles into your lower back
• a seat angle adjustment that allows you to adjust the
vertical tilt of your seat either forwards or backwards
Figure 5: An example of good posture

• armrests that can be adjusted up or down so that
they are at elbow height.

Chairs

Adjusting your chair

Chairs are not ergonomically appropriate unless they
suit each person and have been individually adjusted.

To adjust your chair:

Office chairs need to have a five-prong base and have
adjustable height and backrests. Any armrests should
be adjustable or removable.

Figure 6: Armrests can cause safety problems if they are not
adjustable or removable
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• stand in front of your chair and raise or lower the
seat until it is just below your kneecap
• move the back support up or down until it nuzzles
into you and supports your lower back

Figure 7: A few minutes spent learning how to adjust your chair can
save you years of discomfort
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Figure 8: The recommended
height for a seat is just below the
kneecap level

Figure 9: The recommended tilt
for a seat is 90° to the floor

• adjust the vertical tilt of your seat so that it is
approximately at 90˚ to the floor
• make sure that the front of the seat is not
pressed up against the back of your knees
• adjust any armrests on so that they are at
elbow height.

Desks
The things that you use most often such as the
keyboard and mouse should be within easy reach
in a semicircular fashion around you. The things you
use less often should be kept further away.

Figure 11: If your feet are dangling in the air you need a footrest

Footrests
Your feet should be flat on the floor and fully
supported. If your feet are dangling in the air you
need a footrest.
Cramped areas under desks lead to pain and
discomfort due to poor posture. This risk can be
eliminated by removing or rearranging boxes, bins,
bags, electrical leads, old equipment, etc.

Desk Height
The top of your work surface, such as your desk,
should be at elbow height. If you cannot raise or lower
your desk, you should adjust the height of your chair.

Figure 12: Cramped areas under desks lead to pain and discomfort
due to poor posture

Figure 10: Place the items you use most often in a semicircular
around you
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Keyboards
An ideal typing posture is to bend your elbows at 90˚
or greater and to keep your forearms horizontal and at
the same height as your keyboard. It is best to place
your keyboard flat on the desk.
It is safer not to use keyboards for long periods of
time and to vary typing with other job tasks. Voice
recognition software programs can reduce the need
for typing and improve efficiency.

Figure 14: The mouse can cause a lot of discomfort and it is often
overlooked as an ergonomics issue

Monitors
The right monitor position depends on your eyesight
and the size and resolution of your monitor. To check if
you are too close to your monitor put your chair where
you normally work and stretch out your arm. If you can
touch the monitor you are most likely too close.

Figure 13: An ideal typing posture is to have your forearms the same
height as your desk

Locate the monitor directly in front of you with the
top of the monitor just below your eye level. Monitors
should be tilted slightly at 15º away from you.

Mouse
The mouse can cause a lot of discomfort and is easily
overlooked as a major ergonomics issue. To use the
mouse in a safer way:
• release your grip when you are not using your mouse
• vary your work tasks so that you are not holding or
clicking your mouse for long periods
• locate the mouse next to your keyboard so that
your arm is not outstretched causing you shoulder
and neck strain
• place your arms by your side, bending them at
right angles and pointing your wrists straight ahead
• learn to use your mouse with both hands, changing
hands takes time and patience and should be done
gradually as a sudden change of hands can lead to
over usage problems
• use keyboard shortcuts to reduce mouse usage
• use a cordless mouse and keyboard
• use voice activated software programs that reduce
the need for constant clicking of your mouse.
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Figure 15: The top of the monitor should be just below eye level and
tilted away at around 15º

Eye strain
If you use computers and electronic devices for long
periods you may have problems with your eyesight.
If you wear glasses when using computers, you
should seek advice from your optometrist.
Ways to reduce eye strain:
• take regular eye breaks every few minutes by
focusing on something in the distance so that you
can vary your focal length
• walk around to give your eyes a break
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• exercise your eyes by keeping your head still and
moving your eyes up and down or side to side
• check glare levels on your monitor by turning off
the screen to see if there is any glare (if there is
glare from a window or a light you may consider
shading or changing the angle of your screen).

Document holders
Document holders for printed materials should be
placed next to your monitor or between your monitor
and keyboard so as to avoid neck strain.
Figure 18: Laptop and other screens should be raised so that they are
just below eye level

Laptops
Laptops, notebooks and modern electronic devices
are designed for portability rather than comfort or
ergonomic safety.
Figure 16: To avoid neck strain place document holders close to the
monitor

Phones
Holding the phone with your neck while you write or
type leads to neck and shoulder discomfort. Use a
headset, hands free or speakerphone instead.
Other ways to avoid discomfort using the phone:
• place phones within easy reach on your desk to
avoid reaching in an awkward manner

The same safety principles that apply to desktop
computers also apply to laptops, tablets, mobile
phones and other types of electronic equipment.
Common problems associated with such equipment
include:
• the adopting of awkward postures while using
them for long periods of time
• excessive bending of the neck when looking
down at the screen
• non-ergonomic mouse and keyboard.

• place your phone on the opposite side to your
mouse hand to balance your body

To reduce the pain and discomfort associated with
laptops and similar devices:

• stand up while talking so that you can rest your
back, vary your posture and get your blood flowing.

• use a stand to raise the height of the screen
• attach an external mouse
• attach an external keyboard.
More frequent breaks are required when using these
devices, every 20 –30 minutes to rest your eyes and
stretch your hands and shoulders. Avoid awkward
and cramped postures especially if you are using
laptops and electronic devices at home or in a nonoffice environment.

Figure 17: Headsets help to avoid neck and shoulder discomfort
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The same principles apply to notebook computers
and other new media technologies.
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Computer ergonomics and laptops summary
A number of factors can cause pain and discomfort when using computers and electronic
devices. To avoid this discomfort:
• vary your posture, get up and move about
• sit with your feet flat on the floor
• adjust your chair, keyboard and other items
• avoid extended use of your keyboard and mouse
• remove unnecessary items from under your desk
• attach a screen and external mouse to laptops and use a stand to raise the screen height.
The use of computers and electronic devices can also cause problems with your eyesight.
To reduce your risk of deteriorating vision:
• take regular eye breaks and focus on distant objects to vary your focal length
• exercise your eyes by moving your eyes up and down or side to side
• check the glare levels on your monitor.
Remember that a variety of movement is critical and is the best way of reducing your risk of
unnecessary pain and discomfort when using computers and electronic devices.

Resources
WorkSafe Victoria, 2006, Officewise – A guide to health & safety in the office, accessed
1 November 2012 <http://www.worksafe.vic.gov.au/forms-and-publications/forms-andpublications/officewise-a-guide-to-health-and-safety-in-the-office>.

Further assistance
You can contact the Catholic Education Commission of Victoria (CECV) on 03 9267 0228
or visit <www.cecv.catholic.edu.au> for advice, safety guidelines, checklists, online resources
and other information on safety matters relevant to Catholic schools.
The CECV Occupational Health and Safety Policy and Guidelines are available from
<http://web.cecv.catholic.edu.au/vcsa/ohands/guidelines/guidelines_index.htm>.
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Manual handling is when you hold, lift, push, pull,
shove or use your body to move things or people.
The Occupational Health and Safety (Manual Handling)
Regulations 2007 are the regulations for heavy work
and everyday tasks such as using computers, carrying
laptops, shifting photocopy paper and moving books.
Manual handling injuries cause approximately 50 per
cent of injuries in schools and other workplaces.

Figure 20: Manual handling principles and regulations apply to office
work and computer usage

Manual handling Injuries
Manual handling problems most often cause back
and shoulder injuries but they can also result in injuries
to the neck, arms and knees, as well as fractures
and dislocations particularly when slips, trips and falls
are involved.
Figure 19: The OHS Regulations
cover heavy work and everyday
tasks such as using a computer
	
  

A serious manual handling injury can not only affect
your whole working life but also your personal,
family and social life. Manual handling injuries are
also a problem for your work colleagues and school.
Schools have a moral and legal duty to prevent injuries
from happening.
Please note that manual handling principles (and
regulations) also apply to office work and the safe
use of computers and electronic devices.
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Although manual handling injuries can be caused
suddenly by a single incident, these injuries are often
caused by an accumulation of stresses placed on your
body by various risk factors over a period of time.

Common causes of manual handling
injuries
Manual handling injuries at schools are commonly
caused when you:
• move heavy items – the heavier something is the
riskier it is
• repeat tasks or maintain postures for long periods
of time without variation or breaks
• carry items over long distances
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• shift large but lightweight objects which are
difficult to control
• bend the back instead of the knees to pick up items
• twist your spine instead of turning sideways with
your feet
• lift objects above shoulder height
• have not warmed up or stretched before moving items
• make sudden tugging motions to move heavy items

2. Altering the systems of work:
• arrange for deliveries such as photocopy paper
to be taken to the actual location where they will
be used
• store heavy objects (and items accessed regularly)
between waist and shoulder height
• remove obstructions and trip hazards before you
start to move things

• use faulty equipment such as trolleys with flat tyres.

• move objects over a number of trips or carry fewer
items at a time

Managing manual handling risks

• warm up and stretch before lifting

Manual handling risks can be managed by identifying
the manual handling hazards in the school, assessing
which ones are high risk, implementing solutions to
reduce the risk of injuries and then checking to see if
they are working.

• lift in teams.

Reducing the risk of manual handling
injuries

• move things later in the day in winter or during
cooler mornings on very hot days

3. Changing the objects being moved:
• use smaller boxes such as half-sized archive boxes
instead of full-sized ones
• break bulky packages down into smaller sizes

The best way to reduce manual handling risks is to
eliminate the task by not lifting heavy or bulky objects
in the first instance.

• buy items in smaller containers such as 1 kg
instead of 20 kgs

If something has to be moved, reduce the risk by (1)
altering the environment where the manual handling
task is carried out, (2) altering your work system or the
way you move an item, (3) changing the objects you
are moving or (4) using mechanical aids.

• reduce the weight of tubs and boxes by taking
some of the items out of them before shifting them

1. Altering the environment or the workplace
layout:
• improve the workplace layout so that manual
handling tasks are made easier and heavy items
do not need to be moved

• place items in smaller tubs so that they are easier
to move

• add handles and grips
• remove unnecessary packaging and loose
materials before lifting.

4. Mechanical aids:
• include levers, trolleys and other types of
equipment.

• place items closer to where they are needed so
that they do not need to be carried repeatedly
• improve storage so that there is less need to shift
items to get at other things
• ensure that items are not stored in cramped areas
which force people to adopt difficult postures to
access them
• lower the height of shelving or use safety
steps so that people do not need to lift above
shoulder height.
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Figure 21: There is a wide variety of trolleys and other types of
equipment available
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Common manual handling problems and prevention methods
The four tables below list common manual handling problems, explains why they are a problem and
what to do to reduce their risk. The solutions in the right hand column are listed in order from the most
effective to the least effective solution. However, the best approach is to use a combination of solutions.

Table 1: Incorrect actions and postures that can cause serious injuries
PROBLEMS

EXPLANATION

SOLUTIONS

Twisting

Twisting your back while lifting
loads can result in serious soft
tissue damage and permanent
disability.

• Improve your planning and
storage so that you do not
have to twist.
• Use equipment.
• Turn with your feet instead of
twisting your body and spine.

Bending over and handling
loads below mid-thigh height

Reaching forward or sideways

Bending your back places stress
on the back. Bending your knees
enables you to lift with your thigh
muscles which are the strongest
muscles in your body.

• Store items between thigh and
shoulder height.

Bending forward or reaching
sideways places stress on
your back.

• Re-design tasks.

• Use equipment.
• Bend your knees not your back.

• Move closer to the item.
• Use equipment to avoid
reaching forward.

Reaching up and handling loads The higher you reach above
shoulder height, the greater the
above shoulder height
stress on your shoulders and the
more likely your centre of gravity
will change.

• Place items between thigh
and shoulder height.

Carrying loads over a long
distance or for a long time

• Break loads down into smaller
items and do not carry them far.

The longer the distance and time
spent, the greater the strain on
your body.

• Use equipment, a safe ladder
or a platform.
• Break up items so that they
weigh less.

• Shorter distances and less time
equals lower risk.
• Use trolleys.

OCCUPATIONAL HEALTH & SAFETY IN CATHOLIC SCHOOLS
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Table 1: Incorrect actions and postures that can cause serious injuries (continued)
PROBLEMS

EXPLANATION

SOLUTIONS

Repetition (or quantity) of tasks

A variety of movement is important • Break up repeated tasks into
smaller lots and intersperse
as a repetition of even a low risk
them with a variety of activities
task can lead to an accumulation
over a longer time frame.
of stresses. The more frequently
you repeat a task without adequate • Share the work with others.
breaks, the greater the chance of
injury.

Carrying loads on one side
of the body

Uneven loads place strains on your
back, shoulders and arms.

• Use a trolley.
• Use two buckets instead of
one.
• Make the load smaller so that
you can use separate arms.

Holding loads out from
your body

The further a load is held from
the body, the greater the leverage
effect and resulting body strain.
A 10 kg object held out 30 cm
from the body places a strain of
around a 100 kg on the back and
shoulders.

• Use a trolley.
• Get help and discuss before
you lift.
• Keep objects close to the
centre of the body.

Table 2: The heavy and awkward load
PROBLEMS

EXPLANATION

SOLUTIONS

Heavy loads

The heavier the load the higher
the risk

• Do not lift objects if they are
too heavy.
• Break loads down into smaller
sizes.
• Use equipment.
• Get help and discuss how to
lift beforehand.

Bulky, large, liquid or awkward
loads
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Even light loads can be awkward
• Where possible break loads
down into smaller sizes.
with shifting centres of balance that
place uneven strain on your body.
• Use trolleys or equipment.
The load can also be effected by
• When large items are relatively
wind if outside on windy days.
light, use a team for lifting.
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Table 3: The school environment
PROBLEMS

EXPLANATION

SOLUTIONS

Constraints on posture

Cramped areas, under desks,
storerooms, basements, etc.

• Inspect and tidy areas before
lifting or storing items.
• Store items elsewhere.
• Use trolleys.

Constraints on posture when
reaching under desks, into
large boxes. Picking up small
items from the floor, etc.

Supporting your back by placing
• Store items elsewhere.
your free hand on a bench,
• Place your free hand on a
object (or your knee) reduces the
bench, object or your knee
cantilever strain on your back when
for support so that there is
bending over.
less strain on your back when
bending down.
• Use trolleys.

Heat and cold

You need to stretch and warm
up – especially on cold days. Very
hot weather also places stress on
your body and increases your risk
of injury.

• Warm up and do stretches on
cold mornings especially if you
do not do manual handling
work on a regular basis.
• Reduce manual handling on
very hot days.

		
Table 4: Characteristics of individual people
PROBLEMS

EXPLANATION

SOLUTIONS

Fitness

Poor fitness, pre-existing injuries
and not warming up makes you
more vulnerable to injury.

• Lift within your capacity.

Clothing can restrict movement.
Inappropriate shoes such as
thongs and high heels increase the
risk of manual handling injuries.

• Sensible, flat-heeled shoes
with non-slip soles reduce the
risk of manual handling injuries,
and slips, trips and falls.

Clothing or Personal Protective
Equipment that hinders
movement or postures

• Keep fit and do warm up
stretches before performing
manual handling tasks
especially after you have
been on holidays.

• Remove unnecessary jackets,
scarves and coats.

OCCUPATIONAL HEALTH & SAFETY IN CATHOLIC SCHOOLS
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Figure 22: It is important to choose the right trolley for the job

Trolleys
It is advisable to use levers, trolleys or
mechanical equipment to move heavy or
repetitive loads. They reduce the force
needed and help to improve your posture and
movement.
There are dozens of trolley designs available and
it is important to choose a design that suits the
items being moved, the school environment and
the needs of the people involved. Trolleys with
larger wheels are generally easier to push.
In many cases waist-high trolleys are preferable
to trolleys that have trays on the ground as they
do not require you to place items on the ground
and then pick them up again at the end of
each move. Also trolleys that have trays on the
ground are more suited to moving objects which
are stored at ground level.
Take the following precautions when using
trolleys:

14

Figure 23: Avoid using trolleys on loose gravel, boggy areas, long
grass and sand

• make sure that the trolley suits the individuals
who will be using them
• choose the correct trolley for the task being
undertaken
• ensure the path is clear and smooth where
possible
• check that the trolley moves easily and any tyres
are inflated
• avoid using trolleys on loose gravel, boggy areas,
long grass and sand
• do not overload your trolley and make sure the
load is stable
• do not stack boxes too high on the trolley
• where possible, push the trolley forward with
your leg muscles (rather than pull it backwards)
as they are the strongest muscles in your body
• avoid heaving and sudden movements especially
when overcoming static friction forces
• if moving a heavy load of books or archive
boxes, carry less boxes so that is easier to
get the trolley moving.
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Figure 24: A 10 kg load held 30 cms from your body places a 100 kg
strain on your back and shoulders

Figure 25: Placing an object on a shelf or table makes it safer for you
and the next person who handles the item

Lifting objects

Team Lifting

Before lifting something such as a box you should
inspect the area, check what you are lifting and plan
the lift.

Lifting with others can be risky if people have preexisting injuries or have to adopt awkward postures
to fit in with one another. When lifting with others
make sure:

Correct lifting techniques
Correct lifting techniques need to be adapted to each
situation. In general, it is advisable to:

• there are enough people and they do not have
existing injuries

• check the weight and make sure that it is not too
heavy by reading the label or nudging it

• everybody is of a similar size and strength

• if the object is too heavy to lift on your own, break
it down into smaller sizes, use a trolley, get help or
do not lift it

• you discuss what you are going to do before you
start lifting

• get closer to the load so that there is less cantilever
stress on your back

• somebody coordinates the lift
• you have all had appropriate training

It is also a good idea to do a rehearsal before you
lift the object.

• stand with your feet shoulder width apart
• bend your knees, not your back
• grip the object firmly so as not to drop it or have
to re-grip it while you are lifting
• lift up smoothly with your leg muscles and do not
twist your back or jerk the load
• hold the load and its centre of gravity close to your
body (holding a 10 kg load 30 cms from your body
places approximately a 100 kg load on your back
and shoulders)
• keep your head up and look where you are going

Figure 26: Make sure you discuss what you are going to do before you
rush in and start moving things

• where possible, put the object down at a height
between your shoulders and knees (this is safer for
you and the next person who handles the item).

OCCUPATIONAL HEALTH & SAFETY IN CATHOLIC SCHOOLS
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Manual handling summary
There are a number of factors that can cause manual handling injuries. The greater the number of
risk factors that you are exposed to over time, the greater the chance that you will be injured and
the worse that it will be. The fewer risk factors you are exposed to, the less likely you are to be
affected and the less discomfort you will suffer over the long term.

Resources
The Code of Practice for Manual Handling, published by WorkSafe Victoria, contains information
on how to identify hazardous manual tasks and control the risks of musculoskeletal disorders.
WorkSafe Victoria, 2005, Occupational Health and Safety Act 1985: Code of Practice for
Manual Handling, No. 25, 20 April 2000, accessed 1 November 2012 <www.worksafe.vic.
gov.au/wps/wcm/connect/9f06fe004071f5a8a8c6fee1fb554c40/COP25_manualhandling.
pdf?MOD=AJPERES>.

Further assistance
You can contact the Catholic Education Commission of Victoria (CECV) on 03 9267 0228
or visit <www.cecv.catholic.edu.au> for advice, safety guidelines, checklists, online resources
and other information on safety matters relevant to Catholic schools.
The CECV Occupational Health and Safety Policy and Guidelines are available from
<http://web.cecv.catholic.edu.au/vcsa/ohands/guidelines/guidelines_index.htm>.
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Schools have a legal and moral duty to protect
employees, students, visitors, volunteers, contractors
and other persons from injuries due to slips, trips and falls.
• Slips occur when a person’s foot loses traction with
the floor. The most common causes are slippery
floor surfaces (e.g. highly polished, wet or greasy),
slippery external areas (e.g. moss, rain, ice, gravel),
and inappropriate footwear.
• Tripping occurs when a person unexpectedly
catches their foot. In most instances, the objects
people trip on are small and unobtrusive, such as
cracks in the floor or electrical leads, loose cables,
poor housekeeping, school bags in hallways, rugs
or mats – especially with upturned corners.

Reducing the risk of slips, trips and falls
To control the risk of slips, trips and falls, it is advisable to:
• avoid changes of level and slopes through good
design and purchasing practices
• plan pedestrian and traffic routes to avoid
overcrowding
• choose suitable floor surfaces and avoid
smooth floors in areas that will become wet or
contaminated such as kitchens and hallways
• note that steps with irregular heights or depths
and single steps of less than 150 mm in height
are particularly dangerous

• Falls can result from a slip or trip, but many occur
during falls from low heights, such as steps, stairs,
slopes, changes of level and curbs.
Slips, trips and falls can result in fractures, dislocations
and muscular skeletal disorders. They cause over
20 per cent of injuries in schools. In addition to worker
compensation claims, they can result in common law
actions against a school when a student, contractor
or visitor is seriously injured.
The more risk factors at your school the greater the
chance that somebody will slip, trip or fall and injure
themselves.
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Figure 27: Steps with irregular heights are particularly dangerous

• be aware that a person is most likely to slip or fall
from the bottom step of a stairway
• improve visibility where there are slopes, small or
irregular steps and changes of level with hand rails,
yellow lines, floor markings, etc.
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Figure 28: School bags, electrical leads and other items should be
kept off the floor

• ensure lighting levels are adequate
• ensure mats are securely fixed and do not have
curling edges
• ensure cables are not placed where people can
trip over them
• ensure that school bags, musical instruments,
electrical leads and sports equipment is not left
on the floor where people can trip over them
• ensure regular cleaning, housekeeping and
promptly mop up spills

Figure 30: Cleaning, building and maintenance works are common
causes of slip and trip hazards

• regularly check floors, paths and other surfaces for
loose stones, holes, cracks, etc.
• grind down or paint yellow stripes onto the joints
of concrete paths which move up and down during
climate variations
• keep work areas tidy and store items away from
walk areas
• warn people about obstructions that cannot be
removed by installing signs or barriers
• promote the use of sensible, slip-resistant
footwear and discouraging the use of thongs,
slippers, high heels, etc.

Monitoring and reviewing the risk of
slips, trips and falls
To monitor and review the risk of slips, trips and falls:
• keep records of where people slip, trip and fall
throughout the school so that hazardous areas
can be identified and then dealt with
Figure 29: Spills should be cleaned up promptly

• be aware that new cleaning chemicals (especially
when there is a new cleaning contractor) can alter
the coefficient of friction and result in surfaces
becoming more slippery and dangerous
• have arrangements for wet weather when people
trail water into the school creating slip hazards
especially on slippery surfaces such as tiles and vinyl
• maintain areas and promptly carry out any
maintenance work that needs to be done
• reduce the risk of creating additional slip or trip
hazards during cleaning, maintenance and
building works
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• regularly inspect the school and address any
problems in a timely and efficient manner:
– school specific checklists can be developed
to assist with the inspections
– the intervals between school inspections will be
determined for the different areas of the school,
the greater the risk in an area the more often it
will need to be inspected
– this also applies to seasonal variations such
as autumn when there may be slippery leaves
on paths
• keeping records of inspections and maintenance
work carried out
• discuss slips, trips and falls issues at staff meetings
and record details in minutes.
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Chairs and stools with castors
Chairs and stools with castors on slippery surfaces
such as vinyl and tiles can cause compound fractures
when people sit down and the chair or stool tips or
shoots away from underneath them. This problem
can be managed by replacing the castors with glides
or by purchasing special friction castors.

Figure 31: Glides on the bottom of chairs reduce the risk of chairs
shooting away from you on slippery surfaces
Figure 32: Standing on chairs and improvised items such as milk
crates results in many serious injuries

Falls from a height
Falls from a height result in many serious injuries in
schools. This typically happens when people are
hanging up student work, posters, signs, banners,
fixing blinds, changing light bulbs, cleaning windows,
removing cobwebs, etc.
These tasks are particularly dangerous when using
improvised items such as chairs, tables, milk crates,
stools, window sills, boxes, shelving or benches.
Falls from a height can also occur when people are
installing or adjusting overhead projectors, setting up
for theatre productions, etc.

Working at heights of two metres or more
Working at heights of two metres or more in schools
is not covered within the scope of this section of the
training material. However, such high risk work should
only be done by suitably qualified trades people or
contractors with appropriate equipment, written
procedures and an emergency rescue plan.
If a fatal accident was to occur at a school it would
most likely involve somebody falling off a roof while
trying to retrieve a ball or climbing a ladder to clean
gutters, etc.

Where possible this work should be done from ground
level. If this cannot be done, such work should only be
done by trained people using proper equipment such
as sturdy stepladders with wide treads.
Inappropriate or damaged stepladders should be
destroyed or removed from the school.

Figure 33: Working at heights of two metres or more should only be
done by suitably qualified trades people
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Slips, trips and falls summary
The more risk factors that you have at your school, the greater the chance that somebody
will slip, trip or fall and injure themselves. A school can be made safer by checking the school
grounds and inside the school on a regular basis and dealing with any problems promptly,
particularly during wet weather and icy conditions. It is advisable to ensure:
• mats are securely fixed and do not have curling edges
• cables are not placed where people can trip over them
• regular cleaning, housekeeping and that spills are mopped up promptly.
Falls from a height result in many serious injuries in schools. This typically happens when people
are hanging up student work, posters, signs, banners, fixing blinds, changing light bulbs,
cleaning windows, removing cobwebs, etc.
Where possible this work should be done from ground level. If this cannot be done, such work
should only be done by trained staff using proper equipment such as sturdy stepladders with
wide treads. Inappropriate or damaged stepladders should be replaced.
Working at a height of two metres or more should only be done by suitably qualified trades
people or contractors with appropriate equipment, written safe work procedures and an
emergency rescue plan.

Resources
The WorkSafe Victoria website has a section dedicated to slips, trips and falls. This page also
has a link to a variety of checklists to help you assess a variety of slips, trips and fall hazards.
These checklists can be downloaded and printed individually. <www.worksafe.vic.gov.au/wps/
wcm/connect/wsinternet/WorkSafe/Home/Safety+and+Prevention/Health+And+Safety+Topics/
Slips+Trips+and+Falls>.

Further assistance
You can contact the Catholic Education Commission of Victoria (CECV) on 03 9267 0228
or visit <www.cecv.catholic.edu.au> for advice, safety guidelines, checklists, online resources
and other information on safety matters relevant to Catholic schools.
The CECV Occupational Health and Safety Policy and Guidelines are available from
<http://web.cecv.catholic.edu.au/vcsa/ohands/guidelines/guidelines_index.htm>.
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Schools have a moral and legal duty under the
Occupational Health and Safety Act 2004, the
Dangerous Goods Act 1985, and the Occupational
Health and Safety (Hazardous Substances) Regulations
2007 to manage chemicals in a safe manner.
For primary schools the main chemicals are generally
found in the cleaner’s cupboard, the maintenance
shed, the art room and areas where LPG gas
barbecue bottles are stored or used.
The complexity of managing chemicals increases
in secondary schools. Additional areas to manage
include science labs, food and material technology,
pools, etc.
Chemicals that pose a risk to people’s safety can be
classified as being either a Hazardous Substance
or a Dangerous Good.

Hazardous Substances
Hazardous substances have the potential to harm
human health over a short or long term basis. They
can include solids, liquids, gases, mist, dusts, aerosols,
vapours and fumes. They can be identified by checking
the label for code words such as Keep out of reach of
children, First Aid instructions or other code words that
do NOT legally have to mention the word ‘hazardous’.

Dangerous Goods
Dangerous goods are substances that may be
corrosive, flammable, explosive, spontaneously
combustible, toxic, oxidising or water-reactive.
Dangerous goods can be deadly and seriously harm
people, property and the environment. They are
grouped into nine classes on the basis of immediate
physical or chemical effects such as fire, explosion,
corrosion or poisoning. They are most easily identified
by a diamond shaped symbol on the label.

Figure 34: The complexity of managing chemicals increases in
secondary schools
Figure 35: An example of a dangerous good diamond
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Dangerous goods and hazardous substances are
classified according to different criteria. The same
substance can be both a hazardous substance and
a dangerous good.
Many people overlook the health effects of chemicals
which can build up in their bodies over years or
decades from regular exposure to a substance.
This is a major cause of workplace illnesses and
diseases around the world.

Safety Data Sheets
The best way to reduce the risk with chemicals
is to buy safer chemicals in the first instance. You
can assess a particular chemical by reading the
manufacturer’s Safety Data Sheets (SDS) which
contains detailed technical information on the
chemical. Safety Data Sheets are also known
traditionally as Material Safety Data Sheets (MSDS).
Paper or electronic copies of SDSs are available
from the supplier or by downloading them from the
relevant manufacturer’s website. They are essential
when training staff and students on the safety
precautions for using a particular substance.
Suppliers such as manufacturers, importers and
wholesalers have a legal obligation to provide you
with SDSs when requested. However, retailers such
as supermarkets, hardware stores and discount
shops do not have a legal obligation to provide
you with copies.
It is a legal requirement to have SDS for all
hazardous substances and dangerous goods kept
on the school premises. The SDS must be readily
accessible, written in English, in a paper-based
format and prepared (or reviewed) within the last five
years. The SDS must be for the exact substance
you are using and readily available to anybody using
or exposed to the chemical. Other information that
should be on a valid SDS includes:

Figure 36: Safety Data Sheet for Methylated Spirits

• the type of Personal Protective Equipment (PPE)
to be worn when using the substance
• information on how to deal with a substance if
there is a spill or an emergency.
Note: A paper-based SDS may be required during
an emergency by the fire brigade, first aid or medical
staff. Legally an electronic SDS must always be
supported by readily accessible paper-based SDS.
If ever in doubt about a chemical, read the SDS.

Hazardous Substances and Dangerous
Goods Register
Copies of SDSs must be kept in a folder in a central
location, such as reception, so that it can be used
during emergencies by the fire brigade, ambulance
and other emergency services. The folder is called
a Hazardous Substances and Dangerous Goods
Register. It must contain SDSs for all the chemicals
used at the school in a table format with some key
details about them.

• Australian emergency services phone numbers
• the classification of the substance as a dangerous
good and/or hazardous substance
• health and First Aid information
• properties of the substance and precautions for
use

22

Figure 37: Example of a hazardous substances and dangerous
goods register
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Note: The three columns under the heading
Dangerous Good? only need to be completed if the
SDS classifies the substance as a Dangerous Good.
In addition, secondary hazardous substances
and dangerous goods registers need to be readily
accessible in other areas of the school where
chemicals are used or stored. The secondary registers
only require the details of the chemicals used in that
particular area. The register in the science lab would
normally have different substances to those in the art
room and the maintenance shed.
For secondary schools the register should also include
a basic map for emergency services that shows the
main storage areas: science labs, technology areas,
maintenance shed, cleaner’s cupboards, etc.

• prevent unauthorised access to areas such as
cleaner’s cupboards, science labs and other
storage areas by staff, students and visitors
• make sure all containers and decanted substances
are correctly labelled
• train staff in the correct use of chemicals and keep
appropriate training records
• ensure that staff and students do not bring their
own chemicals to school
• make sure that appropriate safety glasses,
masks, gloves and clothing are being worn as
recommended in the relevant SDS

Managing the risks of chemicals
To manage the risks of hazardous substances and
dangerous goods:
• inspect the school buildings and grounds – science
lab, cleaner’s cupboard, maintenance and storage
sheds, art room, food areas, technology area
and staff room – for cleaning chemicals, paints,
oils, LPG gas bottles, chemicals for science
experiments, glues, herbicides, etc. and they are
safely stored
• reduce the varieties and volumes of chemicals
used or stored at the school
• purchase lower-risk chemicals by comparing the
SDS of different substances prior to making a
decision (this is particularly important for substances
that are used for cleaning student desks that could
potentially cause allergies and other problems)

Figure 38: Managing chemicals can be made easier by reducing the
number and quantities of chemicals
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Figure 39: Appropriate safety glasses, masks, gloves and clothing are
listed in the relevant SDS

• ensure that there are no ignition sources (pilot
lights, static electricity, naked flames, welders,
sparks, hot work, electrical saws, etc.) in areas
where dangerous goods such as solvents, LPG,
acetylene and petrol are used or stored
• inspect and service filters and exhaust ventilation
fans in areas such as school laboratories
• do not dispose of chemicals in septic sewage
systems, sinks, rubbish bins or stormwater drains as
per the Environment Protection Act 1970 legislation.

Figure 40: Ensure that there are no ignition sources where dangerous
goods are used or stored
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Chemicals in schools summary
To manage chemicals in schools in a safe manner:
• inspect the school buildings and grounds to identify all the chemicals being used
• reduce the varieties and volumes of chemicals used
• purchase safer chemicals by comparing the SDS for the different substances
• control the purchase of chemicals in the school
• ensure that people do not bring unauthorised chemicals to school
• obtain SDSs for all chemicals used in the school and make sure that they are readily
accessible to anybody using a particular substance
• record each substance in the Hazardous Substances and Dangerous Goods Register
• prevent unauthorised access to areas such as cleaner’s cupboards and other storage areas
by staff, pupils and visitors
• make sure all containers and decanted substances are correctly labelled
• train staff and students in the safe use of chemicals that they may be exposed to and keep
appropriate training records
• make sure that the correct safety glasses, masks, gloves and clothing is worn as per the
recommendations in the relevant SDS.

Resources
The Code of Practice for Hazardous Substances, published by WorkSafe Victoria, provides
practical guidance on hazardous substances.
WorkSafe Victoria, 1999, Occupational Health and Safety Act 1985: Code of Practice for
Hazardous Substances, No. 24, 1 June 2000, accessed 1 November 2012, <http://www.
worksafe.vic.gov.au/forms-and-publications/forms-and-publications/hazardous-substancescode-of-practice-no.-24,-2000>.
The Code of Practice for Storage and Handling of Dangerous Goods, published by WorkSafe
Victoria, provides practical guidance on storing and handling of dangerous goods.
WorkSafe Victoria, 2011, Occupational Health and Safety Act 1985: Code of Practice for
Storage and Handling of Dangerous Goods, No. 27, 8 December 2000, accessed 1 November
2012, <http://www.worksafe.vic.gov.au/forms-and-publications/forms-and-publications/
dangerous-goods-storage-and-handling-code-of-practice-no.27,-2000>.

Further assistance
You can contact the Catholic Education Commission of Victoria (CECV) on 03 9267 0228
or visit <www.cecv.catholic.edu.au> for advice, safety guidelines, checklists, online resources
and other information on safety matters relevant to Catholic schools.
The CECV Occupational Health and Safety Policy and Guidelines are available from
<http://web.cecv.catholic.edu.au/vcsa/ohands/guidelines/guidelines_index.htm>.
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A contractor is a person, organisation or business
engaged to perform work for a school. A contractor is
somebody who is not a school employee or worker.
Examples of contractors include music tutors, IT
personnel, sports coaches, agency administration
staff, consultants, cleaners, gardeners, maintenance
staff, plumbers, electricians, painters, builders, etc.
Contractors can be broadly classified as tradespeople
or professional workers.

They also have a moral duty of care to contractors
working at their school.

High or low risk work?
The first step in managing contractors is deciding
whether their work is high or low risk.
Professional workers such as IT personnel, music
teachers, sports coaches, agency staff, boarding
school supervisors, etc. generally perform low risk
tasks unless they are working at a height or using
ladders. From a safety perspective, they can be
managed in a similar fashion to school staff such
as teachers and administrative staff.

Figure 41: Contractors can include tradespeople and a range of
professional workers such as music tutors and sports coaches

Different types of work pose different levels of risk to
individual contractors and other people in their vicinity.
For instance a plumber repairing a roof (and the
people nearby) will generally be more at risk than when
a music tutor is giving a guitar lesson.
Under safety legislation schools are jointly responsible
for the safety of the contractors, their personnel and
any sub-contractors who work for them. A school’s
duty of care begins before the contractor is engaged,
continues when the contractor’s personnel are
working at the school and only finishes after the work
area is cleaned up and returned to a safe condition.
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Figure 42: Professional workers such as IT personnel generally perform
low risk tasks unless they are working at a height or using ladders

However, work done by tradespeople is often
inherently more hazardous. It can pose a greater
legal and financial risk to schools and requires greater
monitoring. Tradespeople can include cleaners,
gardeners, maintenance staff, plumbers, electricians,
painters and builders. It also applies to contractors who
bring equipment into schools such as jumping castles,
DJs with sound equipment, stall holders at fetes, etc.
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The information below focuses primarily on work
carried by contractors performing high risk work.

Consultation arrangements
If somebody is likely to be directly affected by a safety
hazard at a school, it is a legal requirement that they
are informed of the risk and consulted about the
means of controlling it.
Schools need to inform their staff, students and
visitors about any risks or special arrangements during
contractor works. Methods of doing this include
discussing upcoming contractor works at staff meetings
and recording the details in the minutes, placing notices
on the school intranet and noticeboards, and including
articles in the school newsletter.
If a contractor or their personnel could be at risk
because of hazards at the school they also need to be
informed. For instance, contractors, maintenance staff,
plumbers, electricians, painters and builders should be
shown the asbestos register or informed if the school
has old lead paint work if their work is likely to involve
the disturbance of asbestos or lead paint.

Figure 44: Contractors have a duty to consult with their own personnel
and other contractors on site if their activities pose a risk to their safety

Before selecting a contractor
Before selecting a contractor for high risk work a
school should check that the contractor has:
• appropriate insurance coverage such as public
liability and WorkCover
• any necessary licences, competencies or permits
to undertake the work they will be performing,
for example:
– plumbers and electricians licences
– councils permits for certain activities
• trained and qualified personnel for the work to
be undertaken
• OHS policies and procedures in place in order
to identify, assess and control risks
• supervisory arrangements in place to ensure
that their personnel are safe and follow safe
work procedures
• consultation arrangements with their workers
on safety matters

Figure 43: Schools need to inform staff, students and visitors about
any risks during contractor works

Contractors also have a duty of care to consult with
their own personnel. They also have a duty to inform
other contractors on site if their activities pose a risk
to the other contractor’s personnel. For instance if a
trench is being dug by a builder at a school the school
staff, students, visitors and other contractors such
as gardeners all need to be informed. Cleaners and
music tutors need to be informed about electrical work
in the music room that may pose a risk to their safety.
However, the gardener would not necessarily need
to be informed about the rewiring being done in the
music room.
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• written confirmation that the contracting company
and its staff will comply with safety legislation and
the school’s contractor requirements.
This process can be assisted by having a contract
and developing an OHS checklist that the contractor
agrees to and signs before they commence work
at the school. Matters included on this list will vary
with the type of work and the risks involved. Such
checklists can be developed by individual schools or
modelled on the checklists created by the Catholic
Education Commission of Victoria (CECV). The
Contractor Safety Management Checklist is available
from <http://web.cecv.catholic.edu.au/vcsa/ohands/
guidelines/contractor_safety_management.html>.
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Contractor’s responsibility before
commencing work
Before commencing work at a school the contracting
organisation should:
• have up to date insurance coverage such as public
liability and WorkCover
• engage appropriately qualified personnel for the
work undertaken
Figure 45: Schools can create their own contractor OHS checklists or
use ones created by the CECV

Before work starts at the school
Before work starts, the school should ensure that:
• the scope of work has been determined and the
contractor has agreed to abide by it
• individual employees of the contractors have
Working With Children Checks if required
• the school’s asbestos register is made available if
there is asbestos in the school and the contractor’s
work may involve the disturbance of asbestos (this
is particularly important and a legal requirement
when there is drilling, cutting or sanding of the
school building by maintenance staff, plumbers,
electricians, painters, builders, etc.)

• induct their employees and subcontractors to the
safety plan for the work at the school
• have arrangements in place for the supervision of
their staff
• identify the hazards associated with the proposed
works, from setting up the work area to completion
of the job
• prepare Safe Work Method Statements (SWMS)
– or Job Safety Analysis (JSA) – for high risk
tasks such as electrical work, working at heights,
construction, asbestos removal, isolation of
services, trenching, confined space entry, etc.

• contractors are informed if the school has old
lead paint work which could be disturbed during
the works
• there is an agreement in place with the contractor
regarding who is responsible for putting up safety
signs, isolating the work area while the job is
being undertaken and who will be responsible for
making it clean and safe before it is handed back
to the school.
If the school is on a site where there is contaminated
soil and construction work has been previously carried
out in the past, the builder should have provided the
school with a copy of the site’s health and safety plan
which was developed during the construction phase.
This plan should be made available to workers such
as plumbers and gardeners whose work may involve
the disturbance of contaminated soil when digging,
trenching, gardening, etc.
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Figure 46: Schools should check that contractors have prepared Safe Work
Method Statements (SWMS) for high risk tasks such as working at heights

• obtain any required permits from government
departments, councils or service providers such
as electricity supply companies, etc.
• consult with their personnel and develop
appropriate procedures, risk assessments and
control measures for the work to be undertaken
• provide their workers with appropriate Personal
Protective Equipment (PPE), sun protection
and clothing
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• notify the school of vehicles, equipment and
chemicals that will be brought onto the site

Procedures for contractor’s individual
employees

• ensure that vehicles, equipment and materials are
secure during and after work

Procedures should be developed for when the
contractor’s individual employees arrive at the school.
These may require each worker to:

• use safe and well maintained tools and equipment
• ensure that electrical tools and equipment are
electrically safe
• put appropriate signage in place
• install barriers to isolate work areas where required
• have valid Material Safety Data Sheets (MSDS)
or Safety Data Sheets (SDS) for hazardous
substances and dangerous goods that they
will bring or use at the school
• have appropriate procedures for waste disposal
• put appropriate controls in place if working in the
vicinity of overhead services such as powerlines.
Before digging holes and trenches in the ground it is
essential from a safety, legal and financial viewpoint
for contractors to:
• locate underground services (gas, water, electricity,
IT cables, sewerage, etc.) by contacting Dial Before
You Dig http://1100.com.au or call 1100
• carry out further investigations if necessary.

• report to the administration office or other agreed
location
• present their Working With Children Check if one
is required by the school
• register in the visitor book on a daily basis
• be provided with a visitor ID badge to be worn
at all times
• complete an OHS induction on the first visit and
then a refresher each one or two years.
Matters covered in this induction should include:
• the school layout /map
• parking arrangements
• emergency procedures and emergency
assembly areas
• school amenities such as toilets and lunchrooms
• sign in / sign out procedures (and return of the
visitor ID badge when leaving)
• appropriate work areas and prohibited areas
within the school
• school hours
• liaison persons at the school
• safety hazards at the school
• how to report safety hazards, injuries and incidents
• First Aid
• school safety rules
• housekeeping and waste disposal
• school rules for contractors

Figure 47: Before digging starts it is essential to locate underground services
such as gas, water, electricity, IT cables, telephone lines and sewerage

• policies regarding swearing, discrimination,
bullying, smoking, drugs, alcohol, etc.
Note: Schools should keep written records of OHS
inductions and ensure that have been signed by
the contractor.
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Monitoring contractor’s work

Reviewing contractor’s work

Schools and contractors have a joint duty of care to
monitor the safety of contractor personnel working
at a school. Supervision arrangements for people
working at the school should begin before work starts.

In order to improve safety arrangements it is good
practice to review a contractor’s work on a regular
basis through ongoing review sessions, discussions
and meetings.

Since contractors often do work that is beyond the
technical expertise of school staff, it can be difficult
for school staff to determine what are actually safe
or unsafe work practices. This problem can be
mitigated by ensuring that contractors provide copies
of their safety documents such as Safe Work Method
Statements (SWMS), Job Safety Analysis (JSA) or Safe
Operating Procedures (SOP) before they commence
work. These documents can then be checked when
contractors are working to see if they are actually
doing what was indicated in the safety documents.
For instance if a contractor has said that they will
be using a safety harness when working on a roof,
this can be checked by walking past and seeing if
harnesses are being worn.

It is important to keep minutes of discussions
with contractors and ensure that any proposed
improvements are implemented in practice. This can
be done by developing an OHS action plan (such as
the one below) that lists each OHS issue, how the
issue will be rectified, who will be responsible, the
target date for implementation and who will check
whether it is been implemented in practice.
OHS	
  Action	
  Plan	
  	
  
Safety	
  Issue	
  

Proposed	
  Solution	
  

Electrical	
  tools:	
  not	
  
tested	
  &	
  tagged	
  

Arrange	
  for	
  tools	
  to	
  
be	
  tested	
  &	
  tagged	
  

John	
  Smith	
  

No	
  Safety	
  Data	
  
Sheets	
  for	
  cleaning	
  
chemicals	
  

Provide	
  Safety	
  Data	
  
Sheets	
  for	
  all	
  
cleaning	
  chemicals	
  

Before	
  work	
  
Jones	
  Cleaning	
  
starts	
  

Responsible	
  
person	
  

Target	
  date	
  
for	
  
completion	
  
Before	
  work	
  
starts	
  

Contractor	
  
to	
  sign	
  &	
  
date	
  when	
  
completed	
  
J. Smith
17/10/12

S. Jones
24/10/12

Comments	
  

	
  
	
  

	
  

Figure 49: An example of an OHS action plan

If unsafe work practices are observed, schools have
a moral and legal duty to take timely action. This may
include a combination of measures such as:
• bring it to the attention of the individual worker or
their onsite supervisor
• report the matter back to their employer to rectify
• ask the worker to cease work or leave the site until
the matter is resolved.
It is also important to keep evidence (minutes, emails,
correspondence, diary notes, etc) of how noncompliance and any other OHS issues have been
addressed with contractors.

Upon completion of the work
Contractors should make the work area safe before
they hand it over to the school. This includes removing
rubbish unless other arrangements have been made
with the school. The Principal (or nominee) should
inspect the works to ensure that the site is free from
hazards and is not a risk.

Figure 50: Contractors should make the work area safe before they hand
it over to the school

Figure 48: It is good practice to review a contractor’s work on a
regular basis
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MANAGING CONTRACTORS

Managing contractors summary
It is important to identify the tasks carried out by
contractors at your school and determine which
ones are more high risk than others. Before
hiring contractors for high risk work schools
should confirm that the contractor has:
• appropriate insurance coverage such as
public liability and WorkCover
• any necessary licences, competencies or
permits to undertake the work they will be
performing
• trained and qualified personnel for the work
to be undertaken
• arrangements in place for the supervision of
their staff
• safe tools, materials and equipment.
This process can be assisted by having a
contract and developing an OHS checklist that
the contractor agrees to and signs before they
commence work at the school. Matters included
on this list will vary with the type of work and the
risks involved.
Schools need to inform their staff, students and
visitors about any risks or special arrangements
during contractor works.
Before work starts the school should ensure that
the contractor has:
• provided adequate documentation
• signed appropriate agreements with the school
• guaranteed in writing that they will comply
with relevant OHS and environmental
legislation
• arrangements in place for supervising their
staff while they are working at the school.

30

• identify the hazards associated with the
proposed works from setting up the work area
to completion of the job
• prepare Safe Work Method Statements (SWMS) –
or Job Safety Analysis (JSA) – for high risk tasks.
Upon completion of the work contractors should
make the work area safe before they hand it over
to the school.
In order to improve safety arrangements it is
good practice to review a contractor’s work on
a regular basis through ongoing review sessions,
observations of the work being carried out,
discussions and meetings. It is important to keep
minutes of discussions with contractors and ensure
that any proposed improvements are implemented
in practice. This can be done by developing an
action plan that lists each OHS issue, how the issue
will be rectified, who will be responsible, the target
date for implementation and who will check whether
it is been implemented in practice.

Resources
The Working safely in the general construction
industry handbook, published by WorkSafe Victoria,
contains practical advice on SWMSs and JSAs
which are relevant to the work of painters, plumbers,
builders, electricians and similar trades.
WorkSafe Victoria, 2008, Working safely in
the general construction industry, accessed
1 November 2012, <http://www.worksafe.vic.gov.
au/forms-and-publications/forms-and-publications/
working-safely-in-the-general-construction-industrya-handbook-for-the-construction-regulations>.

Further assistance

Procedures should be developed by the school
for individual workers arriving at the school.
Before commencing work at a school the
contractor organisation should:

You can contact the Catholic Education Commission
of Victoria (CECV) on 03 9267 0228 or visit <www.
cecv.catholic.edu.au> for advice, safety guidelines,
checklists, online resources and other information
on safety matters relevant to Catholic schools.

• engage appropriately qualified personnel for
the work undertaken
• induct their employees and subcontractors to
the safety plan for the work at the school

The CECV Occupational Health and Safety Policy
and Guidelines are available from <http://web.cecv.
catholic.edu.au/vcsa/ohands/guidelines/guidelines_
index.htm>.
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Safety in schools is important from a

Manual handling

legal and financial viewpoint. It is also

Manual handling risks can be managed by identifying
the manual handling hazards in the school, assessing
which ones are high risk, implementing solutions to
reduce the risk of injuries and then checking to see if
they are working.

a part of good management practices
and moral leadership. The five key
safety issues in schools have been
explored in this training material.
Computer ergonomics and laptops
When using computers and electronic devices a
variety of movement is critical and the best way
of reducing your risk of unnecessary pain and
discomfort. Other ways to prevent discomfort include:
varying your posture, sitting with your feet flat on the
floor, adjusting your chair, keyboard and other items,
avoiding extended use of your keyboard and mouse,
removing unnecessary items from under your desk,
and attaching a screen and external mouse to laptops
and using a stand to raise the screen height.
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Slips, trips and falls
The more risk factors that you have at your school,
the greater the chance that somebody will slip, trip
or fall and injure themselves. A school can be made
safer by checking the school grounds and inside
the school on a regular basis and dealing with any
problems promptly, particularly during wet weather
and icy conditions.
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Chemicals in schools
There are a number of ways to manage chemicals
in schools in a safe manner including: inspecting
the school buildings and grounds to identify all
the chemicals being used, reducing the varieties
and volumes of chemicals used, purchasing safer
chemicals by comparing the SDS for the different
substances, controlling the purchase of chemicals
in the school, ensuring that people do not bring
unauthorised chemicals to school, obtaining Safety
Data Sheets for all chemicals used in the school
and make sure that they are readily accessible to
anybody using a particular substance, and recording
each substance in the Hazardous Substances and
Dangerous Goods Register.

Managing contractors
It is important to identify the tasks carried out by
contractors at your school and determine which ones
are more high risk than others. Before hiring contractors
for high risk work, schools should confirm that the
contractor has the appropriate licences, insurance,
personnel and equipment. Schools also need to inform
their staff, students and visitors about any risks or
special arrangements during contractor works and
review a contractor’s work on a regular basis through
ongoing review sessions, observations of the work
being carried out, discussions and meetings.
A useful system in the management of safety issues
is the Hierarchy of Control (page 2), which prioritises
the controls that are more effective than others. It
rates the most effective control measure to the least
effective solution. It is important to remember when
implementing any of these safety controls not to rely
on one single method. It is best practice to use a
combination of control methods whenever possible.

Further assistance
You can contact the Catholic Education Commission of Victoria (CECV) on 03 9267 0228
or visit <www.cecv.catholic.edu.au> for advice, safety guidelines, checklists, online resources
and other information on safety matters relevant to Catholic schools.
The CECV Occupational Health and Safety Policy and Guidelines are available from
<http://web.cecv.catholic.edu.au/vcsa/ohands/guidelines/guidelines_index.htm>.
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