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Introduction
The forms included in this section are designed to assist heads of science, teachers, technicians
and non-teaching assistants (in primary schools) with aspects of the management of key health
and safety risks associated with science education. Their use should help science staff to
ensure that the requirements of the relevant legislation and the LEA are met.
The general provisions set out in the Health and Safety at Work etc Act 1974 must be met, along
with the provisions of the newer regulations listed below:
�
�
�
�
�
�
�

the Health and Safety (Display Screen Equipment) Regulations 1992
the Management of Health and Safety at Work Regulations 1999
the Manual Handling Operations Regulations 1992
the Personal Protective Equipment at Work Regulations 1992
the Provision and Use of Work Equipment Regulations 1998
the Workplace (Health, Safety and Welfare) Regulations 1992
the Fire Precautions (Workplace) Regulations 1997

Details on all the above legislation can be found in section 1.
Further regulations, associated codes of practice and guidance from the DfEE relate more
specifically to science education. These are listed, where relevant, in the text, which
accompanies each record, and include:
�
�
�
�
�
�

the Control of Substances Hazardous to Health Regulations 1999 and amendments
the Electricity at Work Regulations 1989
the Pressure Systems and Transportable Gas Containers Regulations 1989
DES Administrative Memorandum 1/92, The Use of Ionising Radiations in Education
Establishments in England and Wales, HMSO, 1992
DES Administrative Memorandum 2/86, Children at School and Problems Related to AIDS,
HMSO, 1986
DfEE Safety in Science Education, HMSO, 1996

Maintaining an up-to-date knowledge of legislation and its application to the teaching of science
is important, as are good practice and accurate record keeping. These are important for
monitoring of practices and subsequent review. Where doubt exists about any area related to
science, advice may be sought from the LEA, the DfEE or professional subject bodies, such as
the Association for Science Education (ASE), before proceeding with any action. The
Consortium of Local Education Authorities for the Provision of Science Services (CLEAPSS Tel:
01895 251496) provides an advice service to the LEA and schools. Croner's Manual for Heads
of Science is also a useful source of information.
Copies of pupils' medical forms should be kept in the science department.
In addition, the LEA has established model codes of practice, which can be adapted by
governing bodies to meet the circumstances of the schools, which they maintain. In the case of
voluntary-aided schools, the governing body should ratify any health and safety procedures
produced by the science department.
In addition to the records and procedures included in this section, all science staff should be
aware of the records and emergency procedures contained in Bracknell Forest Borough
Council’s Health and Safety Manual, and especially section 1(4) Risk Assessments. They should
also be made aware of the Codes of Practice for Health and Safety in Science in Schools in
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Bracknell Forest. Science laboratories present particular problems relating to fire safety and
other areas and a number of additional precautions are necessary.
1.

Potentially dangerous experiments and demonstrations should not take place near a
laboratory door - it could be the only emergency exit if things went wrong.

2.

Combustible material, especially chemicals, should be kept in a secure place, never in
storerooms or cupboards, which contain exposed electrical switchgear. All stores where
highly flammable liquids are kept should be marked "Flammable liquids - no smoking - no
naked lights".

3.

Combustible waste should be cleared away regularly.

4.

Any gas taps should be checked before leaving the room and isolating valves should be
turned off.

5.

Open flames should be used only after checking that nearby materials are not flammable.
Flammable liquids should not be poured from one vessel into another or heated near to an
open flame.

6.

Goggles or some other suitable eye protection must be worn whenever there is a risk to
the eyes from spills or splashes or explosions.

7.

There is a risk of explosions as a result of mixing substances, which are themselves
relatively stable. Pupils should be warned about this risk.

Schemes of Work
A scheme of work is more than a programme of study taken from the National Curriculum
Science Orders or from an examination syllabus. It is a document, which systematically outlines
a science course and provides a clear plan to which further details can be added for individual
lessons.
A scheme of work details what will be taught and assessed in terms of content and skills. It can
indicate teaching and learning styles, as well as means of matching learning opportunities to a
range of abilities (differentiation). It makes reference to materials available, such as equipment,
chemicals, written resources, audio-visual aids and computer software. It may suggest sources
of additional learning, such as visits and speakers, as well as possible homework activities.
The scheme of work should be used to record the significant findings of the risk assessment of
each of the practical activities. It should include how the risks are controlled, eg: by carrying out
the experiment in a fume cupboard, indicating whether it is a teacher demonstration or can be
carried out by pupils at different key stages. The scheme of work should highlight opportunities
for developing safe practical procedures and skills in addition to identifying when health and
safety matters need particular attention.
Personal Protective Equipment for Science
Objective
The objective of this form is to provide a checklist for use during an inspection of the availability
of personal protective equipment in the science department and its suitability for use by both
staff and pupils. The availability and suitability of personal protective equipment for use by staff
should meet the requirements of the Personal Protective Equipment at Work Regulations 1992
and the Control of Substances Hazardous to Health Regulations 1999. Although these
Regulations do not apply to the provision of personal protective equipment for pupils, good
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practice and the duty of care (which staff have to pupils) suggest that they should be applied to
the provision of all personal protective equipment, regardless of who it is to be used by.
Key Points
In situations where personal protective equipment is required a risk assessment should be
carried out. This allows the degree of protection, which needs to be provided to be assessed. If
the necessary equipment is not available, the operation should not be carried out. Personal
protective equipment may be issued to pupils or members of staff or may simply be made
available for their use. In either case the checklist seeks to confirm what is available and that it
is in a suitable state for use. A competent person, eg: the head of the science department or a
senior technician, should complete the form for each location. A termly check should be
sufficient for all equipment except eye protection (which should be checked weekly), although all
equipment and clothing should be subject to a visual check every time it is used. The availability
and satisfactory state of each item should be assessed and recorded in the appropriate column.
Defects and follow-up action should be noted accordingly. For example, immediate action may
prohibit practical work until eye goggles are provided, while follow-up action may require
restocking of eye goggles.
The marking or coding of equipment should aid identification for inspection purposes and help to
minimise loss and damage.
The completed forms should be kept with other health and safety records in the science
department office for up to three years.
Eye Protection
Eye protection complying with BS 2092, Specification for Eye-Protectors for Industrial and Non
industrial Use, or EN 166 should be available for use by both staff and pupils:
(a)

during all heating operations;

(b)

during all exothermic chemical reactions, ie: heat-producing reactions;

(c)

on all occasions when concentrated (ie: those with a concentration of one mole per litre or
more) acids or alkalis are handled;

(d)

on all occasions when harmful, irritant, flammable, toxic or corrosive chemicals are
handled;

(e)

on all occasions when there is a risk from flying objects (eg: when chipping rocks,
stretching monofilaments, etc).

There are three types of eye protection - safety spectacles, goggles and face shields. Eye
protection which conforms to the British Standard will be marked "BS 2092" and that which
conforms to the European Standard will be marked "EN 1665". The mark "BS 2092 C" or
"EN 1663" indicates that goggles have passed a chemical splash test in addition to the general
purpose tests.
The Health and Safety Executive is satisfied that safety spectacles provide adequate protection
for most of the situations which are found in schools, although there are a few situations (eg: in
A level chemistry classes and when handling concentrated acids and alkalis and chemicals
marked toxic) where goggles must be worn. Goggles should also be worn when lasers are
being used.
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Eye protection should be considered unsatisfactory if it:
(a)

has long, freely hanging straps

(b)

is scratched

(c)

is dirty - all eye protection should be washed and sterilised regularly.

Protective Clothing
Safety in Science Laboratories (Safety Series No. 2, DES, HMSO, 1978) suggests that some
form of protective clothing, such as a laboratory coat or apron made of non-flammable material,
is always advisable. Laboratory coats should always be of the correct size for pupils. Flapping
sleeves on coats, which are too large, represent a hazard, especially when pupils are working
with naked flames.
Laboratory coats should be laundered regularly and buttons which fall off should always be
replaced before the coat is used again.
Pupils should wear laboratory coats who are:
(a)

working with corrosive liquids;

(b)

heating solids or liquids;

(c)

dealing with micro-organisms.

Laboratory coats must be worn when radioactive materials are being used.
Gloves should be supplied for use in laboratories and for use by technicians. Disposable gloves
are ideal for use with radioactive sources or for use by pupils, who are handling materials, which
are potentially hazardous. Torn gloves should not be used.
Footwear
Sound shoes, not sandals, should be worn in order to protect feet against most accidental
spillages. Wellington boots may also be required in some cases (eg: working in greenhouses or
school gardens).
Further Information
For further guidance see Laboratory Handbook (Consortium of Local Education Authorities for
the Provision of Science Services, 1988) and updates, Safeguards in the School Laboratory
(Association for Science Education, 10th edn, 1988), Safety in Science Education (DfEE, 1996)
and Topics in Safety (Association for science Education, 2nd edition, 1988). Further details on
the requirements with regard to personal protective equipment with regard to staff can be found
in Personal Protective Equipment at Work. Guidance on regulations (L Series No. 25, Health
and Safety Executive, 1992), ISBN 0 11 886334 7).

Schools Health and Safety Manual

June 2000

Sect 3(10):4

Section 3(10): Science Laboratories and Workplace

PERSONAL PROTECTIVE EQUIPMENT FOR SCIENCE

Inspection Carried Out By

Room number or location:

Signature:

Date of issue:

Name in BLOCK capitals:

Date of inspection:

Position:

Follow-Up Action
Number
Item

Available

Satisfactory
Yes

No

Action Required
Defect

Immediate

Follow-Up

Carried
Out By

Date
Completed

Comments

Face shield
Eye spectacles
Eye goggles
Laser spectacles
Lab coats or aprons
Rubber gauntlet gloves
Rubber washing-up gloves
Disposable gloves
Other gloves
Wellington boots
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PERSONAL PROTECTIVE EQUIPMENT FOR SCIENCE
(continued)

Inspection Carried Out By

Room number or location:

Signature:

Date of issue:

Name in BLOCK capitals:

Date of inspection:

Position:

Follow-Up Action
Number
Item

Available

Satisfactory
Yes

No

Action Required
Defect

Immediate

Follow-Up

Carried
Out By

Date
Completed

Comments

PVC aprons
Respirators

Other lab PPE
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Room Layout and Furniture
Objective
The objective of this form is to assist in the conduct of a regular check of all accommodation
which is used for preparing for science lessons and for teaching science, as required by the
Health and Safety at Work etc Act 1974 (see section 1).
Key Points
The name of the competent person (this may be a technician, science teacher or head of
department) who carries out the inspection should be entered on the form. Each area should be
checked at least half-termly, while a more general visual inspection should be carried out daily
during term time.
The room number and type, eg: laboratory or science area, darkroom, greenhouse, preparation
room, storage room, animal house, etc should be entered in the space for "Room number or
location".
In addition to ensuring that rooms conform to the Health and Safety at Work etc Act 1974, the
special features of these areas need to be checked visually. Reference should be made to later
records on specialist fittings, equipment and chemicals, eg:
(a)

Record. Storage of Chemicals

(b)

Record. Fume Cupboard - Annual Test - the "Fume cupboard" satisfactory box should
only be ticked if the fume cupboard has passed the annual test.

Any items in a room, which are not already on the checklist, should be added and any items,
which the school does not have, should be deleted. Each item should then be assessed as
satisfactory or not satisfactory and the relevant column should be ticked. Defects might include
loose floor tiles, flickering lights, stiff taps, blocked drainage, loose shelving or working surfaces.
The absence of items such as waste bins should also be recorded as unsatisfactory. Any
defects and any follow-up action that is required should be recorded. Immediate action may
include prohibiting use of the room. Follow-up action is longer term and may include action such
as the maintenance of mains service supplies.
Information relating to first aid and emergency procedures should be clearly displayed
(ie: notices should be posted) in prominent positions so that members of staff are aware of the
procedures, which have been laid down.
"COSHH information and records" refers to the documentation, which is required in order to
comply with the Control of Substances Hazardous to Health Regulations 1994.
Completed forms should be kept for up to three years with other health and safety
documentation in the science department office.
Lighting
The lighting of science laboratories needs special consideration including the following:
1.

Bunsen burner flames become invisible near windows, therefore curtains or blinds should
be available to reduce the sunlight, which enters the laboratory. Curtains and blinds
should be in good working order.
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2.

Some experiments require very dim light or complete darkness.
achieved by the use of curtains or blinds.

Again this can be

3.

Audio-visual equipment sometimes requires reduced lighting.

4.

Microscope work requires bright direct light. If this cannot be achieved using natural light,
then artificial light should be available.

Ventilation
There are no regulations directly governing ventilation requirements in school science
laboratories, although Ventilation of the Workplace (EH 22, Health and Safety Executive, 1988)
could be taken as setting a reasonable standard. Applied to a typical school situation, this
probably requires a laboratory to have about six air changes per hour. This may require the
installation of mechanical ventilation and there may be a need for both an in and an out fan. The
advice of ventilation engineers should be sought because of the possibility of interference from
fume cupboard operation.
Fire
For details on fire safety see section 3(1) and the Introduction to this section.
Electrical Services
The Electricity at Work Regulations 1989 requires that there should be systematic and regular
checking of both electrical equipment and electrical connections.
All laboratories are likely to have a large number of socket outlets providing mains electricity.
There are likely to be many inexperienced users in a science laboratory and, therefore, the
protection, which is required, is greater than in the home. There are two principal methods for
providing this protection.
1.

Low-voltage systems. The 24OV supply is transformed down to 110V and the transformer
is Centre tapped to earth. This means that the largest voltage between the supply and
earth is 55V.

2.

Residual current device. This is also known as an earth leakage breaker (earth leakage
trip) or a residual current circuit breaker and is normally fitted to each laboratory. It turns
off the electricity supply as soon as a pre-set current flows from the supply to earth. This
happens so rapidly that there is little danger to the user from this type of fault, although the
protection depends on the time taken to interrupt the supply. This is normally
30 milliseconds.

All mains wiring should be inspected and maintained by qualified electrical engineers. The
inspection should include the measurement of resistance of the earth wiring and insulation tests.
A visual inspection of accessible wiring and socket outlets should be carried out at least once a
term. The test button on the residual current device should be operated at least once a month.
Defects might include:
�
�
�
�

cracked or broken socket outlets
socket shutters not operating
loose cables
residual current devices not working.
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Emergency Cut-Off of Mains Services
In an emergency it may be necessary to shut off the mains supplies of gas, water and electricity.
It is recommended that each laboratory have its own master controls for each service. These
controls should be easily accessible and clearly labelled. Ideally, any master controls should be
situated adjacent to each other. They should not be situated so close to the door that they
provide temptation to those leaving the laboratory.
Gas taps, which cannot be unscrewed by simply rotating them, should be fitted in order to
prevent pupils from loosening gas taps from supply piping.
Hot and Cold Water Supplies
Hot and cold water supplies should be checked for the correct temperature. If water is too hot,
pupils may scald themselves. Pipes should be checked for leaks. Taps should turn easily and
should not drip.
Notice Boards
All paper should be firmly attached to notice boards. Paper which is flapping about or which is
not securely fixed is a hazard. If paper is loosely attached to a notice board, it may become
detached, for example when a pupil brushes past, and be blown onto a lit Bunsen burner.
Waste Bins
Separate waste receptacles should be available for ordinary day-to-day waste, such as paper,
broken glass (and other "sharp" objects) and biological waste. Sharps waste bins should be
sealable. Arrangements should also be made for the three types of waste to be collected
separately.
Eye-Wash Point
Chemicals, which come into contact with the eye, should be washed out as soon as possible.
An eye-wash station should be installed into each laboratory. Depending on the size of
laboratory, more than one may be required.
Further Information
Reference should also be made to Emergency Procedures and first aid sections in this manual.
Further information on electrical safety can be found in Electrical Safety in Schools (GS 23,
Health and Safety Executive, 1990) and Regulations for Electrical Installations (Institution of
Electrical Engineers).

Schools Health and Safety Manual

June 2000

Sect 3(10):9

Section 3 (10): Science Laboratories and Workplace

ROOM LAYOUT AND FURNITURE

Inspection Carried Out By

Room number or location:

Signature:

Type of room:

Name in BLOCK capitals:

Date of issue:

Position:

Date of inspection:

Follow-Up Action
Satisfactory
Item

Yes

No

Action Required
Defect

Immediate

Follow-Up

Carried
Out By

Date
Completed

Comments

Flooring
Lighting
Heating
Ventilation
Fire extinguishers
Fire blankets
Fire (sand) buckets
Electrical sockets (mains)
Electrical sockets
(low voltage)
Electrical cut-off and notice
Gas supply
Gas cut-off and notice
Hot water supply
Cold water supply
Water cut-off and notice
Sinks and drainage
Fume cupboard
Compressed air supply
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ROOM LAYOUT AND FURNITURE
(continued)
Follow-Up Action
Satisfactory
Item
Compressed air cut-off
and notice
Working surfaces
Notice boards and displays
Shelving and storage
Storage of chemicals
COSHH information and
records
Waste bins
Sharps waste bins
Biological waste bins
Eye wash point and notice
First-aid
First-aid notice
Health and safety rules
notice
Emergency evacuation
notice

Yes

No

Action Required
Defect

Immediate

Follow-Up

Carried
Out By

Date
Completed

Comments

School specific fittings
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Fume Cupboard - Annual Test
Objective
The objective of this form is to enable the results of the annual tests of fume cupboards required
by Building Bulletin 88, Fume Cupboards in Schools (HMSO, 1982), to be recorded.
Key Points
Fume cupboards must conform to the standards laid down in DfEE Building Bulletin 88, Fume
Cupboards in Schools (DfEE, 1998) which replaced Design Note 29. This requires a
comprehensive test to be carried out on each fume cupboard in the school by a suitably trained
and competent person at least every 14 months (preferably annually). The competent person
may be a teacher or technician who has received the relevant training or a specialist who has
been brought in (generally fume cupboard suppliers or repairers). Areas, which should be
tested, include face velocity (see below) and direction of flow measurements, visual inspection of
the cabinet, drainage and the extraction system. Portable filter type fume cupboards also
require filters to be tested for saturation.
Building Bulletin 88 suggests that the face velocity when the sash is opened to its working
maximum and averaged over a 10-second period in any cell should be not less than 0.3m/s, with
individual readings not deviating by more than 30%.
Details of all fume cupboards should be entered as indicated on the form. In order to aid
identification, each fume cupboard should be coded. It is suggested that a letter, which indicates
whether the cupboard is one, which is fixed with ducting (D), or whether it is a portable filter type
(F), prefaces the code.
If a cupboard fails a test, it may still be usable with qualifications. For example, the opening of
the face window may need to be restricted to a marked height to maintain an acceptable airflow
velocity. A common defect apart from inadequate flow of air through the cabinet is a weakened
sash mechanism, which fails to hold the face window in place. Any defects should be marked
clearly on the fume cupboard.
Completed forms should be kept for three years in the science department office, along with
other health and safety records.
Further Information
Suppliers and repairers of fume cupboards are usually willing to provide helpful information.
Further information can also be found in the Laboratory Handbook (Consortium of Local
Education Authorities for the Provision of Science Services, 1988) and Safeguards in the School
Laboratory (Association for Science Education, 9th edition, 1988).
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FUME CUPBOARD - ANNUAL TEST
Inspection Carried Out By

Room number or location:
Fume cupboard code:
Type of fume cupboard:
Manufacturer:
Date installed:

Signature:
Name in BLOCK capitals:
Position:

Date of issue:
Date of inspection:

Follow-Up Action
Test Passed
ItemTested
Face velocity
Direction of flow
measurements
Visual inspection of
cabinet
Drainage

Yes

Schools Health and Safety Manual
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Action Required
Defect

Immediate

Follow-Up

June 2000

Carried
Out By

Date
Completed

Comments
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Training For Scientific Experiments
Objective
Many scientific experiments are recognised as having a relatively high risk factor, but with care
are necessary as part of a good education. The objective of this form when completed is to
provide a record of the training which staff have received and of which staff are competent to
teach such experiments.
Key Points
Before the start of each academic year the head of the science department should assess which
experiments are to be allowed and who is to be allowed to conduct them. The assessment
should take note of all relevant national guidance or guidance from the LEA. For example, it is
possible for a LEA or governing body, as the employer, to make Regulations stating that
particular chemicals are banned from use. Heads of science should establish whether such a
list exists locally and act accordingly. At national level, the only chemicals which are banned
from use in schools (under the Control of Substances Hazardous to Health Regulations 1994 (SI
1994 No. 3246)) are a fairly small number of carcinogens, of which Benzedrine is the one most
likely to be held in schools.
A tick should be placed in the relevant box by the head of science to indicate whether the
member of staff is permitted or not permitted to teach an experiment to pupils. For a permitted
experiment further ticks should be entered in subsequent columns to show which teaching
groups (i.e. Key Stage 3, Key Stage 4 or 16+) may be exposed to the experiment and the
teaching techniques to be allowed (ie: individual, group or demonstration).
Wherever possible, less hazardous alternative experiments should be used instead of high-risk
experiments. Where a less hazardous alternative is preferred, details should be recorded in the
"Comments" column. Any restrictions other than those, which relate to teaching group or
teaching technique, should also be listed in the "Comments" column.
Legislation and advice, including LEA procedures or guidance, change to take account of
serious incidents and new information on safe procedures. Appropriately qualified and
experienced members of staff should assume responsibility for remaining fully informed about
specific experiments and for training other staff. The name of each trainer should be entered on
the record against the relevant experiment.
The date of training and signatures of staff and trainer should be entered in the appropriate
columns. This should provide an ongoing record as training is carried out throughout the
academic year.
Once the form has been completed it should be retained for the whole of the academic year in
question.
Further Information
Further guidance can be found in Safeguards in the School Laboratory (9th edition, Association
for Science Education, 1988) and Safety in Science Laboratories (Safety Series No 2, DES,
HMSO, 1978).
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Advice can be sought from the DfEE, the Consortium of Local Education Authorities for the
Provision of Science Services, the Health and Safety Executive, the Association for Science
Education and other subject associations, such as the Institute of Biology, the Institute of
Physics, and the Royal Society of Chemistry.
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TRAINING FOR SCIENTIFIC EXPERIMENTS
Member of staff:

Type of Experiment
High voltage power lines

Academic year:

Permitted

Teaching
Group*

Teacher
Technique**

Comments

Name of
Trainer

Date of
Training

Signature
Staff Trainer

High voltage conductivity
High voltage power circuits
High voltage electrophoresis
Use of lasers
Use of ionising radiation
Use of X-rays
Use of pulleys and heavy loads
Vacuum systems
Stretching of springs and wires
Stroboscopes
Alkali metals

*Key Stage 3, Key Stage 4 or 16+
**Individual, group or demonstration
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TRAINING FOR SCIENTIFIC EXPERIMENTS
(continued)

Type of Experiment
Reactions with fine powders

Permitted

Teaching
Group*

Teacher
Technique**

Comments

Name of
Trainer

Date of
Training

Signature
Staff Trainer

Dangerous gases
Culturing micro-organisms
Human saliva
Dissections
Fresh specimens (cattle)
Fresh specimens (other animals)
Plant materials
Preserved biological specimens

*Key stage 3, Key stage 4 or 16+
**Individual, group or demonstration
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Ionising Radiation Source History
Objective
The objective of this record is to assist schools to meet some of the requirements of
Administrative Memorandum (AM) 1/92, The Use of Ionising Radiations in Education
Establishments in England and Wales (HMSO, 1992), and accompanying notes.
The form should be used in conjunction with the Ionising Radiations - Use of Sources form and
the Ionising Radiations - Sources Test form in order to help schools meet all the requirements.
Key Points
Administrative Memorandum 1/92 is intended to help schools implement the Ionising Radiations
Regulations 1985. The Regulations require each employer to appoint a radiation protection
advisor and nominate a radiation protection supervisor in each school.
Schools and colleges must receive permission in the form of a letter of approval from the DfEE
or Welsh Office for Education to keep sources of ionising radiations (ionising radiation is any
electromagnetic or particulate radiation which produces ion pairs when passing through a
medium). Most schools' holdings of ionising radiations fall into category C (closed or sealed
sources), but category B status (open and neutron sources) may be sought for 16+ work or
where X-rays are to be generated. If activities fall into category A, the local branch of Her
Majesty's Inspectorate of Pollution should be contacted for registration, under the Radioactive
Substances Act 1960. Details concerning the categories can be found in AM 1/92. AM 1/92
also contains details relating to storage requirements.
In addition to AM 1/92, employers must establish "local rules" which must be followed.
The radiation protection supervisor should complete the form. Each school should appoint a
radiation protection supervisor in order to comply with AM 1/92. The radiation protection
supervisor should supervise who is permitted to use the sources held. The radiation protection
supervisor should be a science teacher who has received appropriate training and has worked
with sources of ionising radiation. The radiation protection advisor is the LEA science advisor.
LEAs usually provide an advisor whom radiation protection supervisors at LEA-maintained
schools can consult. Governing bodies of voluntary-aided schools must make their own
arrangements.
The form, along with the letter of approval from the DfEE to hold stocks, should be kept with the
sources. The employer should keep one copy and one copy should be kept in the school office.
The form should be updated by the radiation protection supervisor and kept for three years after
the disposal of the, last source of ionising radiation. All sources of ionising radiations, including
X-ray generating machines, should be entered on the form, along with the details as indicated.
Any incidents, such as spillage or suspected damage to sources, should be recorded and an
Incident or Accident Report form should be completed as appropriate (see Personnel Issues
section 3.4). Details of disposal must be recorded where indicated.
The nominal activity in kilobecquerels (kBq) should be recorded. A becquerel is the unit of
radioactivity and one becquerel is the activity of a quantity of radioactive material in which one
nucleus decays per second.
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Disposal
DES AM 1/92, The Use of Ionising Radiations in Education Establishments in England and
Wales (HMSO, 1992), deals with the disposal of radioactive waste. The accumulation of such
waste is not only bad practice, it may be illegal.
Sealed sources
Sealed sources recorded on authorisation papers may only be disposed of with the knowledge
of the responsible authority.
Guidance to AM 1/92 suggests that any surplus sources could be transferred to another
establishment or sent back to the supplier in part exchange. If neither of these options is
possible, AM 1/92 offers several alternatives.
Open sources
There should be not open sources of radioactive materials used in any school within the
Borough of Bracknell Forest. If old stocks are still held by schools then these must be disposed
of through the National Disposal Service in accordance with CLEAPSS L93. AM 1/92 should be
consulted in order to ensure that various other limits are met during disposal.
Further Information
Further guidance is given in Notes for Radiation Protection Supervisors (L93, Consortium of
Local Education Authorities for the Provision of Science Services).
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IONISING RADIATIONS SOURCE HISTORY

Date of issue:
RADIATION PROTECTION ADVISER

Storage location:
RADIATION PROTECTION SUPERVISOR

Signature:

Signature:

Name in BLOCK capitals:

Name in BLOCK capitals:

AM 1/92 category

DFE LETTER OF APPROVAL
Signature:
Name in BLOCK capitals:

Source
Name:

Code:

Nominal activity (kBq) or amount:

Supply
Name of supplier:
Date of receipt:

Relevant Incidents

Date and Method of Disposal
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Ionising Radiations Use of Sources
Objective
The objective of this form is to provide a working log of the use of sources of ionising radiations
in order to meet the requirements of AM 1/92, The Use of Ionising Radiations in Education
Establishments in England and Wales (HMSO, 1992).
Key Points
The Ionising Radiations - Use of Sources record is a working log, which should be completed as
sources are taken from and returned to the secure store. Sources must be kept securely in a
labelled cupboard in a place, which is not normally used as a workplace. The local fire officer will
usually want to inspect the storage of radioactive isotopes (radioisotopes). Sources should be
signed in and out by qualified science staff. The radiation protection supervisor should keep a
regular check on the state of all sources and ensure that this form is completed correctly.
A check for contamination of working surfaces is essential when working with opens sources or
after spillages have been cleared. The average count rate for five minutes should not exceed
50% above the background count rate in a nearby room.
Any "Comments" which require immediate action should be reported directly to the radiation
protection supervisor.
This form should be kept alongside the radioactive sources at all times. It should be retained for
three years after the disposal of all the sources listed.
Further Information
Further guidance is given in Notes for Radiation Protection Supervisors (L93, Consortium of
Local Education Authorities for the Provision of Science Services).
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Ionising Radiations – Use of Sources
Radiation Protection Adviser:

Radiation Protection Supervisor:

Signature:

Signature:

Name in BLOCK capitals

Name in BLOCK capitals:

Accident Contacts
Hospital

Telephone:

Fire Service

Telephone:

Source
Name

Code

Date

Schools Health and Safety Manual

Location
used

AM 1/92 category:

Signed
out by

Working area
contamination check
Satisfactory
Unsatisfactory
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Signed in
and
checked by

Comments

Sect 3(10):22

Section 3 (10): Science Laboratories and Workplace

Ionising Radiations Sources Test
Objective
The objective of this form is to provide a means by which the results of the annual tests required
by AM 1/92, The Use of Ionising Radiations in Education Establishments in England and Wales
(HMSO, 1992), can be recorded.
Key Points
Additional testing, beyond that required by AM 1/92 may be required if damage to closed
sources is suspected.
All sources should be checked visually for signs of breakage or physical damage using a mirror.
Closed radium sources may leak and, therefore, their containers need checking for
contamination. Radium sources slowly release radioactive gas, which diffuses into and is
trapped by the container. This is not a property of other radioactive sources, which may be kept
in schools and colleges. The result of the check should be entered as satisfactory or
unsatisfactory. Any immediate action and follow-up action, which is needed, may require help
from the employer's radiation protection advisor (see Record. Ionising Radiations - Source
History earlier in this section).
X-ray generating machines also need to be tested under the Electricity at Work Regulations
1989.
Further Information
Further guidance is given in Notes for Radiation Protection Supervisors (L 93, Consortium of
Local Education Authorities for the Provision of Science Services).
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IONISING RADIATIONS – SOURCES TEST
Radiation Protection Adviser:

Radiation Protection Supervisor:

Signature:

Signature:

Name in BLOCK capitals

Name in BLOCK capitals:

Date of issue:
Date of completion:

Name

Source
Code

Date
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Visual check
Sat
Unsat

Container
Sat
Unsat
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Immediate
Action

Follow-Up Action
Carried
out by
Date

Comments
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Use of Lasers
Objective
The objective of this form, once completed, is to provide a record of the use of laser equipment.
Key Points
The DfEE in Safeguards in Science Education indicates that advice previously given in DES
Administrative Memorandum 7/70, The Use of Lasers in Schools, Colleges of Education and
Further Education Establishments (HMSO, 1970) is now obsolete with regard to eye protection.
Most schools use class 2 lasers although some may use class 3A lasers. The DfEE advises that
goggles are not required when class 2 lasers are used. Eyes could only be damaged from a low
power class 2 laser if a deliberate attempt were made to stare at the laser along the beam; the
normal avoidance mechanisms of the body would prevent damage in other cases. However,
precautions should be taken to avoid the beam falling on the eye.
Class 3A lasers are more powerful than class 2 but the beam has a greater diameter than the
pupil of the eye does. It is important that such beams are not focused.
Class 3B and class 4 lasers should not normally be used in schools.
Laser pointers are occasionally used in science departments. These are likely to be class 3A
lasers and it is, therefore, important that they are not focused. Some laser pointers may be
class 3B lasers; pupils should not use these.
The user of the equipment should check it visually before use and should comment on any
problems, which occur during use, entering the details in the appropriate columns on the form.
"Immediate Action" should prohibit the use of equipment if any item is unsatisfactory. "Follow-up
Action" might involve repair or restocking. If more than one laser is available each should be
coded for identification purposes.
Laser machines are also subject to annual testing under the Electricity at Work Regulations
1989 (see Check-List. Inspection of Portable Electrical Appliances in this manual).
This form should be retained for three years after completion. It should be kept in
the science department office with other health and safety records.
Further Information
For further details on lasers see Lasers: Guidance for environmental health officers (Health and
Safety Executive, 1985) and Safeguards in Science Education (DfEE, HMSO, 1996).
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USE OF LASERS
Room number or location:
Laser
Date

Laser
Code

Sat

Unsat

Goggles
Sat

Optical
Accessories

Unsat

Sat

Unsat

Sat = Satisfactory

Schools Health and Safety Manual

Action Required
Comments on use

Staff
signature

Immediate

FollowUp

Follow-Up Action
Carried
out by

Date
Completed

Unsat = Unsatisfactory
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Pressurised Containers and Gas Cylinders
The objective of this form is to provide a checklist for use during annual inspections of
autoclaves, gas cylinders, pressure cookers and steam engines, as required by the Health and
Safety at Work etc Act 1974 and the Pressure Systems and Transportable Gas Containers
Regulations 1989.
Key Points
Written instructions should be available for the user of any pressurised containers or gas
cylinders to follow. All users should be familiar with the equipment before use.
The Pressure Systems and Transportable Gas Containers Regulations 1989 require regular
visual tests to be made. Regular means at least once a year and more often if heavy use is
the norm or if damage is suspected. A person deemed to be competent should carry out the
inspection for the employer. This could be a teacher or technician who has been adequately
trained. In some cases employers use inspectors from insurance companies in order to
comply with policy demands.
The competent person should check for signs of damage or deterioration in structure or
effective working of:
(a)

all visible parts, including "pitting" of internal metal surfaces;

(b)

rubber seals, gaskets or other parts;

(c)

all joints, taps and connections;

(d)

weights, safety valves, pressure gauges.

A written scheme of examination is available from the Consortium of Local Education
Authorities for the Provision of Science Services (CLEAPSS) for use by its members.
The name of the inspector and details of the inspection should be recorded. Each item, which
is to be tested, should be identified with a specific code and its location should be entered on
the form. The test result should be recorded as satisfactory or unsatisfactory and any defects
should be noted in the appropriate column. Follow-up action should be noted accordingly.
The completed form should be retained in the science department office for three years.
Further Information
Helpful advice can be found in Safeguards in the School Laboratory (9th edition, Association
for Science Education, 1988).
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PRESSURISED CONTAINERS AND GAS CYLINDERS
Inspection Carried Out By

Date of issue:

Signature:

Date of inspection:

Name in BLOCK capitals:
Position:
Satisfactory
Item

Code

Location

Yes

No

Action Required
Defect

Immediate

Follow-Up

Follow-Up Action
Carried
Date
Out By
Completed

Comments

Autoclave
Autoclave
Pressure cooker
Pressure cooker
Pressure cooker
Steam engine
Steam engine
Steam engine
Other equipment
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Vacuum Systems
Objective
The objective of this form is to assist the competent person (trained science teacher or
technician) to carry out a risk assessment before any work is done with vacuum systems. The
form can also be used as part of a regular (the definition of regular depends on the use of the
equipment) visual inspection of vacuum equipment and as a record of such an inspection.
Key Points
Vacuum pumps should be used in accordance with the manufacturer's instructions. Advice
should be sought from the manufacturer if performance is poor. Special pressure resistant
tubing, glassware and plastics must be used. Glass desiccators should conform to BS 3423,
Recommendations for the Design of Glass Vacuum Desiccators.
Care is needed to ensure that all fittings are tight before use. If they are not, they should be
replaced. An inlet trap should be attached to any apparatus in order to avoid liquid being sucked
into a vacuum pump.
Safety goggles should be worn and a safety screen should be used to shield pupils from the
apparatus. An implosion could result in injuries from flying glass.
Any unwanted evacuated apparatus should be broken under safe conditions before being
disposed of. Advice should be sought from the manufacturer or supplier.
Teachers and technicians who are familiar with their use should only use vacuum systems.
Completed forms should be kept with other health and safety records for up to three years.
Further Information
Manufacturers and suppliers are usually a good source of information on safe techniques for
using vacuums. The Laboratory Handbook (Consortium of Local Education Authorities for the
Provision of Science Services, 1988) also provides advice for, while Safeguards in the School
Laboratory (Association for Science Education, 9th edition, 1988) is a useful source of advice.
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VACUUM SYSTEMS

Inspection Carried Out By

Room number or location:

Signature:

Date of issue:

Name in BLOCK capitals:

Date of inspection:

Position:
Satisfactory
Item

Yes

No

Action Required
Defect

Immediate

Follow-Up

Follow-Up Action
Carried
Date
Out By
Completed

Comments

Autoclave
Autoclave
Pressure cooker
Pressure cooker
Pressure cooker
Steam engine
Steam engine
Steam engine
Other equipment
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Heating
Objective
The objective of this form is to assist a competent person with an inspection of the heating
equipment, which is available in each room and the suitability for use of that equipment.
Key Points
Teachers should make a visual check of each piece of equipment before it is used. A more
comprehensive check should also be made by a competent person (usually a science teacher or
technician) once every two or three months. Once completed, the form should be retained in the
science department office for up to three years.
Bunsen Burners
An inspection of Bunsen burners should look for effective burning of gas. Common defects
include blockages and leaking tubing. Leakage or low pressure from the mains gas supply
should be reported immediately. Specialist Bunsen burners should not be available for general
use. Particular care is needed when burners, which are supplied by liquid petroleum gas (LPG),
are used. These are subject to the Highly Flammable Liquids and Liquefied Petroleum Gases
Regulations 1972.
Electric Heaters
Electric heaters should be checked for general safety and any defects, e.g. leaks. In addition,
they require an annual test in order to comply with the Electricity at Work Regulations 1989 (see
Check-List: Inspection of Portable Electrical Appliances in this manual).
Heat-Proof Materials
Although any new heatproof materials purchased from suppliers will not include asbestos,
existing stocks should be checked and any which are made of asbestos should be removed.
DES Administrative Memorandum 7176, The Use of Asbestos in Educational Establishments
(HMSO, 1976), should be consulted and advice should be taken from the employer before
disposal.
Cracked mats or gauzes, which are contaminated with chemicals, are unsatisfactory for use.
Further Information
Further advice can be found in Safeguards in the School Laboratory, (Association for Science
Education, 9th edition, 1988).
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HEATING
Inspection Carried Out By

Room number or location:

Signature:

Date of issue:

Name in BLOCK capitals:

Date of inspection:

Position:
Satisfactory
Item

Yes

No

Action Required
Defect

Immediate

Follow-Up

Follow-Up Action
Carried
Date
Out By
Completed

Comments

Simple Bunsen burners
Special Bunsen burners
Electric water bath
Electric evaporating bath
Wet electric immersion heater
Dry electric immersion heater
Electric still
Heatproof mats
Heat resistant gauzes
Tongs
Test-tube holders
Heat-resistant gloves
Radiant heaters
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Glassware
Objective
The objective of this form is to provide a checklist for use in an inspection of the glassware
stock, which is held in teaching and other rooms. It also allows a record to be kept of the
suitability of glassware items for general and specific use.
Key Points
A regular check (at least twice a term) should be made of glassware in each room by a
technician or teacher. Inspection details should be recorded at the top of the form.
The number of items made of soda-lime-silica glass (the commonest type of glass, used for
windows, containers and light bulbs) and of borosilicate glasses (ie: heat and chemical-resisting
glasses based on the fusion of silica-borax mixtures to produce complex polymers of sodium
borosilicate, including "Pyrex") should be recorded. The British Standard, which the glass
conforms to, should be referred to for guidance on its use. The number of the British Standard
which glass objects conform to should be marked on the object or its packaging. Spot marking
glass with paint can be used to identify glass types.
Items should be visually checked for damaged or weakened glass every time they are used.
They should also be checked for contamination with chemicals.
Equipment may be
unsatisfactory because of poor joints, seals, bungs or corks. "Immediate Action" may be
removal or cleaning of unsatisfactory items. "Follow-up Action" may include restocking.
Wherever possible glass should be replaced with plastic in order to reduce the risk of breakage.
Each working area should have a special waste bin for the disposal of broken glass (sharps) and
arrangements should be made for these to be disposed of separately from other rubbish.
The completed form should be kept with other health and safety documents in the science
department office for up to three years.
Further Information
Further advice can be found in the Laboratory Handbook (Consortium of Local Education
Authorities for the Provision of Science Services, 1988). Safeguards in the School Laboratory
(Association for Science Education, 9th edition, 1988) are also a useful source of advice.
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GLASSWARE
Inspection Carried Out By

Room number or location:

Signature:

Date of issue:

Name in BLOCK capitals:

Date of inspection:

Position:
Number Made Of
Item

Soda
Glass

Borosilicate
Glass

Satisfactory
Yes
No

Action Required
Defect

Immediate

Follow-Up

Follow-Up Action
Carried
Out By

Date
Completed

Comments

Test tubes
Boiling tubes
Other tubes
Filter funnels
Buchner funnels
Conical flasks
Beakers
Round-bottom
flasks
Delivery tubes
Connectors
Taps
Thistle funnels
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GLASSWARE (continued)
Inspection Carried Out By

Room number or location:

Signature:

Date of issue:

Name in BLOCK capitals:

Date of inspection:

Position:
Number Made Of
Item

Soda
Glass

Borosilicate
Glass

Satisfactory
Yes
No

Action Required
Defect

Immediate

Follow-Up

Follow-Up Action
Carried
Out By

Date
Completed

Comments

Thistle funnels
Pipettes
Burettes
Syringes
Watch glasses
Desiccators
Condensors
“Sharps” disposal
bin
Specialist
equipment

Other equipment
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Register of Chemicals
Objective
The objective of this form is to provide a register of the chemicals used and produced within a
school in order to help the management of the school to comply with the Control of Substances
Hazardous to Health Regulations 1999 and subsequent amendment regulations. It forms the
first part of a risk assessment.
Key Points
It is important that all substances, which are subject to the Control of Substances Hazardous to
Health Regulations 1994, should be identified and assessed. The name and location of all
chemicals which are held, used or made, should be entered in the appropriate space on the
form.
A general suitability for use assessment should be made and ticks should be placed in the
relevant boxes to indicate permitted use and whether a fume cupboard is needed. A tick in the
"Demo" box means that the chemical should only be used for demonstration purposes. The
form should also indicate whether a further assessment is required under the Control of
Substances Hazardous to Health Regulations 1999. This can be done using this form and
Topics in Safety (Association for Science Education, 2nd edition, 1988) or Hazards (Consortium
of Local Education Authorities for the Provision of Science Services/Scottish Schools Science
Equipment Research Centre). Reference must also be made to any procedures or guidance,
which has been established by the employer. Recent publications from the Association for
Science Education and the Consortium of Local Education Authorities for the Provision of
Science Services give details of the current status of permitted chemicals in schools and
colleges. A cross should be entered on the form to indicate the prohibition of use (see also
Record. Training for Scientific Experiments earlier in this section).
Where the use of chemicals is not permitted this should be recorded in the "Comments" column.
The names of any alternative chemicals, which are preferred, should also be entered here.
A copy of the form should be kept in the teaching room and a further copy should be kept with
other health and safety documentation in the science department office for up to three years.
Further Information
Further information on less hazardous chemicals and techniques can be found in Substitute
Chemicals and alternative Procedures (L 195, Consortium of Local Education Authorities for the
Provision of Science Services, 1992).
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REGISTER OF CHEMICALS
REGISTER MAINTAINED BY
Signature:
Name in BLOCK capitals:
Position:
Permitted Use

Fume
Cupboard
Required

Key Stage
Date

Reference
Number

Name of
Chemical

Room or
Location

Schools Health and Safety Manual

2

3

4

Individual

Group

Demo
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Yes

No

COSHH
Assessment
Yes

No

Comments
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Control of Substances Hazardous to Health Assessment
Objective
The objective of this form is to assist a competent person with a detailed assessment of
substances as required by the Control of Substances Hazardous to Health Regulations 1999
and subsequent amendments.
Key Points
It is important that as much technical information about a substance as possible is available
before this form is completed. Any labels or markings, which appear on containers, should also
be used for reference. Where possible, copies of labels should be attached to the form.
The form provides details on how a substance is actually used or generated within a working
environment and is not merely a copy of a technical data sheet.
A high degree of competency is necessary if the form is to be completed properly. Initially, the
substance and its trade name and the supplier's name and telephone number should be
recorded, along with any hazard warnings on the containers. It is sufficient to tick the
appropriate box, i.e. "irritant", "Corrosive", "Harmful", "Toxic" or "Very toxic". The four categories
marked "*" are not requirements of the Control of Substances Hazardous to Health Regulations
1999. However, in order for a full assessment of the likely risks to be made, these categories
should be included.
The possible routes of entry into the body may be obtained from technical data sheets, which
relate to the nature of the substance, which is being assessed. Manufacturers and suppliers
must provide these data sheets. Generally, gases, vapours and dust can be inhaled. Liquids
and solids can be ingested or absorbed or can cause damage to the skin through direct contact.
The conditions in which substances are stored should be noted, including the location, the
quantity stored and the physical state of containers. Details on chemical constituents and their
use should be recorded in the box provided, including the frequency of use, the duration of use
on each occasion, the method of application and the protective equipment used. If no protective
equipment is used, this should also be recorded. The assessor's details should be entered and
the form should be signed.
The assessment should be carried out by a competent person (usually a science teacher or
technician), with reference to the document Occupational Exposure Limits (EH40, Health and
Safety Executive), which details Maximum Exposure Limits (MEL) and Occupational Exposure
Standards (OES). This document is revised yearly and reference should always be made to the
current edition. If a substance has such a limit or standard, it should be recorded on the form.
The assessment should be an estimate of any likely hazards, which may arise from the
continued use of the product or generation of the substance. For example, it should state that
"Continued use may give rise to health risk", or that "Insufficient information is available to make
a proper assessment", or that "Sufficient control measures are in place and are being used to
control any hazards which may arise".
Recommendations may include comments such as, "The present conditions of use do not
present a hazard, therefore continue to use", or perhaps "Can be used safely with gloves,
goggles, masks, etc".
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This form allows for more detailed information to be provided than that given on Hazards
(Consortium of Local Education Authorities for the Provision of Science Services/Scottish
Schools Science Equipment Research Centre, 1989). Heads of science should check with their
employer before deciding whether or not to use this form.
A copy of this form should be available in the teaching or preparation room when the chemical is
being used or made. A master copy should be kept in the science department office for up to
three years.
Further Information
Further guidance can be found in Topics in Safety (Association for Science Education, 2nd
edition, 1988), Hazards (Consortium of Local Education Authorities for the Provision of Science
Services/Scottish Schools Science Equipment Research Centre, 1989) and COSHH: Guidance
for schools (Education Service Advisory Committee, Health and Safety Executive, 1989).
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CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH ASSESSMENT

ASSESSMENT CARRIED OUT BY

Date of issue:

Signature:

Date of assessment:

Name in BLOCK capitals:
Position
Qualifications:

Substance Details
Substance:

Supplier:

Reference Number:

Trade name:

Telephone numbers:

Hazard Warnings (tick boxes)
Irritant

Harmful

Toxic

Very toxic

Corrosive

Flammable

Highly flammable

Explosive

Oxidising

Possible Routes of Entry into the Body (tick boxes)
Absorption

Contact

Inhalation

Ingestion

State (tick box)
Solid

Liquid

Gas

Chemical Constituents

Storage Location
Location:

Quantity:

Use
Frequency:

Method of application:

Time period:

Protective equipment used:
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CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH ASSESSMENT
(continued)

Name:

Name:

Signature:

Signature:

Position:

Position:

Assessment

Maximum Exposure Limits

Occupational Exposure Standards

Recommendations
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Storage of Chemicals
Objective
The objective of this form is to help regular monitoring of chemicals which are in storage to be
carried out in order to comply with the Health and Safety at Work etc Act 1974, the Control of
Substances Hazardous to Health Regulations 1999 and other regulations specific to chemicals
used in science education.
Key Points
This form refers to the safe management of chemicals in store. Guidance is given in Topics in
Safety (Association for Science Education, 2nd edition, 1988) and Storage and Handling of
Chemicals (L 148a, Consortium of Local Education Authorities for the Provision of Science
Services, 1988. These provide details of the relevant regulations. Other sources of this
information are the chemical suppliers themselves or the Health and Safety Executive.
The inspection should be carried out by a competent person (usually a science teacher or
technician) at least once a term. Each area where chemicals are stored should be assessed. It
is prudent for the assessment to be made in conjunction with a stock check. The assessor
should complete the form, which should be kept in the science department office with other
health and safety records for up to three years.
The suitability of features, which relate to all the chemicals stored, should be judged as
satisfactory or unsatisfactory, with any defects and appropriate action written in the columns
provided.
Unsatisfactory conditions may include hazards such as unstable chemicals;
flammable materials not stored in a flameproof cabinet, poor ventilation or damaged surfaces.
"Follow-up Action" might include replacing labels on bottles, or a recommendation for disposal.
The suitability of room features should also be assessed as satisfactory or unsatisfactory and
any defects and appropriate action should be recorded in the columns provided. "Immediate
Action" might be to provide missing spill kits. "Follow-up Action" could involve improving
ventilation and temperature control.
Reference must be made to hazard information and risk assessments before handling chemicals
in order to comply with the Control of Substances Hazardous to Health Regulations 1999.
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STORAGE OF CHEMICALS
Inspection Carried Out By

Room number or location:

Signature:

Date of issue:

Name in BLOCK capitals:

Date of inspection:

Position:
Satisfactory
Item

Yes

No

Action Required
Defect

Immediate

Follow-Up

Follow-Up Action
Carried
Out By

Date
Completed

Comments

Ventilation
Temperature
control
Flooring
Bench tops
Shelving
Cabinets
Security
Splash sills
Spill kits
Hazard
information
Carriers
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STORAGE OF CHEMICALS
(continued)
Satisfactory
Item

Yes

No

Action Required
Defect

Immediate

Follow-Up

Follow-Up Action
Carried
Out By

Date
Completed

Comments

Eye protection
Gloves
Face masks

Other
school
specific
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Disposal of Chemicals
Objective
The objective of this form is to assist the competent person to control the disposal of those
unwanted chemicals, which are hazardous and subject to special disposal methods. Disposal
must comply with the Health and Safety at Work etc Act 1974, the Control of Substances
Hazardous to Health Regulations 19949 any regulations specific to certain chemicals and any
procedures or guidance established by the employer.
Key Points
The disposal of chemicals is subject to various statutory regulations, common sense and the
Principle Pollution Days”. The Health and Safety Executive, the Association for Science
Education, the Consortium of Local Education Authorities for the Provision of Science Services,
suppliers or the LEA's science advisor should be consulted for a list of current regulations.
These include:
�

the Health and Safety at Work etc Act 1974

�

the Control of Pollution Act 1974

�

the Clean Air Act 1973

�

the Poison Act 1992

�

the Control of Pollution (Special Waste) Regulations 1980 (SI 1980 No 1709)

�

the Wildlife and Countryside Act 1981

�

the Environmental Protection Act 1990

�

the Highly Flammable Liquids and Liquefied Petroleum Gases Regulations 1972

�

DES Administrative Memorandum 1/92, The Use of Ionising Radiations in Education
Establishments in England and Wales, HMSO, 1992.

This form should be used where special methods are needed to dispose of chemicals. Topics in
Safety (Association for Science Education, 2nd edition, 1988), Laboratory Handbook
(Consortium of Local Education Authorities for the Provision of Science Services, and
subsequent updates and Hazards (Consortium of Local Education Authorities for the Provision
of Science Services/Scottish Schools Science Equipment Research Centre, 1989) are good
sources of advice. Suppliers can also give advice and may be able to help with the disposal of
some chemicals. Some local authorities offer a specialist disposal service.
Completion of the form should be the responsibility of one competent person, possibly the
senior technician. The names of chemicals to be disposed of should be listed on the form and
details should be given in the appropriate columns. The completed form can aid the decision
concerning how and when surplus stocks are to be removed. This should happen on a regular
basis (at least twice a term) in order to avoid any excessive accumulation of unwanted
chemicals.
The "Comments" column should be used to note any regulations or LEA procedures or
guidance, which affect the disposal of the chemicals, named. A competent person should
dispose of chemicals.
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The completed form should be kept with other health and safety records in the science
department office for up to three years.
Further Information
For further information see Hazardous chemicals manual for schools and colleges (Oliver and
Boyd, 1980), Storage and Handling of Chemicals (L 148a, Consortium of Local Education
Authorities for the Provision of Science Services, 1988) and Hazards (Consortium of Local
Education Authorities for the Provision of Science Services/Scottish Schools Science Education
Research Centre, 1989).
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DISPOSAL OF CHEMICALS

Inspection Carried Out By

Room number or location:

Signature:

Date of issue:

Name in BLOCK capitals:

Date of inspection:

Position:

Name of Chemical

!!

=

++ =

!!
Type of Chemical

++
State

Approximate
Quantity

Location

Disposal
Method

Comments

Enter type of chemical code as follows: Corrosive (1), Strong Acids and Alkalis (2), Flammable (3), Strong Oxidising or Reducing
Agents (4), May React in Mixed Waste (5), Poisons and Toxins (6), Pesticides (7)
Enter state selecting from the following: Solid, Liquid, Solution, Gas

Schools Health and Safety Manual

June 2000

Sect 3(10):47

Section 3 (10): Science Laboratories and Workplace

Chemical Spillage and Fumes Log
Objective
The objective of this log is to help incidents of spilled chemicals or of escape of chemical fumes
to be monitored in compliance with the Control of Substances Hazardous to Health Regulations
1999 and with regulations specific to certain chemicals.
Key Points
Before any chemical is used a risk assessment should be carried out. If the chemical is one of
those listed in the Control of Substances Hazardous to Health Regulations 1999 (SI 1994 No
3246) then a risk assessment under these Regulations should be carried out. Consideration
should be given to how any accidental spillage or fumes should be dealt with.
One competent person, possibly the head of the science department or a senior technician,
should be responsible for the upkeep of the log.
When an incident occurs, the details, including brief notes on how the chemical was dealt with
should be entered in the appropriate columns. Unsatisfactory clean up may indicate, for
example, that bench surfaces have been contaminated so heavily that they are unsafe for future
use.
"Follow-up Action" might include completion of an accident report form in accordance with LEA
or school procedures. Other follow-up measures might include restricting further use of the
room or the specific chemical, training or dissemination of appropriate safety information to other
users.
The completed form should be kept with other health and safety documentation in the science
department office for up to three years.
Mercury
Spillages of mercury should be recorded on a separate copy of this form to spillages of other
metals. This is because mercury metal has a very toxic vapour. Soluble mercury salts are
schedule 1 poisons as defined in the Poisons Rules 1982. They are toxic by inhalation, skin
contact and ingestion. The effects are cumulative. These materials affect the kidneys and the
nervous system. In the event of a spillage of mercury the following procedures should be
followed.
1.

Others should be instructed to keep well away from the spillage area.

2.

Good ventilation is paramount.

3.

Any person dealing with a spillage should wear a laboratory coat, gloves, face mask and
eye protection.

4.

Metallic mercury should be dealt with as follows:

(a)

if the spillage is small, remove it by suction into a plastic bottle - the affected floor area or
bench top should be treated with a mixture made by adding equal parts of flowers of
sulphur and calcium hydroxide to water to produce a paste - or cover the spillage with zinc
powder to form an amalgam;
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(b)

the mixture should be allowed to dry on the contaminated area;

(c)

at least 12 hours should be allowed to elapse before the dried mixture is removed with
clean water - this should be repeated to ensure that surfaces are clean.
If the spillage is small and the liquid has been absorbed into small cracks in the floor, it
should be rendered non-volatile at once by coating the area with zinc dust. If possible, the
area should be monitored regularly after treatment to check for mercury vapour.

5.

Spillages of mercury compounds should be covered with 10 to 20 times their own bulk of
sand. The mixture can then be scooped up and stored for removal by professional
contractors.

Further Information
Further information on dealing with spillages and fumes can be found in:
�

Topics in Safety (Association for Science Education);

�

Hazards in the Chemical Laboratory (Royal Society of Chemistry);

�

Laboratory Handbook (Consortium of Local Education Authorities for the Provision of
Science Services, 1988) and;

�

Updates and Hazards (Consortium of Local Education Authorities for the Provision of
Science Services/Scottish Schools Science Equipment Research Centre, 1989).
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CHEMICAL SPILLAGE AND FUMES LOG
Person Responsible For This Log
Signature:
Name in BLOCK capitals:
Position:
Follow-Up Action
Chemical

Location of
Incident

Date/Time
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Clean Up
Satisfactory

Method
Used

Staff
Responsible
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Type

Carried
Out By

Date
Completed

Comments
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Assessment of Animals
Objective
The objective of this form is to assist the competent person to assess the conditions in which
any animals are kept and the use of such animals for educational purposes. These areas need
to be assessed in order to ensure compliance with the range of legislation, which exists, and in
order to avoid health or safety problems. Legislation includes the Protection of Animals Act
1911, the Pet Animals Act 1951, the Animal Health Act 1981 and the Animals (Scientific
Procedures) Act 1986.
Key Points
For a summary of legal restrictions relating to animals in school see DES Administrative
Memorandum 3/90, Animals and Plants in Schools: Legal aspects (HMSO, 1990).
At least once a year, a competent person should assess the suitability of the conditions for
keeping animals in school. Animals from the wild should not be kept, although tadpoles may be
reared. Any procedures or guidance established by the employer must be followed. Legislation
may change quickly and the competent person in LEA-maintained schools should consult the
LEA's science advisor, the Association for Science Education or the Consortium of Local
Education Authorities for the Provision of Science Services for up-to-date details.
The name/type of animal kept should be entered. The name of the supplier(s) and the number
of animals currently kept should also be entered.
An assessment should be made of animal housing, maintenance and educational use for each
species. Animal housing should be adequate and should be regularly cleaned and sterilised. It
should be secure enough to prevent animals escaping and to prevent other animals getting in.
The Royal Society for the Prevention of Cruelty to Animals (RSPCA) gives advice on housing,
including minimum cage sizes.
The "Comments" column might be used to note any possible health risks associated with the
animals, which are kept. For example, locusts can set off allergic responses. Reactions which
staff or pupils may have had as a result of handling the animals concerned should be recorded.
All staff who are responsible for animal welfare should be properly trained and, where
appropriate, have had an anti-tetanus vaccination. Any animal bites should be cleaned and the
casualty should receive immediate medical attention, eg: rabies/tetanus injections.
The completed form should be retained in the science department office for up to three years.
Further Information
Information on the keeping of animals is included in the following publications:
�

Recommended Practice for Schools Relating to the Use of Living Organisms and Material of
Living Origin (Schools Council, 1974)

�

Handbook on the Care and Management of Laboratory Animals (Universities' Federation for
Animal Welfare, 1987)

�

Be Safe (2nd edition, Association for Science Education, 1990).

In addition, information can be obtained from the RSPCA, animal suppliers and the Association
for Science Education.
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ASSESSMENT OF ANIMALS

Assessment Carried Out By

Date of issue:

Signature:

Date of inspection:

Name in BLOCK capitals:
Position:

Name of
Animal

Name of
Supplier

Schools Health and Safety Manual

Number

Housing
Satisfactory
Yes
No

Maintenance Procedures
Satisfactory
Yes
No

June 2000

Educational Use
Satisfactory
Yes
No

Type

Follow-Up
Carried
Date
Out By
Completed
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Register Of Plants
Objective
The objective of this form is to enable a list to be kept of all plant species, which it is, permitted
to keep in school. Plants which are not listed should not be kept, either for health and safety
reasons or in order to comply with restrictions relating to wild plants protected by the Wildlife and
Countryside Act 1981 and subsequent amendments. For a summary of relevant legislation see
DES Administrative Memorandum 3/90, Animals and Plants in Schools: Legal aspects (HMSO,
1990).
Key Points
The name of the competent person who maintains the register should be recorded. A senior
biologist or technician might act as the competent person.
A positive list should be maintained of plants, which may be kept. Thus any protected wild
species should not be entered on this record, nor should the name of any species, which is
restricted by any procedures or guidance, established by the employer. Plants may be restricted
for a number of reasons, for example if they are poisonous. Lists of protected species and
those, which are poisonous, can be found in:
�

A Safety Handbook for Science Teachers (Everett & Jenkins, 4th edition, 1991)

�

Be Safe (2nd edition, Association for Science Education, 1990).

The names of suppliers should be entered, where known, in order to simplify the restocking
procedure.
It is best to buy seeds for dissection (eg: broad beans) from food shops because such seeds will
not have been treated with fungicides or pesticides. Seeds for growth experiments may be
purchased from seed merchants. These will have been treated. All pupils and staff should wash
their hands carefully after handling such seeds.
The educational uses of each plant should be entered and any notes on possible health hazards
associated with any species should be entered in the "Comments" column. For example, any
plants, which are irritants for sensitive people, should be noted. Any adverse responses
experienced by staff or pupils should also be recorded. Some plants can affect people with
asthma or allergies. Such details should be recorded in order to alert staff to potential problems.
The completed form should be kept in the science department office for up to three years.
Further Information
Further information on keeping and using plants can be found in the publications listed above or
in modern textbooks. Suppliers may also provide further information.
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REGISTER OF PLANTS

Register Maintained By

Date of issue:

Signature:

Date of completion:

Name in BLOCK capitals:
Position:

Name of Plant
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Educational Uses
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Register of Permitted Micro-Organisms
Objective
The objective of this form, when completed, is to provide a register of permitted organisms which
can be used to assist the competent person with the preparation of a risk assessment, as
required by the Control of Substances Hazardous to Health Regulations 1999 for experiments
which involve the growth of micro-organisms.
Key Points
It is important that only known, non-pathogenic micro-organisms (ie: non-disease producing
micro-organisms) are used in growth experiments in schools (but note the exceptions below). A
list of the permitted micro-organisms can be found in Microbiology.' an HMI Guide for Schools
and Colleges (HMSO, 1985). Topics in Safety (Association for Science Education, second
edition, 1988). Safety in Science Education (Department for Education and Employment, HMSO,
1996) or Be Safe (Association for Science Education, second edition, 1990). Reputable
suppliers only deal with permitted micro-organisms and can also provide information. Any
procedures or guidance established by the employer must be followed. The names of micro
organisms and their sources should be entered on the form.
It is possible to culture micro-organisms through environmental sources, such as water and air,
but growing micro-organisms from these sources carries with it the risk of growing pathogens
(disease producing micro-organisms). If such studies are undertaken any water samples should
be taken from water not known to be contaminated. For such studies the cultures should be
totally sealed before examination and incubated cultures should not be opened before disposal.
It is also acceptable to carry out studies of the decay of foodstuffs, eg: bread, fruit and
vegetables, but no food products of animal origin should be used.
The type of growth medium recommended by the supplier should be used. Brief details of the
medium used should be entered on the form. In order to avoid culturing organisms adapted to
human body temperature, the temperature maintained for growth should not exceed 3OoC
except when yoghurt making (incubation temperature 43oC) and when culturing Bacillus
stearothermophilus (incubation temperature 65oC), both too high for human pathogens. The
permitted temperature or range should be entered on the form.
The categorisation of the level of work permitted in schools is described in Microbiology. an HMI
Guide for Schools and Colleges (HMSO, 1985) and Safety in Science Education (Department for
Education and Employment, HMSO, 1996). The relevant levels should be entered on the form
for each micro-organism.
Before examination by pupils dishes should be closed with adhesive tape or treated so that the
micro-organisms have been killed. Where cultures contain unknown micro-organisms (see
above) these must be totally sealed before examination.
Cultures must be destroyed before disposal and glassware carefully sterilised. This could be by
incineration (for disposable items) or in an autoclave.
Before and after work with cultures staff and pupils must wash their hands with soap and warm
water. For work with organisms cultured from the environment lab coats or aprons should be
worn. They should also be considered for work with other organisms. Hand-to-mouth
operations (chewing, licking labels, eating, and mouth-pipetting) must not be permitted.
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After practical work, all bench surfaces should be swabbed with disinfectant and it must be
allowed enough time to work.
Spills must be dealt with immediately by covering with a cloth soaked in freshly prepared
disinfectant - clear phenolic or 1% sodium hypochlorite. It should be left for 15 minutes before
being cleared with disposable paper towels. Disposable plastic gloves should be worn. Badly
contaminated clothing should be disinfected before laundering and skin should be washed with
soap and hot water.
A copy of this form should be kept in the science department office for up to three years. A copy
should be made available to each teacher and technician permitted to use micro-organisms.
Further Information
In addition to those publications already quoted, there is a wide range of modern textbooks with
suitable details. Suppliers can also provide relevant information.
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REGISTER OF PERMITTED MICRO-ORGANISMS

Register Maintained By

Date of issue:

Signature:

Date of inspection:

Name in BLOCK capitals:
Position:

Name of
Micro-Organism

Name of Source
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Growth
Temperature
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Level of Work (1/2/3)

Source of Information for Risk
Assessment
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Long-Running Experiment Notice
Objective
The objective of this form is to provide a means by which advice on experiments which are
running outside normal teaching hours can be recorded as required by the Provision and Use of
Work Equipment Regulations 1998.
Key Points
The teacher or technician who is responsible for the experiment should fill in all the details
requested by the form.
Services to be left on should be indicated with a tick and any relevant comment should be added
in the spaces provided. This could, for example, refer to the rate of water flow through the
apparatus or it could indicate potential danger signs. Names and hazard warning signs for any
chemicals in use must be clearly displayed.
Information on any substances which are subject to the Control of Substances Hazardous to
Health Regulations 1999 (SI 1999 No 437) should be available for consultation.
The procedure, which is to be followed in an emergency, should be clearly stated, in the order in
which events should occur. Procedures should be stated in sufficient detail to allow a non
specialist to follow them. The form should include details of how to isolate the experiment from
sources of energy,
Details of two people who can be contacted in an emergency should be entered as indicated.
The notice should be placed with the experimental apparatus in a visible position where it
cannot be disturbed. A copy should be kept in a centrally located file.
Further Information
Guidance is also available in Educational Establishments: Unattended Operation of
Experimental Apparatus outside Normal Working Hours (Education Service Advisory Committee,
Health and Safety Executive, 1986).
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LONG-RUNNING EXPERIMENT NOTICE
Experiment Set Up By
Signature:

Apparatus:

Name in BLOCK capitals:

Room number or location:

Position:

Date and time experiment started:
Date and time experiment due to end:

Please leave the following on (delete as applicable)
Electricity

Gas

Water

Comments

Procedure in an EMERGENCY
1
2
3
4
5
6
7
8
Contacts
Name:

Name:

Address:

Address:

Work telephone:

Work telephone:

Home telephone:

Home telephone:
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