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Auditing health and safety in Design and Technology & Art and 
Design departments 

1. Introduction: about this guide and how to use it 
This updated guide will help both a Design and Technology and an Art and Design department to ensure 
that its equipment is appropriately installed and that it, and the rooms it is in, are appropriately used, 
maintained in good condition and, where relevant, comply with legislation. It will also help the department 
keep appropriate health and safety documents, including records of staff, teachers and technicians, 
training. 

There will always be some element of risk when using equipment used for designing and making. The aim 
of risk assessment is to reduce that risk to as low as is acceptably possible. An audit of teaching, 
preparation and store rooms, and the equipment within them will help identify the nature of hazards and 
risks which result from using equipment and rooms. The audit will pinpoint where action is needed to 
reduce the risk and it follows that the outcomes of any audit cannot be ignored. 

The Management of health and safety at work regulations (1999) require employers to “ensure that 
employees are provided with adequate training”, which needs to be “repeated periodically where 
appropriate”. An audit and record of staff training can be used to check on new training needs and to 
ensure that refresher training has been carried out where needed. 

It should be noted that the employer has the ultimate responsibility for implementing and ensuring 
appropriate health and safety measures. For maintained schools the employer will be the local authority. 
For other state schools, including voluntary aided, foundation and academies, and independent schools, 
the employer will be the governors, owner or trustees. In any event, the employer may set its own 
guidelines which must be followed. 

For the effective management of health and safety in a Design and Technology or Art and Design 
department, there is also a need to produce or have easy access to a range of documents. A list of such 
documents is given in section 2. 

The various audit documents in this guide are based on the recommendations contained within British 
Standard 4163:2014, Health and Safety for Design and Technology in Schools and Similar Establishments. 
Although published by British Standards, this document is a code of practice rather than a specification. It 
is, however, based on legal requirements and the audit documents in this guide will help teachers to ensure 
that the equipment in their rooms meets these requirements. 

This guide has five further sections: 

• Section 2 outlines the documents that should be available in the relevant departments, and why. 

• Section 3 outlines what is required for healthy and safe practice in teaching rooms of the various sorts 
found in a D&T or A&D department. 

• Section 4 outlines is required for healthy and safe practice in D&T and A&D preparation and storage 
rooms. 

• Section 5 outlines the requirements for fixed machines and portable power tools used in workshops 
and art rooms, printing presses, and heat treatment equipment 

In addition there are two further documents: 

G79A: H&S checklists, including rooms and staff training, this is in Word format 

G79B Layouts for safe working spaces around machinery and other equipment  

These documents are also available electronically on the CLEAPSS in a customisable form for users to 
download and use.  

Although implications from the British Standard 4163 have been carried over into this guide, design and 
technology staff may find it useful to refer to it when conducting a health and safety audit in their 
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department. British Standard 4163:2014, Health and Safety for Design and Technology in Schools and 
Similar Establishments. ISBN 978 0 580 80544 8 Published by BSI, 389 Chiswick High Road, London W4 4AL. 
Tel: 020 8996 9001. 

The following CLEAPSS documents are free to staff in member schools. The documents are available on the 
secure part of the CLEAPSS web site www.cleapss.org.uk, within the D&T Resource. 

• Model Risk Assessments for Design and Technology and Art and Design in Schools and Colleges  

• G235 Managing Risk Assessment in Design and Technology 

• GL171 - Using Model Risk Assessments in D&T 

• L254 Health and Safety maintenance of D&T Workshop Equipment 

http://www.cleapss.org.uk/
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2. Department documentation 
Both Design and Technology and Art and Design in schools encompass a range of material areas, including 
food, textiles, resistant materials, graphics, ceramics, and ICT/computing. The documentation described 
below needs to be developed or adapted to reflect the practices and processes in your school.  

Some schools are developing online documentation systems. While this method of holding documents has 
a number of advantages, there will still be the need for some paperwork, such as certificates of test results 
for equipment and services, where paper copies are still produced. 

Health and safety policy 

Employers are required by law to have a health and safety policy. In practice, in schools this generally 
means the school has its own policy and this will frequently form part of the staff handbook. It is useful for 
a D&T/A&D department to also have its own health and safety policy and this should reflect what is stated 
in the school policy. 

As a guide, a Design and Technology or Art and Design department health and safety policy should contain 
the following (it may be appropriate in a school which has both departments to have a common policy) 

• Instructions for using the policy 
• The role of the policy 
• General aims of the policy 
• Health and safety roles of staff in the department 

• Training policy – surely only for H&S training? 
• Procedures for risk assessment 
• Access to, and storage of, equipment and resources 
• Activities and procedures 

• Emergency procedures 
• Rules for pupils using the rooms 
• Staff roles and emergency contacts 

CLEAPSS has produced a model health and safety policy for Design and Technology departments (guide 
L260). The guide can be downloaded from the D&T Resource on the CLEAPSS web site. A customisable 
version is also provided that can be adapted to meet the specific staff and circumstances of an individual 
department. 

Chemicals stocklist 

It is good practice to maintain an up-to-date list of chemicals used in the department, their amounts, 
location and hazard classification. Such a list would cover the requirements, implicit or explicit, in various 
regulations to do with chemicals and their hazards. A department that did not maintain a chemical stocklist 
as described would have to produce one, or more, smaller lists to satisfy the demands of the DSEA 
(Dangerous Substances and Explosive Atmospheres) Regulations 2002, or the Regulatory Reform (Fire 
Safety) Order 2005. In addition, a central chemical stocklist could be given to the staff that provide first aid 
to avoid loss of time in an emergency. 

The chemicals stocklist will also support risk assessment procedures in the department. The outcomes of 
the risk assessment process - chemical hazards and the relevant control measures - are best noted on the 
department schemes of work. 

CLEAPSS has drafted a basic chemical stocklist for D&T/A&D that can be downloaded from the CLEAPSS 
web site and can be customised by individual departments for their own use. 
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Risk assessments 

The employer is required to provide risk assessments for all activities that involve any hazard and 
department staff need to have easy access to these risk assessments. In practice, educational employers 
provide model risk assessments, such as the CLEAPSS Model Risk Assessments for Technology, which are 
available on the web site. Employees are required to consult such model risk assessments and adjust them 
to meet the specific needs of local circumstances. The significant outcomes of any adjustments need also to 
be recorded in a way that makes them easily checked and relevant to the activity or process being carried 
out, This would usually be included in the planning of lessons. 

It is important to recognise that risk assessments also need to be consulted and, if necessary, adjusted for 
activities that teachers and technicians do as part of daily work. This will include less frequent tasks such as 
machine maintenance and activities such as putting up notice boards or shelves. 

The Model Risk Assessments for Design & Technology, and Art and Design (MRATs), developed by CLEAPSS 
and available on the website, are written to cover the equipment and resources used throughout these 
departments. Teachers and other members of staff should refer to them in their planning. 

Records of staff H&S training 

It is essential all staff working in D&T or Art rooms have received training in using all equipment and 
resources, and working safely. Subject leaders need to know what health and safety training staff have 
undertaken so that gaps can be identified and a suitable training plan be put in place where needed. For 
using many D&T machines there is a professional recommendation that refresher training is provided every 
five years. Although a very good idea, this is not compulsory. Ideally, training records should include copies 
of training certificates. 

New staff should be given an induction programme that enables them to work safely with the equipment 
and resources available to them in the department. Training should include familiarity with the department 
H&S policy. 

Rules for pupils 

Most D&T and A&D departments will have written rules and procedures that pupils are expected to follow. 
These should be included with the department documentation. 

Records of equipment checks and maintenance 

Equipment must be maintained in safe and effective working order. A documented maintenance check and 
record will enable effective management of the equipment, and its use. 

The regular checking of some equipment is required by regulations. Where such checks, inspections or tests 
are made, the department should hold copies of the certificates which attest that the equipment is in good 
order and functioning correctly. Such certificates should be held of the following: 

• Annual (technically every 14 months) checks of LEV equipment (dust & fume extraction and, where 
fitted, extraction from laser cutters). 

• Annual checks of gas equipment, including gas cookers, heat treatment equipment and gas welding 
equipment where present. 

• Inspection of pressure vessels (including pressure cookers), where these apply. 

In addition, there should be a 5 yearly check of fixed electrical and gas installations.  

Portable electrical equipment has to be maintained in good condition. In most schools this is facilitated by a 
programme of inspection and test. The frequency and logistics of this will be determined by the employer, 
whose systems must be followed. Most have a policy that requires inspection and testing annually. 
However, HSE guidance suggests that different types of equipment and the way it is used should determine 
the frequency and detail of any inspection and/or test regime. In most cases, a dated sticker is applied to 
tested equipment identifying the date of the next recommended test period. The record associated with 
the test would form a good basis for a stock control document. 
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3. Requirements for teaching rooms 
3.1 Teaching room / workshop: general requirements 
There are a number of checks that are common to all teaching rooms. These are: 

• A clean and tidy room. Teaching rooms should be kept free of clutter, pupils’ work, materials, etc. To 
reduce the risk from dust, workshops should be cleaned using an industrial vacuum cleaner with 
suitable filters rather than by brushing. There are further special requirements for the cleaning of 
rooms used for food technology. 

• Appropriate heating and ventilation. The temperature of the room should be maintained at a 
comfortable level throughout the year. This includes keeping the room cool in summer through the use 
of blinds, opening windows or suitable cooling systems. Food technology rooms may require special 
consideration for heating and ventilation. 

• Light levels, natural and/or artificial, should be sufficient. For general teaching purposes 300 lux of 
light are needed and 500 lux are needed where visually demanding work, such as fine work with 
fabrics, is done. Up to 1000 lux may be required for finer work in workshops and in textiles rooms. 
Adjustable task lighting may also be required for some machines. (by way of illustration, 300 lux is 
roughly the light level in a well-lit room at night, 500 lux is the level needed for office work and a very 
sunny day will have light levels of over 10,000 lux.). Areas used for heat treatment of metals may need 
to be lit at a lower level, so that the changes in colour on metals can be seen. 

• Electrical shut off switch. The shut off switch should be lockable, accessible and working at all times 
This is essential in workshops, and other rooms where machines are used, such as graphics rooms, 
rooms used for systems and control work and preparation rooms where machines are located. In a 
food technology room equipment such as fridges and freezers must be on separate circuits so that they 
cannot be inadvertently switched off. In workshops it is good practice to turn off the power at the end 
of the school day or at the end of the last lesson of the day. An electrical shut off system that is in a 
room that can be locked, such as an office or store room is an acceptable alternative to a key switch. 

• RCD protection for socket outlets. It is a good idea, although not a requirement, to have all outlet 
sockets used by pupils protected by a residual current device. 

• Gas and water shut off valves. These should be accessible and working at all times, and that the off 
position is clearly indicated. Ideally, these valves should be situated so that they are not easily 
interfered with by pupils. In workshops it is good practice for the gas valve to be shut at the end of the 
school day or at the end of the last lesson of the day or if the equipment is not to be used. The same 
should be done in food technology rooms, but only if pilot lights are not used on gas cookers. 

• Security of hazardous or valuable materials and equipment. There should be provision to secure 
these, normally one or more lockable cupboards or a store room. 

• Hazard / warning signs. Suitable warning signs to indicate hazards such as guards over moving parts, 
and to indicate safe exits should be displayed. Home-made signs are acceptable but where they exist, 
pictogram signs conforming to BS 5378, part 1, should be used. 

• First aid. Provision of first aid materials may depend on the requirements of the employer. There is no 
requirement for a first aid box in every room but it may be a good idea to have any equipment and 
materials needed for immediate remedial measures easily available (see the CLEAPSS guidance leaflet 
PS65 Immediate Remedial Measures for D&T). 

• Fire fighting equipment. Provision of fire fighting equipment will depend on the outcomes of the 
employers fire risk assessment. Where provided any fire-fighting equipment  should be accessible and 
should be checked every 12 months 

• A room of sufficient size. In England and Wales there are no legal limits on class size and hence on the 
size of the room. However, overcrowding can lead to accidents. For both workshops and food rooms a 
good rule of thumb is to allow four square metres for each pupil in the largest class group and an 
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additional 20 square metres for fixed equipment and furniture. For a class of 20 pupils this would mean 
a room of 100 square metres. See Appendix 4: D&T room sizes.  

3.2 Workshop and art studio. 
In addition to the aspects in 3.1 the following relate to resistant materials areas 

• Work benches. There should be sufficient circulation space around all work benches. A minimum of 
750 mm of space around any work bench is needed. Adjacent work benches, therefore, need 1500 mm 
of space between them. See Appendix 1. 

• Machinery. There should be sufficient clear space around fixed machines. Use the guidelines in 
appendix 3. It is an advantage, but not a legal requirement, to mark safe working areas around each 
machine. All fixed machines should be connected through a suitable isolating switch. This should 
normally be one of: 

− a fused switch dis-connector conforming to BS EN 60947-3, 

− a connection unit conforming to BS 1363-4, 

− a circuit breaker conforming to BS EN 60898, 

− residual current operated circuit breaker conforming to BS EN 61009-1. 

Large machines should not be connected using a standard 13 amp plug and socket, but should be wired 
in with fixed wiring. Supply cables should be enclosed in suitable fixed or flexible conduit. Steel conduit 
is far more robust than plastic. 

Fixed switches should be labelled to indicate which piece of equipment the switch controls. 

• Electrical sockets for portable equipment. There should be sufficient electrical sockets for portable 
electrical equipment. Socket outlets that are used for small portable machines or for portable power 
tools should be controlled by the emergency stop system. Sockets for use with computers should be on 
a separate circuit so that data is not lost if the power is turned off. Extension leads should not trail 
across walkways. Extension leads should not be used for 
semi-permanent installations. 

(Note that BS4163 does not require the use of 110 volts systems for workshops but some employers 
may insist on this. There is also no national requirement for soldering irons to operate on voltages of 
less than 240 volts, but, again, some employers may insist on this.) 

• Emergency electrical stop system. All workshops and other teaching rooms where machines are used 
should be fitted with an emergency stop system which controls the power for that area only, it should 
only be able to be reset by a key operated switch that is situated within view of the work area. There 
should be at least four stop buttons, one on each wall and each should be between 1300 mm and 
1500 mm above the floor. Stop buttons should not be obstructed by machines, furniture or other items. 
Stop buttons should be red in colour on a yellow background. Stop buttons should be labelled with a 
pictogram sign that conforms to BS 5378 part 1. 

 

Emergency 
stop
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• Local exhaust ventilation. LEV is required for any woodworking machine that produces fine dust or 
sawdust, which might, depending on the risk assessment, include wood turning lathes and mortising 
machines. LEV is also needed for heat treatment areas and must be arranged to extract fumes at a low 
level. Overhead hoods no longer comply with regulations. 

• Air compressor. These must be maintained in good working order. Under the Pressure Systems Safety 
Regulations 2000 pressure vessels, where the pressure multiplied by the internal volume of the 
pressure vessel exceeds 250 bar litres, have to have a written scheme of examination. They should be 
inspected regularly in accordance with that written scheme (often every 12 months) by a competent 
person. A written record of the outcomes of any inspection, and any required action, should be kept in 
the department. 

• Low voltage power supply. In this situation, low voltage is defined as less than 25 volts. Where low 
voltage systems in trunking are available, the system must be in good condition and it should be fed via 
an isolating transformer. 

• Person protective equipment (PPE). All items of PPE should be stored carefully and easily available to 
users. Suitable eye protection should be provided in sufficient numbers for the maximum number of 
users. It should be clean and not excessively scratched so as to impair vision. Dust masks if required, 
should be to the appropriate standard. For casting, welding and forge work, appropriate heat-resistant 
gloves are also needed as well as specialist eye protection, if required. Aprons, though not PPE, are a 
good idea to help keep pupils clothes clean. 

• Work and materials storage. If stored in the teaching room, such storage should be safe and tidy, 
Walkways should be kept clear, and stored material should not obstruct access to machines, doorways, 
fire-fighting equipment, etc. 

• Hand washing facilities. A sink with hot and cold water, soap and towels should be provided for hand 
washing. 

3.3 Food technology area 
In addition to the aspects in 3.1 the following relate to rooms used for food technology: 

• Regular floor cleaning. The floor should be properly washed at the end of each day. Floor coverings 
should be in good condition with no gaps and with no obvious dirt traps. There should be no gap 
between the base units of cupboards and the floor. 

• Sealed worktops. There should be effective seals between worktops and adjacent walls and in joins in 
the work surfaces. 

• Electric sockets for portable equipment. There should be sufficient electric socket outlets for staff and 
pupils to have easy access when using any portable electrical equipment. Outlets should not be near to 
sinks and it should not be necessary to trail leads across walkways or the hobs of cookers. 

• Fixed appliances. Fixed equipment such as cookers, washing machines and tumble dryers should be 
properly connected to the electrical supply. Ideally laundry machines should be connected through a 
fused spur switch rather than using a plug and socket. Whatever is used, the socket or fused spur 
should be accessible and not hidden behind the machine. 

• Safety chain fitted to gas cookers. Gas cookers should be fitted with a safety chain. The chain should be 
long enough to allow the cooker to be moved out for cleaning, but prevent the flexible gas pipe from 
being strained. The chain should be securely fixed at both ends. 

• Fridges / freezers. It is essential that fridges & freezers are kept clean in in good condition, and that 
correct temperatures are maintained. 

• Storage of pupils’ ingredients. Appropriate arrangements must be made for the storage of uncooked 
food and other ingredients brought in by pupils before the lesson, and for the storage of cooked foods 
until they can be taken home. A blast chiller is ideal. 

• Portable food mixers / processors. These must be kept clean and in good order. Safety interlocks must 
be working. 
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• Pressure cookers. Pressure cookers are subject to the Pressure Vessel Regulations and must be checked 
regularly by a competent person (see CLEAPSS guide L214 Examining Autoclaves, Pressure Cookers and 
Model Steam Engines). 

3.4 Textiles area 
In addition to the aspects in 3.1 the following relate to rooms used for textiles, as do any relevant aspects 
from the food technology checklist if such equipment is in the textiles room. 

• Electrical sockets for portable equipment. There should be sufficient socket outlets, conveniently sited 
for the number of electrical items used. Multi way adaptors and four way distribution boards should 
not be used. Every sewing machine should be connected to a switched socket outlet. Extension leads 
with multi plug blocks should not be used. 

• Fixed electrical appliances. These should be kept in good condition and correctly connected to the 
power supply. 

• Sewing machines. These must be maintained in good order, and located so that there is sufficient space 
around them. There should be a minimum of 500 mm between adjacent machines. Chairs should be of 
the correct height and there should be good levels of lighting. Sewing machines should be serviced 
every 12 months. 

• Irons and ironing boards. These should be located in a safe position and near to an electric socket 
outlet. 

• Wax pots. If these are used, they should be located in a safe condition so that there is no crowding. 
Good ventilation is needed to remove the fumes from hot wax. 

• Flooring. Floors in textiles areas should not be carpeted. 

3.5 Graphics area 
In addition to the aspects in 3.1 the following relate to graphics areas. 

• Work desks / tables. These should be separated by sufficient space to allow easy and safe movement. 

• Electrical sockets for portable equipment. There should be sufficient socket outlets for portable 
electrical equipment. Socket outlets that are used for small portable machines or for portable power 
tools should be controlled by the emergency stop system. Sockets for use with computers should be on 
a separate circuit so that data is not lost if the power is turned off. Extension leads should not trail 
across walkways. Extension leads should not be used for semi-permanent installations. 

• Machines used for making graphics models (e.g. bandsaw, sanding machine, bench drilling machine). 
These should be connected as described in section 3.4 above. The machines should be secured to a 
bench or table and the electrical supply cable protected as described in section 3.4 above See also 
requirements for machines given in section 5. 

• Emergency electrical stop system. All workshops and other teaching rooms where machines are used 
should be fitted with an emergency stop system which controls the power for that area only, it should 
only be able to be reset by a key operated switch that is situated within view of the area. There should 
be at least four stop buttons, one on each wall and each should be between 1300 mm and 1500 mm 
above the floor. Stop buttons should not be obstructed by machines, furniture or other items. Stop 
buttons should be red in colour on a yellow background. Stop buttons should be labelled with a 
pictogram sign that conforms to BS 5378 part 1. 

• Local exhaust ventilation. LEV is required for any woodworking machine that produces fine dust or 
sawdust and for air brush systems where hazardous materials are used. 

• Air compressor. These must be maintained in good working order. Under the Pressure Systems Safety 
Regulations 2000 pressure vessels, where the pressure multiplied by the internal volume of the 
pressure vessel exceeds 250 bar litres, have to have a written scheme of examination. They should be 
inspected regularly in accordance with that written scheme (often every 12 months) by a competent 
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person. A written record of the outcomes of any inspection, and any required action, should be kept in 
the department. 

• Low voltage power supply. In this situation, low voltage is defined as less than 25 volts. Where low 
voltage systems in trunking are available, the system must be in good condition and it should be fed via 
an isolating transformer. 

• Person protective equipment (PPE). All items of PPE should be stored carefully and easily available to 
users. Suitable eye protection should be provided in sufficient numbers for the maximum number of 
users. It should be clean and not excessively scratched so as to impair vision. Aprons, though not PPE, 
are a good idea to help keep pupils clothes clean. 

• Work and materials storage. If stored in the teaching room, such storage should be safe and tidy, 
Walkways should be kept clear, and stored material should not obstruct access to machines, doorways, 
fire fighting equipment, etc. 

• Hand washing facilities. A sink with hot and cold water, soap and towels should be provided for hand 
washing. 

3.6 Systems and control area 
The requirements in 3.5 apply to systems and control areas, as appropriate. In addition, the following are 
also required: 

• Fixed machines. These should be connected through a switched dis-connector, and have supply cables 
fixed down and protected. 

• Etch tank. These must be maintained in good order, correctly connected to power and waste, with 
protective equipment to hand (eye protection and gloves). Etch tanks should ideally be set into a bench 
top, but where this cannot be done they should be fixed to the bench. The lid should be lockable. 

3.7 Darkroom. 
• Ventilation. There should be increased ventilation to darkrooms. Mechanical extraction ventilation that 

is light-proof may be required. Where chemicals are being mixed an extractor hood may also be 
required. Local conditions will determine if, and what sort of, mechanical ventilation will be needed.  

• Benching. Benching and tables should be fixed in position to minimise potential hazards of furniture 
being moved. Cupboards may be provided underneath benches, and should have sliding doors rather 
than hinged doors to avoid obstruction in a dimly lit space. 

• Floors. Floors should be slip resistant and chemical resistant. 
• Lighting. Photographic darkrooms will require light-tight entrances and exits, subdued red lighting and 

the facility for normal lighting. Pull chord switches should be used rather than surface mounted 
switches. Ventilation and other services should be light-tight. 

• Wet and dry areas. The room should be designed to keep water and other liquids away from electricity, 
this may involve having a dry area and a wet area. 

• Access. Access to the darkroom must be controlled, a lone worker policy will be needed where staff or 
older pupils work in the darkroom on their own. A darkroom should be of sufficient size to 
accommodate a teacher, or other adults, and a minimum of three pupils. Revolving barrel type door 
entrances will need a push out panel. 

,3.8 Kiln room. 
• Installation. Kilns should be sited in separate, secure kiln rooms or in a lockable caged area in a 

classroom. The kiln must have free movement of air around it, there is an expectation that there needs 
to be somewhere in the order of 750mm clearance above the kiln top. There could be less space if a 
heat collection canopy was used or if proper heat shielding is used. There should be at least 300mm 
space on each side, 600mm space to the rear. There should be space enough to open the door fully to 
load from the front without blocking access to other areas. No combustible materials should be stored 
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near the kiln. All control panels should be protected from mechanical and heat damage. Kiln doors must 
be fitted with a fail-safe interlock. 

• Ventilation. Mechanical extraction will often be required in kiln rooms even where a kiln is sited in a 
teaching space because the general level of ventilation may not be sufficient. Local conditions will 
determine if, and what sort of, mechanical ventilation will be needed.  

• Firing overnight or at weekends. Caretakers or site staff must be informed and provided with 
emergency contact details if a kiln is to be fired out of normal school hours. A warning sign, such as a 
double bulb bulkhead light should be provided to indicate when the kiln is in a firing cycle. 

• Operators. Only adequately trained operators should manage the firing process. There should be two 
members of staff trained to carry out this operation. 

• Servicing. Kilns should be serviced regularly by a suitably qualified external contractor, in accordance 
with the supplier’s instructions. 
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4. Preparation and store rooms 
• Security. It should be possible to secure these rooms, generally by means of a lockable door. It may be 

necessary to restrict access to the room when machines are in use and the operator could be 
distracted. Hazardous materials and valuable equipment, should be stored safely and securely. 

• A clean and tidy room. The rooms should be maintained in a clean and tidy condition. Preparation 
rooms should be included in the cleaning schedule. 

• Appropriate heating and ventilation. The temperature of the room should be maintained at a 
comfortable level throughout the year. This includes keeping the room cool in summer through the use 
of blinds, opening windows or suitable cooling systems. 

• Hazard signs. These should be displayed where needed, e.g. eye protection, use of guards, etc. 

• Storage. Bulky and heavy items should be stored at low level. Ladders must be used to access high level 
storage. Staff should be trained in the safe use of ladders. The employer may place restrictions on the 
height at which items can be stored. Ideally nothing should be stored above head height. 

• Hazardous and/or highly flammable materials. Correct storage for substances in these groups is 
necessary. Liquids that are classified HIGHLY FLAMMABLE and EXTREMELY FLAMMABLE should be 
stored in an appropriate metal flammables cupboard. These are yellow in colour with the flammable 
symbol attached. Other hazardous materials should be stored in different cupboards. Additional small 
flammables cupboards may be needed in some teaching rooms for easy access to materials such as 
spray adhesives and spray paints. 

• Food materials. These should be stored correctly and at correct temperature. Opened packets of dry 
foods such as flour, rice etc., should be stored in suitable plastic containers fitted with lids. Care should 
be taken to see that lids or tops of containers are kept tightly closed and food products that need to be 
kept refrigerated after being opened should be kept in the fridge. 

• Gas cylinders. Gas cylinders should be stored as required by the employer. All cylinders should be 
stored upright and secured so that they cannot fall over. Normally gases such as oxygen, acetylene and 
propane used for welding should be stored in well-ventilated, lockable, outside store cupboards. 
Cylinders in current use may be kept on a trolley in a well-ventilated area way from combustible 
materials and having direct access to the outside of the building. Cylinders of liquefied petroleum gas 
(LPG) used to provide a gas supply for soldering torches should be stored and used in the same way. 
Some employers required small cylinders of butane, used for miniature soldering torches, to be stored 
outside in well-ventilated store rooms. No gas cylinders of any type should be stored in cupboards 
designed for the storage of flammable liquids. 

• LEV system. If one is fitted and used, it should be in good working order and there should be evidence 
of the annual (actually 14 monthly) check. 
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5. Fixed and portable machines 
5.1 Fixed workshop machines check 
• Installation. All fixed machines must be securely bolted to the floor or fixed benching. 

• Electrical isolation. All fixed machines should be connected to the electrical supply through a fused 
switched disconnector or a lever-operated isolating switch. No fixed machine should be connected 
using a 13 amp plug. There should be easy access to isolators ie access should not be impeded by the 
machine, furniture, materials, or pupils’ work. 

• No-volt and overload starter. All machines should be fitted with a no-volt and overload push button 
starter. This will normally have a green button that is used to start the machine and a red stop button. 
When the power is turned off the machine should not restart until the green button is pressed. A 
simple ON / OFF switch is not sufficient. Machines should ideally be fitted with a latching stop button ie 
a button that requires a deliberate action to release. Examples of latching stop buttons includes ones 
that have to be turned to release so that the machine can be restarted. 

• Key switch. To prevent unauthorised use, key switches are required for band saws, circular saws, wood 
planing machines and other wood sawing machines such as radial arm saws and chop saws. The use of 
a padlock that can be passed through the lever of an isolator is an acceptable alternative.  Some 
schools may choose to fit key switches to all machines but there is no requirement to do so. 

• Emergency stop switch (often referred to as emergency stop buttons). Machines that are designed to 
be used from more than one position, such as planer / thicknesser machines, should be fitted with stop 
button switches that can easily be accessed for from all working positions. BS 4163 states that drilling 
machines should be fitted with a foot-operated emergency stop device so that the machine can be 
stopped without the operator having to let go of the spindle feed or work piece. A knee-operated 
device is acceptable for bench machines provided that it can be operated easily. Such switches can be 
retro-fitted in the case of older machines. BS 4163 states that a conveniently located mushroom-
headed stop button or other suitable control device should be fitted to most other workshop machines. 
In some circumstances the usual stop button will comply with this. Many schools fit foot operated 
switches which should control a single machine only, and should be positioned so that they are easily 
accessible and are not a trip hazard. Emergency stop switches should not be used as the usual way of 
stopping the machine. 

• Stopping times. A check should be made to ensure those machines which are required to come to rest 
within 10 seconds after switching off do so. (Currently, this includes circular saws and similar wood-
sawing machines, band saws, and wood planing machines.) 

• Electrical conduit. All supply cables for fixed machines, including those that work on a 240 volt supply, 
should be enclosed within suitable fixed or flexible conduit. Steel, rather than plastic, is preferred for 
fixed conduit and heavy duty flexible conduit should be used where a fixed conduit is not appropriate.  

• Drive guards. All drive belts and gear systems must be fully enclosed. Such guards should be fitted with 
an electrical interlock so that the power to the motor will shut off when the guard is opened. Some 
alternative systems are acceptable. These include access doors or guards fitted with a key-operated 
lock. The key should be kept in a safe place. Another alternative is to fix the guard in place with 
machine screws or bolts which are kept tight and which require a tool to undo. Knurled screws or 
thumb screws are not acceptable. Guards may be required for lead screws and feed shafts (where 
fitted) of metal turning centre lathes where there is a risk of entanglement. On metal turning centre 
lathes the hole in the change wheel guard that allows long work pieces to be passed through the 
hollow mandrel should be fitted with a cover plate held with machine screws. The screws should be 
kept tight so that a tool is needed to remove the plate. 

• Work and cutter guards. Guards should be provided to cover cutters on machines and the work piece 
where necessary. Examples of cutter guards include the crown guard on a circular saw, the bridge 
guard of an overhand planing machine, chuck guards on drilling machines, mortising machines and 
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metal turning lathes, guards for the blades on powered fret sawing machines, guards on horizontal and 
vertical milling machines, and eye shields on grinding machines. Crown guards on circular sawing 
machines should be set to cover the root of the saw teeth. Work or cutter guards do not need to be 
fitted with an electrical interlock although it is an advantage if this is provided. Where such an electrical 
interlock is provided it must be maintained in good working order not by-passed. Wood turning lathes 
are not required to have guards. All guards must be maintained in good working order, be set in the 
correct position and transparent parts should be kept clean. 

• LEV system. If one is fitted and used, it should be in good working order and there should be evidence 
of the annual (actually 14 monthly) check. 

• Maintenance. A regular programme of machine checking and maintenance should be in place, with 
appropriate records kept. The CLEAPSS guide L254 Health and Safety Maintenance of D&T Workshop 
Equipment provides guidance on maintenance and the frequency of checks. 

5.2 Portable mains electric and air powered tools check (including soldering 
irons) 

• General condition. All portable tools should be maintained in good condition, which can be verified by 
a quick visual check each time the tool is used. 

• Electrical safety check. Each time portable electrical equipment is used a quick visual check should 
confirm that the body of the equipment, the plug and cable are not damaged. The plug should have 
shielded pins to the live and neutral connections. An electrical inspection and test should be regularly 
carried out (often known colloquially as the PAT test). As a minimum this should be every 14 months 
and may be required more frequently for equipment which might become electrically damaged during 
use. 

• Work holding or cutter guards. All guards must be maintained in good working order, be set in the 
correct position and transparent parts should be kept clean. 

• LEV system. If one is fitted and used, it should be in good working order and there should be evidence 
of the annual (actually 14 monthly) check. 

• Maintenance. In addition to the general checks, there should be a regular programme of checking and 
maintenance of all machines, with appropriate records kept.   

5.3  Printing presses 
• General condition. All presses should be kept clean and lubricated as necessary. 
• Moving parts. All presses must be supervised by a trained adult. Guards must be in place and checked 

regularly. Presses must be locked when not in use. Adequate space should be provided around the 
machine to enable it to be used safely. 

• Inks. Where possible organic solvent based inks and dyes should be avoided. Where solvent based 
chemicals are used they should be prepared by staff, good ventilation must be provided, eye protection 
and protective gloves should be worn.  

5.4 Heat treatment and welding equipment 
• Gas safety system. If a gas safety system is fitted, it should be in good order and working correctly. If 

mains gas is used in conjunction with compressed air or oxygen, a suitable non- return valve should be 
fitted in the gas line. 

• LEV. This must be set to extract fumes at a low height level, i.e. not past the face of the operator. Note 
that overhead hoods may not comply with the COSHH Regulations because the fumes may be drawn 
across the face of the operator. 

• Piped welding gas supply. This should be in good order, with all shut off valves working. The system 
should be checked every 12 months by a suitably qualified person to ensure that it is in good condition 
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with no leaks. The equipment should be checked prior to use and there should be a regular programme 
for checking the installation. 

• Gas cylinders. Oxygen and Acetylene (and any others) cylinders in current use should be kept in the 
workshop on a trolley, in an upright position, away from combustible materials. Spare cylinders should 
be stored upright, in a safe and secure, well ventilated place outside the building. Cylinders should not 
be stored below ground or next to drains or other places where gas can sink. 

• Gas welding equipment. This must be checked annually – regulators, hoses, blowpipe, etc. This is an 
essential requirement. 

• Electric arc welding. This should have a power supply that is capable of supplying the required input 
current and be provided with an independent work piece earth, which should be checked for 
conductivity to earth every 12 months. Suitable screens, to prevent the glare of the arc affecting those 
not involved with welding, should be in place. A face shield and/or goggles, with correct filter density, 
should be provided. 

• Other flammable gases. Containers of gases such as liquefied petroleum gas or small butane cylinders 
should be stored as outlined in section 4 above. Some employers may require these to be stored in 
outside, well-ventilated storage rooms. 
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