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1. TITLE OF POLICY 

 

Health and Safety Policy 

 

2. EFFECTIVE DATE 

 

5 August 2024 

 

3. REVISION HISTORY 

 

Reviewed 2021 

 

4. DEFINITIONS AND ACRONYMS 

Term Explanation 

Abuse Means unjust or unwanted practice e.g physical, 

emotional, verbal or sexual abuse including 

victimization or ill treatment.  

Bullying Refers to any written or other visual communication, 

verbal communication, or physical act, gesture or 

omission   engaged to creating a substantial and 

justifiable risk of creating a threat of or with the 

natural result of an undesirable consequence. 

Bullying includes initiation practice as well as the use 

of technology such as the internet, mixit thus 

manifesting into what is now commonly referred to as 

cyber bullying. 

Educator Refers to any person who teaches, educates or 

trains other persons at an education institution or 

assists in rendering education services or education 

auxiliary or support services provided by or in an 

education department. It means anyone defined in 

terms of the Employment of Educators Act.(Eof E.A) 

Gambling Means wagering of money or something of material 

value referred to as the “stakes” on an event with an 

uncertain outcome with the primary intent of winning 

additional money and/or material goods.  
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Term Explanation 

Gangs Refer to organized groups involved in drug and 

weapon trafficking and money laundering within 

which school violence can take root and grow 

Harassment Means to make repeated attacks or behave in an 

unpleasant or threatening way towards someone. 

Injury means physical harm or damage 

Incidents Means any event which is not part of the standard 

operation of a service and which causes or may 

cause an interruption to, or a reduction in, the quality 

of that service 

Learner Refers to any person enrolled in an education 

institution as defined in the South African Schools 

Act. 

Parent Means the parent or guardian of a learner or the 

person legally entitled to custody of a learner. 

Rape Means forced unwanted sexual intercourse.  

School means (School name). 

School activity Refers to any activity organized by the school as 

defined in the South African Schools Act 

Sexual 

Harassment 

Means Sexual Harassment in any form of unwanted 

conduct of a sexual nature and can include physical, 

verbal or non-verbal behaviour. 

Truancy Means a child who stays away from school without 

leave or explanation. 

Vandalism Means any act or omission which may result in 

damage or harm to property.  

Violence Means behaviour that is intended to hurt other 

people physically.  

Weapons Means a thing designed or used or usable for 

inflicting bodily harm and defined as undesirable in 

the South African Schools Act. 
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Acronyms  Explanation 

DSSC District School Safety Committee 

HOD Head of Department of Education 

ID Identity Document 

MEC Member of Executive Council for Education 

PAM Personnel Administrative Measures 

PS Staff Public Service Staff 

SANCA South African National Council for Alcoholism And Drug 

Dependence 

SAPS South African Police Services 

SBST School Based Support Team 

SGB School Governing Body 

SMT School Management Team  

SACE South African Council for Educators 

 

5. PREAMBLE 

5.1 School violence and substance abuse takes place throughout the world; in 

South Africa this phenomenon is manifesting itself through gang violence, 

weapons in school, sexual violence, bullying, assault, theft and robbery.  

School violence affects all schools irrespective of location.  

5.2 In the light of the above, it is imperative for schools to develop a school safety 

policy, with thorough plans and data collection tools to enable them to pro-

actively deal with and better manage threats to school safety. 

5.3 Through this policy, Glenstantia Primary School intends to: 

a) Place the issue of school safety at the top of the agenda of all 

stakeholders, 

b) Adopt a zero–tolerance approach to all perpetrators of any form of school 

violence, gangsterism, substance abuse and bullying, 

c) Ensure that all incidences of school violence, gangsterism, substance 

abuse and bullying must be reported by all stakeholders to school 

authorities and the police services once they become known, 
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d) Ensure that there is appropriate support for the victim and victim 

empowerment and 

e) Ensure that abuse is managed with care, sensitivity and confidentiality to 

mitigate against secondary abuse. 

 

6. PURPOSE OF HEALTH AND SAFETY POLICY 

 

 

6.1 To ensure the health and safety of all Educators, Learners and any other person who 

may be on the school premises at any given time. 

 

6.2 To provide guidelines for all persons on the school premises with regard to all 

Government and school regulations and compliance thereof.  

 

7.   APPLICATIONS AND SCOPE OF THE POLICY 

 

7.1 The Safety Committee will consist of a Chairperson who is a member of the School 

Governing Body (SGB), a member of the SMT, a representative of the Learner Support 

Centre, an Educator and a member of the grounds and maintenance staff. 

 

7.2 The School Governing Body will approve the Committee. 

 

7.3 This committee is in an advisory capacity to the SGB. 

 

7.4 This policy applies to anyone on the premises of /or in a vehicle on the premises or 

around the road on the perimeter of Glenstantia Primary School. 

8. LEGISLATIVE FRAMEWORK 

• The Constitution of the Republic of South Africa, 1996 (Act No. 108 of 1996), as 

amended. 

• The South African Schools Act, 1996(Act No. 84 of 1996), as amended. (Regulations 

for the Safety Measures at Public Schools,  

 

• Government Notice No. 1040 October 2001 as amended). 

 

• Employment of Educators Act, 1998 (Act No 76 of 1998), as amended. 

  South African Council of Educators, 2000 (Act No 31 of 2000), as amended. 

 

• Control of Access to Public Premises and Vehicles, 1985 (Act No 53 of 1985). 
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• Fire Arms Control Act, 2000(Act No 60 of 2000). 

 

• Child Care Amendment Act, 1996 (Act No. 96 of 1996). 

• Children’s Act, 2005 (Act No 38 of 2005) 

 

• Children’s Amendment Act, 2007 (Act No 41 of 2007) 

 

• Sexual Offences Act, 2007 (Act No 32 of 2007). 

 

• Public Service Act, 1994 (Act No of 103 of 1994), as amended. 

 

• Drugs and drugs trafficking Act, 1992 (Act No 140 of 1992). 

 

• Guidelines for the Prevention and Management of Sexual Violence & Harassment in 

Public Schools, 2008. 

 

• Guidelines and Procedure for Dealing with Suspected and Confirmed Cases of Child 
Abuse. 

 
9.  AREAS OF RESPONSIBILITY 

 
9.1 Buildings (construction, stone work, roof, doors, windows, gates, accessories, 

staircases, etc). 

 

9.2 Terrain (steps, structures, furniture, playgrounds, fences, jungle gyms, plants, objects, 

animals, stands, etc). 

 

9.3 Machines (vehicles, machinery). 

 

9.4 Fire extinguishers (safety / training of staff). 

 

9.5 Electrical equipment (distribution boards, switches, appliances, wiring, lighting, etc). 

 

9.6 Activities (dangers, injuries, learner participation, playground observation, care/use of 

equipment). 

 

9.7 Supervision and control (playground duty, patrol duty, point duty, scholar patrol, duty at 

/ after functions, hall duty, prefects, late learners, after care centre). 

 

9.8 Excursions and tours (supervision, safety / care / control of roadworthiness of vehicles, 

consent forms, parental contact details, etc). 
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9.9   Sports fields (safety during any activities, protrusions, holes, stones, thorns, etc). 

 

9.10 Glass / windows (doors, panes, containers, etc). 

 

9.11 Articles brought to Glenstantia Primary School by the learners (knives, play guns, 

sharp items, dangerous weapons, illicit materials e.g. drugs, cigarettes, alcohol, 

pornography, etc). 

 

9.12  First Aid (training of staff, medical kits, procedures). 

 

9.13 Staff accommodation on the premises of Glenstantia Primary School. 

 

10.   AVAILABILITY OF FUNDS 

 

The SGB must make funds available within the budget for the implementation of the 

policy. 

 

11.   HEALTH 

 

11.1 Nutrition Programme and Tuck Shop  

 

11.1.1 The Community Fund (a separately run fund) provides nutrition for the children of 

families in need. 

 

11.1.2 The Tuck shop, run by Glenstantia Primary School, provides nutritious food daily. The 

School Governing Body monitors the items sold.  

 

11.1.3 Glenstantia Primary School will supply a staff member (from the maintenance staff) to 

maintain hygienic conditions in all kitchens on the premises (Tuck Shop, Hall, After 

School Centre and staff room). 

 

11.2   Infectious diseases 

 

11.2.1 Outbreaks of infectious diseases such as Measles, German Measles, Chicken Pox, 

Whooping Cough and Mumps amongst learners and Staff will be reported to the 

relevant Health Authority. 

 

11.2.2 The SMT shall ensure that the quarantine period is adhered to. 

 

11.2.3 The SGB will run campaigns together with the relevant Health Authority to have 

learners immunized to prevent infectious diseases. 

 

11.2.4  Letters will be sent home to inform parents of an outbreak of Lice or Ring Worm and 

the relevant treatment. 
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11.3 HIV/Aids* 

 

11.3.1 All classrooms are supplied with durable gloves. 

 

11.3.2 All blood spills, open wounds, sores, breaks in the skin and grazes must be treated as 

a potential infectious situation.  

 

11.3.3 All body fluids and excretions must also be treated as a potential infectious situation.  

 

11.3.4 No learner, educator or staff member is compelled to disclose his/her HIV/Aids status 

to Glenstantia Primary School. 

 

11.3.5 Unauthorised disclosure of HIV/Aids related information with regard to learners, 

educators or staff members could give rise to legal liability. 

 

11.4 First Aid* 

 

11.4.1 The SGB will make funds available to train and upgrade the First Aid qualifications of 

the staff members of Glenstantia Primary School. 

 

11.4.2 Glenstantia Primary School should have at least four (4) Level III trained staff 

members. 

 

11.4.3 A First Aid Kit for every 60 learners must be available for every excursion. They are 

available from the school secretary. 

 

11.4.4 A First Aid Kit must be available in the Tuck Shop, and all kitchens being utilised by 

the School. 

 

11.4.5 Stocks for the First Aid Kits must be replenished on an on-going basis. 

 

11.4.6 A trained first aider must be on duty at every event and activity at Glenstantia Primary 

School as prescribed by the Sports and Recreations Act. 

 

11.4.7 Back boards and neck braces must be available at high risk sport events. 

 

11.4.8 No seriously injured learner(s) or person(s) may be moved from where they were 

injured. The necessary information must be supplied to the Emergency Services e.g. 

either Netcare 911 or ER24 for them to dispatch a response vehicle/ambulance. 

 

11.4.9 The injured person(s), if need be, will be transported to the nearest trauma centre in 

the area as determined by the paramedics. 

 

11.4.10 A member of the SMT will inform the next of kin of the injury without delay. 

 



Page 10 of 32 

 

11.4.11 In the event of a fatal injury the Principal/SMT, will in person, convey the message to 

the next of kin without delay.  No information will be supplied telephonically.   

 

11.5 Extra mural activities* 

 

11.5.1 The SGB must undertake to ensure that the staff, accompanying learners on 

excursions or sporting events, are furnished with a cell phone and emergency 

numbers. 

 

11.5.2 For every twenty (20) learners there should be one educator, parent, or other adult on 

duty. 

 

11.5.3 As far as possible educators/staff members must be vigilant to strangers making any 

contact with learners and where this is noticed the stranger is to be approached and 

reasonable action taken or preferably the relevant authorities e.g. SAPS 

informed/contacted for further action to be taken by such authorities. 

 

11.5.4 If the learners are on any school related activity away from the school, the 

educator/staff member on duty will ensure, as far as reasonably possible, that no 

learner is left behind. 

 

11.6 Insurance* 

 

11.6.1 The SGB should make funds available in the budget to take out necessary third party 

liability cover to insure learners, educators and staff for all activities. 

 

11.6.2 All transport companies transporting Glenstantia Primary School learners must 

provide proof of valid insurance. A letter to this effect must be supplied to the school. 

 

11.6.3 The school shall ensure that no company without valid insurance will be utilised. 

 

11.6.4 The Procurement Officer shall ensure that all relevant documentation with regards to 

Drivers Professional Driving Permits (PDP), Certificate of Roadworthiness (COR) be 

obtained at least one (1) week before such a company is to be used. The 

documentation must be kept on file and where any exceptions and/or problems are 

identified then that company may not be used and such exceptions or problems must 

immediately be reported to the Principal and Health and Safety Committee who in 

turn will notify the SGB. 

 

11.6.5 The educator/staff member in charge shall conduct a brief inspection of all transport 

vehicles to be utilised prior to the commencement of the excursion. This will entail 

that the vehicle has seat belts, fire extinguishers, a valid licence disk and that the 

driver has his/her driver’s licence on his/her person. If the educator/staff member in 

charge is of the opinion that the vehicle or driver is not to be used alternative 

arrangements must be made. Feedback of such a decision must be brought to the 

attention of the SMT. 
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11.6.6 Staff or individual motorists who assist in transporting Glenstantia Primary School 

learners must have a valid driver’s license. In addition they should have a Public 

Driver’s Permit (PDP) and as comprehensive insurance is not compulsory in South 

Africa a claim will be put in against the Road Accident Fund, should an accident 

occur. (Requirement for PDP – Refer to the letter dated 30/7/2012 from Tshwane 

Metro re Regulation 115 of the National Road Traffic Act, Act No 93 or 1996).  

 

11.7 Incidents* 

 

11.7.1 A record must be kept in the Incident Register and file of any incidents involving injury 

at any time, to anyone on the premises of Glenstantia Primary School.  Copies of 

incidents must be forwarded to the Safety Committee, SGB representative and 

Principal. 

 

11.7.2 A police file must be kept of any incidents of violence, molestation or kidnapping. 

SAPS Garsfontein, the District Office, as well as Social Services, must be informed 

immediately. 

 

11.7.3 Records of incidents must contain the following: 

 

Date, time, place of incident, nature of incident / injury, names of witnesses and 

statements, circumstances, action taken and period of incapacity must be noted.  

Where necessary a Workmen’s Compensation claim must be registered. 
 

11.7.4 The school will take measures to ensure that, if a learner is injured or falls ill during 

the course of the school day or activity and requires medical treatment the 

supervising educator/staff member will take all measures possible to contact the 

parent concerned in order to obtain the necessary consent for medical treatment. 

(Refer to the Administration of Medication Policy). 

 

11.7.5 The educator/staff member will take the decision to consent to medical treatment if 

the situation is urgent/life threatening and the parent cannot be contacted.  
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12. ASSETS 

12.1 School Vehicles* 

 

12.1.1 School vehicles will be kept in a roadworthy condition with tyres and brakes being 

checked regularly. 

 

12.1.2 School vehicles will have comprehensive motor insurance.  Any accident must be 

reported to the Principal and/or Deputy Principals immediately and the police no later 

than 24 hours following the accident.  A police case reference number must be 

obtained.  In addition, the insurer/insurance broker must be aware of the accident 

within 5 working days as the insurer must be aware of the accident within 30 days. 

 

12.1.3 The tyres on the bus will be replaced every 5-years, from the date of manufacturing, 

irrespective of the tread left on the tyre.  

 

12.1.4 Driving of school vehicles will only be undertaken by persons with a valid driver’s 
license. 

 

12.1.5 The School bus may only be driven by persons with a valid driver’s licence and 

Professional Driving Permit (PDP). 

 

12.1.6 A log book must be kept updated with regard to the service record of each vehicle. 

 

12.2 Hired Transport 

 

12.2.1 Only reputable companies must be used. 

 

12.2.2 All companies must provide insurance and roadworthy certificates for each vehicle. 

 

12.2.3 All companies must have Passenger Liability Insurance. 

 

12.2.4 Learners may only be transported in roadworthy vehicles.  Learners may not be 

transported in open vehicles or on trailers. 

 

12.2.5 The principal, supervising educator, staff member or member of the SGB/SMT must 

intervene if there is any doubt about the roadworthiness of a vehicle or the 

competence of the driver of the vehicle. 

 

12.2.6 Where a vehicle is deemed un-roadworthy, learners must disembark immediately and 

the Principal or SMT must be informed. 

 

12.2.7 The principal, supervising educator, staff member or member of the SGB/SMT must 

liaise with the driver or the owner of the vehicle in connection with reporting any 

accident to the SAPS / Metro police / Local or Provincial Traffic Departments and 

must report the accident himself or herself, within 48-hours of the accident if the driver 

or owner fails to do so.  
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12.2.8 All drivers must have Valid Driver’s Licence and Professional Driving Permit of the 
Driver. 

 

12.2.9 No person shall drive a motor vehicle of a prescribed class on a public road except in 

accordance with the conditions of a professional driving permit issued to him or her. 

 

12.2.10  All vehicles transporting learners must have a fully operational fire extinguisher and 

warning triangle in the vehicle. All minibus type of vehicles that are utilised to 

transport learners must have an emergency exit hammer on board. This equipment 

must be verified by the educator/staff member on duty prior to the trip commencing. 

 

12.2.11 All transport vehicles must be in compliance of SANS Code 10047. The 

owner/operator of the company must provide proof of this compliance. 

 

12.3 Buildings and Grounds 

 

12.3.1 Public warning signs must be erected where a possible danger exists. 

 

12.3.2 Regular inspection of the buildings and grounds by the SGB must be done to 

determine any dangers. 

 

12.3.3 Learners must be advised that a red and white barrier indicates restriction of 

passage. 

 

12.3.4 Signs must be erected informing all who enter the premises of Glenstantia Primary 

School that it is a gun-free, drug-free and smoke-free zone. 

 

12.3.5 Conditions of the handrails, tiles on steps, gutters and paving must be regularly 

checked, damages reported and repaired. 

 

12.3.6 All electrical fittings / lighting must be repaired without any unnecessary delays. 

 

12.4 Computer Rooms 

 

12.4.1 These rooms must be serviced by an IT specialist contracted by the SGB. 

 

12.4.2 Electrical installations should, if necessary, be carried out by a qualified electrician. 

 

12.5 Science Laboratory 

 

12.5.1 A hazardous substance register must be kept and constantly updated. 

 

12.5.2 An incident register must be kept in the laboratory and reported on regularly at the 

Natural Science Learning Area meetings. 

 

12.5.3 The rules for the use of the laboratory must be prominently displayed. 
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13.   SAFETY 

13.1  Fire Extinguishers 

13.1.1 These are to be checked and replaced annually. A record of this procedure must be 

kept. 

13.1.2 The training programmes of the persons involved in the fire fighting team at 

Glenstantia Primary School will be funded as stated in the budget. 

13.2  Safety Equipment 

13.2.1 Safety boots, eye wear and overalls must be supplied out of funds made available to 

all State and SGB employees working with lawnmowers or any cutting equipment 

(saws etc), or power tool equipment. 

13.2.2 The SMT must ensure that all staff makes use of the safety equipment at all times. 

13.2.3 An investigation must be conducted into the cause of any incident where a staff 

member is involved and initial feedback, pending further investigation, must be given 

to the SGB within 5 working days of such an incident. 

13.2.4 The investigation panel must consist of at least one member of the SGB. 

13.3  Emergency Plan 

13.3.1 A full emergency plan must be in place and practiced regularly. 

13.3.2 The emergency evacuation procedures are displayed in all offices, classrooms and 

amenities, and where reasonably practicable, the local fire chief assesses and 

reviews all fire evacuation procedures every year.  

13.3.3 Safe Zones must be identified for safe assembly during evacuation. 

13.3.4 All persons on Glenstantia Primary School premises during a drill are bound to 

adhere to the authority of the Principal/SMT. 

13.3.5 If a bomb threat is received or a suspicious object is discovered - 

(i) The Principal/SMT must immediately report it to the SAPS. 

(ii) The object, or anything related to the bomb threat, must be left untouched, 

and the emergency evacuation procedures must be followed. 

13.4  Electrical Fittings 

13.4.1 All electrical fittings, wiring, plugs and light fittings on the premises of Glenstantia 

Primary School will be inspected regularly by a qualified electrician contracted by the 

SGB. 

13.4.2 Loose wires and faulty connections must be reported to the Maintenance Office 

immediately. 
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13.5  School Workshops 

Glenstantia Primary School’s workshop must comply with the relevant working and 
safety procedures for workshops as set out by the Department of Education as well 

as Occupational Health and Safety Act. 

13.6 Hygienic Conditions 

13.6.1 Kitchens, media centre and tuck shop must comply with the set standards. 

13.6.2 The above areas are to be sanitized and cleaned regularly. 

13.6.3 Glenstantia Primary School employs dedicated cleaners to service the ablution blocks 

and ladies sanitation bins. 

13.7  Sports Fields 

13.7.1 Goal posts, tennis, netball and basket ball courts, fencing and spectator stands must 

be inspected regularly for wear and tear and/or possible danger. 

13.7.2 The fields must be regularly inspected for holes, stones, thorns or any object that 

could harm a learner/person. 

13.7.3 No object may be placed onto the playing fields that may cause harm to a 

learner/person. 

13.8 Swimming Pool 

13.8.1 The SMT must ensure that learners are informed about the dangers of and safety 

measures regarding water. 

13.8.2 The gates to the swimming pool must remain locked at all times unless opened by an 

educator/staff member for an activity. 

13.8.3 No learner(s) may be left unsupervised at the swimming pool. 

13.8.4 Boisterous activities are banned. 

13.8.5 The SMT will ensure that notices regarding safety measures are displayed around the 

swimming pool. 

13.9  Window Panes 

13.9.1 Broken window panes are to be made safe by removing the pane from where it can 

cause harm and/or prevent access by learners/staff members by the Maintenance 

Department only. 

13.9.2 Breakages must be reported immediately for repair. 

13.10 Gardens 

13.10.1 Directives are received from the Department relating to the indigenous plants and 

trees to be planted. 
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13.10.2 Trees may only be removed with the permission of the SGB. 

13.10.3 Trees that have been removed must be replaced with suitable trees which require 

minimal watering. 

14.  GENERAL SUPERVISION OF LEARNERS ON GLENSTANTIA SCHOOL PREMISES 

14.1  The SGB and Staff 

14.1.1 Learners entering the school prior to the official school hours must gather in a 

prescribed area allocated for this purpose. 

14.1.2 Learners waiting for their parents or lifts after official school hours or after an activity 

must wait outside the John Scott Street gate. 

14.1.3 Learners returning to Glenstantia for a later activity must enter at the John Scott 

Street gate.  The staff member or coach must keep an attendance register. 

14.1.4 During break times educators must be on duty 

14.1.5 A parent who wishes a learner to leave school during official school hours must follow 

the given procedure.  (Refer to Access to School Premises and Learner Release 

Policy) 

14.1.6 Educators/staff members are required to remain with learners until the last learner 

has been collected. 

14.1.7 There are separate duty lists for - 

Extra-murals, break times, scholar patrol, values, each function or trip or day outing. 

14.2  Vehicles 

14.2.1 All vehicles will only be permitted to park in demarcated areas. 

14.2.2 Staff parking areas are out of bounds to learners. 

15.  ACCESS 

15.1  Access to Glenstantia Primary School premises is 

15.1.1 Subject to the Constitution, Laws, National and Provincial policies and Access to 

School Premises and Learner Release Policy. The Principal/SMT of Glenstantia 

Primary School may and for such timeframes as may be necessary- 

15.1.1.1 Take such steps as may be considered necessary for the safeguarding of the school 

premises, as well as the protection of the people therein. 

15.1.1.2 Visitors may only enter the school between 07:30 – 13:40 through the pedestrian 

gate in Anton van Wouw Street where on arrival they must report to the gate monitor 

and sign in.  
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15.1.2 No person shall without the permission of the Principal/SMT enter into the school 

premises in respect of which a direction has been issued under paragraph 9.1.1.1, 

and for the purpose of the granting of that permission the Principal/SMT may require 

of the person concerned to - 

15.1.2.1 Furnish his or her name, address and any other relevant information required by 

the Principal/SMT. 

15.1.2.2 Produce proof of his or her identity to the satisfaction of the principal if necessary 

15.1.2.3 Declare what the contents are of any vehicle, suitcase, attaché-case, bag, 

handbag, folder, envelope, parcel or container of any nature which he or she has 

in his or her possession or custody or under his or her control, and show those 

contents to the Principal/SMT. 

15.1.2.4 Hand to the Principal/SMT anything which he or she has in his or her possession 

or custody or under his or her control for examination or custody until he or she 

leaves the premises. 

15.1.3 Without derogation of the provisions of the Trespass Act,1959 (Act 6 of 1959), the 

Principal/SMT may at any time remove any person from the school premises if- 

15.1.3.1 That person enters the school premises concerned without the permission 

contemplated in paragraph 9.1.2. 

15.1.3.2   That person refuses or fails to observe any steps contemplated in paragraph  

15.1.4 The Principal/SMT considers it necessary for the safeguarding of the school premises 

concerned or for the protection of the people thereon. 

15.1.5 Parents have the right to visit the school, but such visits may not disrupt any of the 

school activities. 

15.1.6 Parents are required to make an appointment with the Principal and/or any staff 

member of the school for a personal appointment with him or her prior to the visit and 

must state the reason for the visit and the persons who may be involved during the 

visit. 

15.1.7 The entrance to the school is monitored by a gate monitor and a sign-in slip must be 

completed before access will be granted and signed by the department/person the 

person visited and returned to the gate monitor on leaving the premises. 

15.1.8 The visitor will be directed to the office where the sign-in slip must be produced to the 

receptionist. 

15.1.9 The visitor will not be allowed to enter any other part of the school other than the 

administration block, unless otherwise directed.  A visitor who is an outside contractor 

and or worker employed by the school for purposes of whatever work, must also 

follow these procedures above and present themselves for identification at the 

administration office prior to work commencing and be given a visitor tag to be worn 

as well as the bib to be worn to identify them as workers/temporary visitors.  A visitors 
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tag is also to be given to a visitor and worn by the visitor when permission is given to 

go beyond the administration office block.  This visitor tag is not applicable to visitors 

who are attending sports meetings on the fields or for example function in the hall. 

15.1.10 Glenstantia Primary School is at all times monitored by CCTV cameras and ADT 

Security. 

15.1.11 Visitors entering after 13:40 may do so through the John Scott Street Gate where 

there is a gate monitor on duty. This gate remains open until 16:00.  All learners 

involved in activities after 16:00 shall leave or gain access with the assistance of 

their coach or activity leader. 

15.2  Drug-Free Glenstantia Primary School (GPS) 

15.2.1 GPS is hereby declared a drug-free and dangerous object-free zone. 

15.2.2 No person may- 

15.2.2.1  Unless authorised by the principal for legitimate education purpose, no person may 

bring a dangerous object or illegal drug onto school premises or have such object 

or drug in his or her possession on school premises or during any school activity. 

15.2.2.2  Carry any dangerous object(s) on the school premises. 

15.2.2.3  Store any dangerous object in the public school premises except in officially 

designated places identified by the Principal. 

15.2.2.4 Possess illegal drugs on school premises. 

15.2.2.5 Enter the school premises while under the influence of an illegal substance or 

alcohol. 

15.2.2.6 Directly or indirectly cause harm to anyone, who exposes another person who 

makes an attempt to frustrate the prevention of the dangerous objects and 

activities. 

15.2.2.7 Cause any form of violence or disturbance which can negatively impact on any 

school activity. 

15.2.2.8 Wittingly condone, connive, hide, abet, encourage possession of dangerous 

objects or refuse, fail, neglect to report the sighting or presence of any dangerous 

objects to the educator or Principal/SMT or SAPS. 

15.2.3 In the absence of a SAPS official the Principal/SMT or delegate may without a 

warrant - 

15.2.3.1 The Principal or his/her delegate may, at random, search any group of learners, or 

the property of a group of learners, for any dangerous object or illegal substance, if 

a fair and reasonable suspicion has been established. 

15.2.3.2 Seize any dangerous object(s) or illegal drugs present on the school premises or on 

the person in contravention of the Code of Conduct. 
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15.2.4 No staff member, parent, learner and/or any other person may be in possession or 

use  

- Alcohol 

- Illegal drugs 

- Any illegal substance or dangerous objects during any school activity 

15.3  Learners Arriving Late for School 

15.3.1 Learners must report to the Discipline Official who will record it on d6 and notify the 

parent. No learner arriving late may go directly to class. 

15.3.2 The latecomers are recorded in a register. 

15.3.3 A learner who constantly arrives late must be reported to the SMT who will take up 

the matter with the parent. 

15.4  Staff Reporting Late for Work 

15.4.1 The Principal must be informed of pending late arrival. 

15.4.2 On arrival the staff member must report to the Administrative Office. 

15.5  Leaving School During School Hours - Learners 

15.5.1 A letter must be handed in at the Administrative Office stating the 

arrangement/reason for leaving, time and who is collecting the learner. 

15.5.2 The Learner Release Register must be completed. 

15.5.3 Parent/Guardian or designated person must collect the learner from the 

Administration Office.  

15.5.4 A learner will only be allowed to leave with a designated person after such a person 

provides proof of such designation. 

15.5.5 The Administration Office will ensure that the designated person is known to the 

learner. 

15.5.6 The school must contact the learner’s parent if there is any doubt about the identity of 

the person collecting the learner. 

15.6  Leaving School During School Hours - Staff 

15.6.1 This must be cleared with the Principal. 

15.6.2   If necessary proof must be submitted. 

15.6.3  The Staff Control Register must be completed. 

15.7  Out of bounds areas, unless there is a Staff member present - 
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Hall/Foyer 

Jungle gym 

Basket Ball courts and Tennis courts 

Pool area 

All School Buildings before and after School hours 

Car park/bays 

General Assistant’s quarters 

Estate Manager’s workshop/office 

Inside all offices, photocopy room, staff room, kitchen 

Classrooms during break/after school 

16.  GENERAL 

The school will display clear signs at the entrance that any person who enters the school 

may be subjected to a search. 

Any person that contravenes this policy may be removed from the school premises. 

17.  SHORT TITLE 

       The Policy shall be called the Health and Safety Policy of Glenstantia Primary School. 

ANNEXURES 

All areas marked with * indicate that there is a separate detailed policy for that section. 

Annexure A:  Emergency Drill and Evacuation Plan 

Annexure B:  Fire Drill and Fire Emergency Plan 

Annexure C:  Contractors Safety Rules 

 

SIGNED BY 

 

Recommended by: 
(Principal) 

H P J Pretorius  
Signature: 

 
 

Date:  
Approved by: 
(SGB Chairperson)  

Adv F Mzilikazi  
Signature: 

 

Date:  
Verification by GDE: 
(District Director)  

  
Signature: 

 
 

Date of Verification  
Certified by :  Signature:  

 
Date  
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Annexure A  
Emergency Duty Lists 
 

 

Glenstantia Primary School 

Emergency drill and Evacuation Plan  (update annually) 

In the event of an emergency, we need to respond in an efficient and effective manner. Everyone, (including 

office staff, cleaning staff, learners and educators) must evacuate to the main field in front of the stands 

by the shortest or least cluttered route in the most orderly fashion and silently. 

There the Deputy Principal will receive the whole school and place them alphabetically in their classes, in the 

allocated and demarcated area in front of the stands. There will be someone with a class list who will 

determine who is not accounted for.  Once they have been counted and sorted they must sit down quietly and 

await further instructions. 

We need to know who is where and everyone needs to be accounted for. Classes will not be with their register 

teachers and not every teacher will be available to accompany their class to the gathering point, as they may 

be out of commission or they may have other duties assigned. Staff who do not have assigned duties are 

required to assist with orderly evacuation and effective regrouping. 

The following are key figures: 

1. Overall in charge: PRINCIPAL 

2. Person receiving learners at gathering point & determining totals: MRS 

BEZUIDENHOUT (Intersen Phase) MRS TEMANE (Foundation Phase and Staff)  

3. Person who takes class lists and staff list to gathering point: MRS GOLD 

4. Person who orchestrates phoning and alerting police, fire brigade, ambulance services, 

neighbourhood watch, etc: MRS D DAVEY (also sweeps & mans the admin block) 

5. Person opening access to school & carrying emergency keys : MR P SERUTLA 

6. Persons on  boundaries: MR K MONAMODI (Anton van Wouw Street),  

MR JANSEN (Neveling Street), MR PEENS, (John Scott  

       Street), MR PATRICK SERUTLA (Thomas Muir Street) 

7. Person to sweep top floor D-block: MRS NEWHAM & MS L BEYERS 

8. Person to sweep middle floor D-block: MRS K GOVENDER & MS S FOURIE 

9. Person to sweep ground floor D-block: MRS ROETS & MRS K DE KLERK 

10. Person to sweep top floor C-block: MS N MAHAPA & MRS B WARDEN 

11. Person to sweep ground floor C-block: MRS M DAVEY 

12. Person to sweep top floor G-block: MRS THOMPSON AND MRS S VAN WYK 

13. Person to sweep ground floor G-block: MRS THIART & MRS TRUTER 

14. Person to sweep ASC Centre: MRS L O’KELLY 

15. Person to co-ordinate admin block & tuck shop staff : MRS C LAWRENCE 

(all admin staff, visitors and contractors report to tuck shop area) 

16.  Person to sweep computer classes: MRS ESPAG 

17.  Person to co-ordinate grounds staff: MR P SERUTLA  

18.  First aiders at Centre of field: MISS KUZWAYO, MRS MABOKO, ALL 

       GRADE  ASSISTANTS 

 19. Persons controlling traffic to ensure access to school and directing parents: MRS 

PARAG & MR M LINKS 

 20. Person in charge of radio: MR T MPILA or MR J APHANE 
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Annexure B       

Glenstantia Primary School 

Fire drill and Fire Emergency Plan (update annually) 

In the event of a fire, we need to respond in an efficient and effective manner. Everyone, (including office staff, 

cleaning staff, learners and educators) must evacuate to the main field in front of the stands by the 

shortest or least cluttered route in the most orderly fashion and silently.i 

There the Deputy Principal will receive the whole school and place them alphabetically in their classes, in the 

allocated and demarcated area in front of the stands. There will be someone with a class list who will 

determine who is not accounted for.  Once they have been counted and sorted they must sit down quietly and 

await further instructions. 

We need to know who is where and everyone needs to be accounted for. Classes will not be with their register 

teachers and not every teacher will be available to accompany their class to the gathering point, as they may 

be out of commission or they may have other duties assigned. Staff who do not have assigned duties are 

required to assist with orderly evacuation and effective regrouping. 

The following are key figures: 

1. Overall in charge: PRINCIPAL 

2. Person receiving learners at gathering point & determining totals: MRS 

BEZUIDENHOUT (Intersen Phase) MRS TEMANE (Foundation Phase and Staff)  

3. Person who takes class lists and staff list to gathering point: MRS GOLD 

4. Person who orchestrates phoning and alerting police, fire brigade, ambulance services, 

neighbourhood watch, etc: MRS D DAVEY (also sweeps & mans the admin block) 

5. Person opening access to school & carrying emergency keys : MR P SERUTLA 

6.   Persons on  boundaries: MR K MONAMODI (Anton van Wouw Street),  

MR JANSEN (Neveling Street), MR PEENS, (John Scott  

       Street), MR PATRICK SERUTLA (Thomas Muir Street) 

7. Person to sweep top floor D-block: MRS NEWHAM & MRS L BEYERS 

8. Person to sweep middle floor D-block: MRS K GOVENDER & MS S FOURIE 

9. Person to sweep ground floor D-block: MRS ROETS & MRS K DE KLERK 

10. Person to sweep top floor C-block: MS N MAHAPA & MRS B WARDEN 

11. Person to sweep ground floor C-block: MRS M DAVEY 

12. Person to sweep top floor G-block: MRS THOMPSON AND MRS S VAN WYK 

13. Person to sweep ground floor G-block: MRS THIART & MRS TRUTER 

14. Person to sweep ASC Centre: MRS L O’KELLY 

15. Person to co-ordinate admin block & tuck shop staff : MRS C LAWRENCE 

(all admin staff, visitors and contractors report to tuck shop area) 

  16.  Person to sweep computer classes: MRS ESPAG 

17.  Person to co-ordinate grounds staff: MR P SERUTLA 

18.  First aiders at Centre of field: MISS KUZWAYO, MRS MABOKO, ALL GRADE  

ASSISTANTS 

19.  Persons controlling traffic to ensure access to school and directing parents: MRS 

PARAG & MR M LINKS 

20. Person in charge of radio: MR T MPILA or MR J APHANE 
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ANNEXURE C 

Glenstantia Primary 
School 

 
 
 
 
 

CONTRACTOR  
SAFETY RULES 
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CONTRACTOR SAFETY RULES AND REGULATIONS 
 
The intent of this agreement is to provide sufficient information to allow you, the 
contractor, to conduct your business here as safely as possible. Any questions or 
comments pertaining either to the information in this agreement or safety in general, 
should be directed to the Estate Manager or any of the management personnel at 
Glenstantia Primary School.  
 
At the back of this agreement is form which requires your signature. This document 
states that you have read and fully understood the guidelines set forth in this 
agreement.  
 
The information in this agreement is derived from Occupational Health and Safety Act 
85 of 1993 (OSH Act) and specific Glenstantia Primary School rules. Since the OSH 
Act regulations are general in nature, you must have a good knowledge of all specific 
regulations which pertain to your line of work. These specifics will not be addressed 
in this agreement.  
 
 
Revised: September, 2013  
 



Page 25 of 32 

 

SAFETY, HEALTH AND SECURITY RULES AND REGULATIONS 
 
1. All contract employees performing work for Glenstantia Primary School must 

adhere in detail to the Occupational Health and Safety Act (OSH Act). The 
contractor will remove and replace any contract employee who fails to comply 
with these rules. All interpretations will be made by the designated representative 
for Glenstantia Primary School. 

 
2. General 
 

A. The contractor and his employees shall comply with all safety regulations. 
 

B. The use of or the possession of alcoholic beverages or non-prescription drugs 
is not permitted on Glenstantia Primary School premises. 

 
C. The possession of any type of weapon on Glenstantia Primary School property 

is strictly prohibited 
 

D. Smoking is not allowed on Glenstantia Primary School premises. 
 

E. All unusual incidents should be reported immediately to the Glenstantia 
Primary School representative (accidents, damage to property, etc.). 

 
F. A 24-hour phone number will be left with the Glenstantia Primary School 

representative while the contractor has workers or material on Glenstantia 
Primary School premises. Likewise, a 24-hour Glenstantia Primary School 
number will be supplied to the contractor representative. 

 
G. All hazardous openings or excavations must be barricaded at all times unless 

the work requires their temporary removal. 
 

H. While overhead work is being performed, signs must be posted in a 
conspicuous manner "Danger - Work Overhead". If sparks from cutting, etc., 
or other materials are falling, the area below must be roped off completely. 

 
I. Work shall not be performed under or immediately adjacent to loads being 

hoisted and all loose items of equipment or material shall be secured from 
falling. 

 
J. Packages, drums or other items may not be used in place of ladders 

 
K. The contractor shall report any malfunction or potential safety hazard to the 

Glenstantia Primary School representative. 
 

L. Contractor personnel shall not connect to, adjust or otherwise tamper with  
Glenstantia Primary School equipment.  
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3. Housekeeping  
 

A. Housekeeping is the contractor's responsibility.  
 

B. The job site must be as clean and orderly as possible while the work is being 
performed.  

 
C. Flammable and combustible wastes must be removed from the premises at 

the end of each working day if the Glenstantia Primary School representative 
so requires. Sewers, ditches, trenches and waterways are not to be used for 
disposal of waste. Dumpsters and other normal rubbish receptacles may be 
used only with the permission of the Glenstantia Primary School 
representative.  
 

D. Should the contractor fail to remove rubbish, etc., such removal will be done 
by Glenstantia Primary School at the contractor's expense.  
 

E. At the end of the work, the job site must be left in an acceptable condition.  
 

4. Smoking and the use of Flames, Welding, Cutting, Burning, Grinding 
Equipment and other Spark Producing Equipment.  
 

A. SMOKING is prohibited throughout the facility.  
 

5. Personal Protective Equipment  
 

A. It is the responsibility of the contractor to enforce the use of required personal 
protective equipment by it’s employees.  
 

B. The contractor will supply personal protective equipment to its employees 
unless instructed otherwise, in writing, by Glenstantia Primary School.  
 

C. SAFETY GLASSES: It is the responsibility of the contractor to enforce the use 
of Safety Glasses at all times. The contractor will supply his employees with 
personal protective equipment.  
 

D. All contractor personnel must wear appropriate safety attire. 
 

Protective Equipment 
  

A. Additional safety measures to be included whenever necessary: 
 

• Defined areas where hard hats, safety shoes, glasses, protective clothes 
are required.  

• Eye and face protective systems (e.g. full face shield over spectacles for 
grinding and cutting activities) must be used for all operations where there 
is potential eye or face injury.  
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• Use of safety harnesses is mandatory for any work being carried out as per 
OSH Act above ground level unless work is being carried out from a safe 
work platform or where alternative fall protection is provided.  

• The contractor's employees shall not perform work until proper protective 
equipment is worn.  

 
B. The following non-exhaustive list presents required safety equipment to be  

worn and/or used during work, when necessary, inside specific designated  
areas: 
  

• Safety Glasses  

• Safety shoes  

• Hard Hat 

• Noise protection  

• Breathing apparatus  

• Fireproof clothes  

• Safety harness  

• Appropriate Walkie-Talkie  

• Escape mask  

• Portable O2 gas and/or flammable and/or toxic gas detector  

• Appropriate protection when chemicals handling  

• Extinguisher  

• Eye wash  
 

 
6. Accidents and Injuries  
 

A. The treatment of injuries sustained by the contractor's employees shall be the 
responsibility of the contractor.  
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In Case of Fire  
 

A. lf the contractor or one of his employees sees a fire, a fire extinguisher should 
be used. DO NOT REPLACE extinguishers on the HOOKS.  
They must be reported as empty to the Glenstantia Primary School 
representative.  
 

B. Fire fighting tools, extinguishers, hydrants, etc., must not be used for anything 
except fighting a fire.  
 

C. IF IT BECOMES NECESSARY TO TURN OFF A SPRINKLER SYSTEM OR 
USE A HYDRANT OR OTHER FIRE FIGHTING EQUIPMENT FOR 
ANYTHING EXCEPT FIGHTING A FIRE, THE GLENSTANTIA PRIMARY 
SCHOOL REPRESENTATIVE MUST BE INFORMED BEFORE THIS 
OCCURS.  

 
7. Contractor's Tools and Equipment  

 
A. All equipment must be in first class condition.  

 
B. Scaffold planks, ladders, ropes, ground wires, etc., shall be inspected by the 

contractor and replaced if they prove to be defective.  
 

Portable Electrical Equipment and Hand Tools  
 

A. Tools need to be kept in good condition and used for their intended purpose 
according to manufacturer's recommendations.  
 

B. Additional safety measures to be included whenever necessary:  
 

• People should be trained in the safe use of tools and equipment applicable 
to their trade.  

• Tools or guards are not to be altered. "Home-made" tools are not 
permitted.  

• Personal tools are subject to inspection at any time.  

• Tools subject to impact (chisels, star drills) tend to "mushroom". Keep them 
dressed to avoid flying fragments. Use tool holders.  

• Don't force tools beyond their capacity or use "cheaters" to increase their 
capacity.  

• Portable electrical equipment and tools must be "double insulated" or 
earthed.  

• Trigger locks on all power tools shall be removed.  

• Air supply to pneumatic tools must be shut off and "bled down" before 
disconnecting.  

• Only qualified and authorised personnel may execute work on electrical 
equipment and installations.  
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8. Equipment for elevated works  
 
Ladders, scaffolds and barriers, will be made available by the contractor 
whenever necessary. Additional safety measures to be included whenever 
necessary:  
 

A. Ladders  
 

• Ladders are to be soundly constructed and maintained.  

• Ladders are to be inspected before and after use and any observed 
defects must be reported to your supervisor for repair or disposal.  

• Ladders must be fitted using non-slip feet, the frame should be firm and in 
a good state or repair.  

• Non-conductive ladders must be used for electrical work.  

• While ascending or descending a ladder, do not carry anything that will 
prevent you holding on with both hands.  

• Wooden ladders are allowed on the site if approved by the safety engineer.  

• No ladder must be worked on without it being secured or held in position.  
 

B. Scaffolds  
 

• Each scaffold shall be inspected and "tagged" before it is released for use.  

• All scaffolds must be erected by a competent worker authorised by the 
contractor.  

• Rolling and tower scaffolds with a height greater than three times the 
minimum base dimension shall be guided or tied-off while being used.  

• Rolling scaffolds shall be free of men, material and equipment before being 
moved.  

• All hydraulic platforms shall only be operated by a trained operator.  

• Scaffolds structures may not be used to support any load (e.g. pipe spools, 
structural steel, concrete form work etc.) unless the safety representative 
has been consulted and the necessary modifications carried out and 
approved by him/her.  

 
C. Barriers  

 

• Protective barricades are required around excavations, holes or openings 
in floor or roof areas, edges of roofs and elevated platforms, around certain 
types of overhead work and wherever necessary to warn people against 
falling in, through or off. Protective barricades must be of a physical nature.  

• Protective barricades may be built of timber, metal poles, cable and wood 
post and chain. 
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9. Welding and Cutting 
  

 For all welding, cutting and grinding activities, the contractor will only use 
competent and authorised welders and cutters and all welding and cutting 
activities will be subject to a hot work permit.  

 
A. Additional safety measures to be included whenever necessary:  

 

• Only competent and authorised workers may use welding and cutting 
equipment.  

• Welders shall check their equipment before use for: 
  

o Damaged insulation on welding leads, electrode holders and 
connections.  

o Faulty earth clamps gauges, pressure reducers, flashback arrestors 
and torches.  

o Worn or damaged hoses.  
 

• Fire extinguishers shall be available at the welding/cutting site.  

• All workers engaged in welding and cutting activities shall be dressed with the 
appropriate protective clothing and equipment.  

• A flashback arrestor shall be fitted on oxy/fuel system immediately 
downstream of the pressure regulator and a non-return valve shall be fitted in 
each gas supply system at the torch.  

• Compressed gas cylinders shall not be taken into confined spaces or buildings 
or placed on scaffolds.  

• Valves of compressed gas cylinders shall always be closed and secured by 
protection caps except when in use.  

• Compressed gas cylinders shall always be secured to prevent falling, and 
shall be protected from being struck by moving equipment and falling objects.  

• Oxygen cylinders when in storage shall be separated from fuel gas cylinders 
or combustible material in accordance with local rules or regulations.  

• Handle all gas cylinders with care, as follows:  
o Lift to upper levels in certified cages only.  
o Do not strike an arc on cylinders.  
o Do not use cylinders as rollers.  
o Do not lift with slings or by protective cap.  
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10. Waste 

 
Proper waste management is an environmental issue. The generation of waste 
has to be avoided or minimized. If waste is generated the contractor has to take 
all practical steps to ensure that all waste are properly, safely and legally 
managed from the point at which they are created to the point of disposal.  
 
General waste  
Disposal of general waste generated during contractor's work at site is not 
allowed at the plant site. 
  
If waste disposal is part of the contract or accepted by the plant 
manager/coordinator it must be advised where the disposal should be made, 
preferably supervised by the plant manager/coordinator.  
 
 

11. Casual Labourers 
  

• Are responsible for their own safety. 

• Must wear and provide their own safety clothing where items are not provided. 

• Must adhere to instructions with regard to safety from the Estate Manager. 

• The Estate Manager will meet and discuss the Safety Regulations with them 
and it should be adhered to at all times. 

• Glenstantia Primary School will not be held liable for any injuries sustained by 
a casual labourer while performing his/her duty. 
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Glenstantia Primary School 

 
 

CONTRACTOR SAFETY AGREEMENT 
 
 

 I, ___________________________________, the contractor, do hereby declare that  

 my company ___________________________________ acknowledges having read  

and understood the conditions contained in this document and, furthermore, our 

employees agree to abide by these conditions as set forth in this Contractor Safety 

Manual.  

 

Any questions concerning safe practices should be directed to the Glenstantia Primary 

School Representative.  

 

________________       ________________ 
  CONTRACTOR         DATE 
 
 
 
________________       ________________ 
      WITNESS 1          DATE 
 
 
 
________________       ________________ 
      WITNESS 2          DATE 
 
 

________________ 
PRINCIPAL  

GLENSTANTIA PRIMARY SCHOOL 


