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OCCUPATIONAL HEALTH & SAFETY POLICY 

 
Revised: MARCH 2014 

 

1. LEGISLATIVE FRAMEWORK: 

 

 Children’s Act 38/2005 

 Constitution of the Republic of South Africa 108/1996 

 Criminal Law ( sexual offences and related matters) Amendment Act 32/2007 

 Draft General Health and Safety Regulations 20 January 1995 

 Government Gazette, 10 November 2006 No. 29376 

 Government Gazette, 7 July 2006 No. 29000 

 Government Notice no 876 of 2006 

 Government Notice No. 1040 of 12 October 2001 

 National Educational Policy Act 27 / 1996 

 National Health Act 61/2003 

 Occupational Health and Safety Act 85/1993 

 Promotion of Equality and Prevention of Unfair Discrimination Act 

 Road Traffic Act 29 / 1989 

 Social Assistance Act 13/2001 

 South African Schools Act 84 / 1996 

 The Constitution of the RSA, 1996 

 The Disability Rights Charter of South Africa 

 

2. OBJECTIVES OF THE PO LICY 

 To ensure the implementation of effective procedures in a case of an emergency. 

 To ensure that all reasonable practical steps are taken towards the safety and security of all persons using the 

premises. 

 To ensure the safety and security of school property. 

 To instil in all staff members the responsibility of immediately reporting the presence of all strangers or 

trespassers on the property. 

 

3. STRUCTURE OF DIFFERENT SECTIONS OF SAFETY AND SECURITY AT THE GATEWAY 

SCHOOL 

3.1 Safety and Security committee 

 The Gateway School’s safety and security will be managed by the Safety and Security Committee (SCC) 

consisting of: 

The School Governing Body Chairman or nominated SGB Member. 

The Principal 
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One Deputy Principal 

One post level 2 teacher and one post level one teacher 

The custodian 

 The responsibilities of the safety and security committee will be to annually revise the emergency plan, 

investigate safety and security problems timeously and regularly inform all stake holders on safety and security 

issues. 

 The safety and security committee will be responsible for the management of all aspects of safety and security at 

the school as indicated in Figure 1. 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FIGURE1: STRUCTURE OF SAFETY AND SECURITY AT THE GATEWAY SCHOOL 

 

3.2 Emergency plan 

3.2.1 General 

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

 The local fire chief will assess and review all fire evacuation procedures annually or in his/her absence a 

representative from the Department of Education. 

 If a bomb threat is received or a suspicious object is discovered the principal must immediately report it 

to the police. The object, or anything related to the bomb threat, must be left untouched; and the 

emergency procedures must apply. 

 

Plan attached 
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3.3.1 General 

 

 All learners must adhere to the Code of conduct for learners (refer to the policy document) and staff must 

adhere to the Code of professional ethics for educators (refer to the policy document). 

 Random searches of learners, their desks and bags will be done without prior warning but according to 

constitutional provisions (Addendum 1). 

 If any learner or other people in the school are found to have drugs or weapons the matter will be dealt with 

as per the school discipline procedure. 

 

3.3.2 Educational outings 

 A list of all learners participating in the outside educational activities and tours, with the relevant telephone 

numbers (see attached format) must be compiled. 

 Consent Letters must be attached to the list of participants. 

 Ascertain, before arranging the outing, whether the terrain is suitable for wheelchairs. Mogale’s Gate is 

exempt from this provision as alternative outings will be arranged for learners using wheelchairs. 

 No educator or learners may possess or use alcohol, drugs not prescribed by a doctor and / or dangerous 

weapons during any school activity or tour. The code of conduct for learners and educators will apply during 

the outing. 

 A first aid kit (which is available from the school sister) should be taken on all outings and tours for the 

treatment of minor injuries and ailments. 

 The school is responsible for insuring our learners who have no medical aid against accidents, injuries, 

general medical expenses and hospitalization. It will also insure the shortfall which may occur where learners 

are covered by medical aid. 

 The accompanying teacher must ensure that where a learner requires chronic medication during a sports 

meeting or on tour, that sufficient quantities are obtained from the learners’ parents and it is administered as 

per the parents’ instructions. 

 Educators who accompany learners to sports meetings or on tour must ensure that they are aware of any 

allergies or food intolerances that the learners may have. 

 Educators will make every effort to contact parents in the event of serious illness or injury but circumstances 

may dictate that they will have to use their own discretion about emergency medical treatment. 

 Depending on the availability of resources where reasonably practicable, that learners are under the 

supervision of an accompanying educator at all times; ensuring that the adult-learner ratio regarding 

supervision is realistic regarding the disability and age of the learners. 

 A parent is informed about any travelling to or through a high risk disease area during the tour. 

 

3.3.3 Sport 

 Activities should not be attempted without a teacher present. The learners’ safety is of paramount importance 

in sport coaching and training. 

 Teachers will take care of minor sport injuries and the school sister will be informed of all learner injuries. 

 No learner may be allowed to participate is sports if the principal has reason to believe that such an activity 

will be detrimental to the learner’s health; or the parents have provided a medical certificate that prevents the 

learner from participating in such activity. 

 Learners must be informed about the dangers of and safety measures regarding swimming pools and the 

ocean. 
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 Registers have to be taken while emergency plan is being practised. 

 The learners must be supervised during all swimming activities and during visits to the ocean, rivers and 

dams. 

 All learners will be transported by school transport unless otherwise stated. 

 No learners will be transported unless the parents have completed a consent form. 

 

 

3.3.4 Transport 

3.3.4.1 Driver requirements 

A driver or educator in possession of a PDP license (Professional Driving Permit) will transport the 

learners to and from sheltered employment facilities, the open labour market, educational outings and 

tours. 

 

3.3.4.2 Injuries on buses 

All bus drivers are trained in First Aid and have First Aid boxes on their buses. Using universal 

precautions bus drivers will attend to minor injuries that occur on the buses. 

 

3.3.5 Medical 

3.3.5.1 Illegal chemical substances 

 The use of any illegal chemical substance (cigarettes, alcohol, drugs) is strictly forbidden during school 

hours, on school premises, while in school uniform, during extra mural activities or at any time while 

representing the school e.g. sport, school dances, etc. 

 Dealing in an illegal substance during above mentioned is strictly forbidden. 

 

3.3.5.2 Medication and administration thereof 

 It is the parents’ responsibility to ensure that an adequate supply of the learner’s medication is sent to 

school. 

 It is the educator’s or the school sister’s responsibility to timeously notify the parents when more 

medication is required. 

 All medication must be sent to school clearly marked with learner’s name, the dose and time of 

administration. 

 It is the parents’ responsibility to notify the teacher and School Sister of any change in medication. 

 The learner’s teacher and the school sister will administer medication daily as per parent’s instruction. 

1.1.1 A medicine chart (available from office) will be used to record learners’ daily medication. 

1.1.2 In the event of an Educator being absent it is the School Sister’s responsibility to ensure that the 

Class Assistant has the necessary knowledge about the type of medication, as well as the time 

and dosage that must be administered to learners in her class. The Class Assistant must also 

complete the medicine chart. 

 

3.3.5.3 Diet and allergies 

 It is the parents’ responsibility to inform the school of any special dietary requirements and allergies that 

a learner may have. 
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 It is the educator’s responsibility to check the files of the learners in his/her class for food restrictions 

and allergies. 

 If a learner uses an Epipen to control severe reactions to an allergy it is the parent’s responsibility to 

ensure it is daily sent to school with the learner. 

 It is the educator’s responsibility to ensure that the Epipen is taken on outings or tours and that they 

know how and when to use the Epipen. 

 

3.3.5.4 Injuries 

 Learner’s who are injured in the class are to be sent to the sickroom for examination and treatment. 

When dealing with injuries where bleeding occurs, universal precautions are to be taken. 

 If a learner is injured on the playground, and it is not serious, they are to be sent to the sickroom for 

examination and treatment. 

 In the event of a fall from a jungle gym or other head trauma, an educator must stay with the learner and 

a responsible learner or class assistant will inform the School Sister who will do an initial assessment on 

the playground before the learner is moved. 

 It is the responsibility of the School Sister to inform the parents if a serious injury occurs and to obtain 

permission from the parents if the learner needs to be taken to a Doctor. 

 

3.3.5.5 Illness 

 If the learner is ill or found to have a contagious illness, where possible the parents will be contacted and 

asked to take the learner home or to their doctor for further examination. 

 A less seriously ill learner may rest in the sickroom and be observed by the School Sister. If the learner 

is very young or afraid of being left in the sickroom, they can lie down in their classroom. A pillow and 

blanket can be obtained from the sickroom. 

 

3.3.5.6 Seizures 

 If a learner’s seizure continues for more than a few minutes, the School Sister is to be called to assist. 

Some learners may require a stat dose of rectal Valium. This is sent to school by the parents and kept in 

the sickroom. In extreme cases the learner will be taken to hospital for further treatment. 

 

3.3.5.7 Suspected abuse 

 Learners will be encouraged to report any incidents of abuse to their teacher, the School Sister or the 

Principal. As far as possible all disclosures will be treated sensitively and confidentially. 

 It is the educator’s responsibility to report any suspicious injuries or bruises to the School Sister, who in 

turn will inform the Principal. A note will be sent to the parents/guardians requesting an explanation for 

the injury. This will be recorded on the learner’s Running Case History. 

 Where necessary a Police Officer (as required under the Criminal Law Amendment Act No32 of 2007) 

will be notified or the Teddy Bear Clinic will be contacted for advice. 

 A learner who is suspected of abusing another learner will be dealt with as set out in the School’s Code 

of Conduct. 

 In a case of abuse the principal will contact the child protection unit. 
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3.3.5.8 First aid equipment 

 Two very basic First Aid bags are kept in the staffroom for use on the playground during break. It 

contains gloves, a clean cloth or towel to cover a large wound and an incident recording book. The 

teacher on playground duty has to ensure that the first aid kit is collected at the start of break and 

returned at the end of break. 

 All the buses are equipped with a First Aid box. They are inspected twice a year by the School Sister 

and restocked as necessary. 

 It is the Educator who is co-ordinating sport events responsibility to request a First Aid kit and to ensure 

its return to the sickroom. It is the School Sister’s responsibility to ensure that the First Aid kit is 

adequately equipped. 

 All incidents of accident (minor and serious) have to be recorded in the incident book. 

 

3.3.6 Voluntary workers 

 Voluntary workers will only be allowed access to the learners in the presence of another staff member 

and at no time will they be allowed to work with learner/learners on their own. 

 For security reasons, the volunteers must announce themselves at Reception on arrival and departure. 

 Before they can be considered a Voluntary Worker they will need to comply with the following 

requirements; complete a personal information form, supply a copy of their ID document, give the 

names of at least three references (the school reserves the right to do a background check on the 

volunteer) and be on probation for one month which may, at the Principal’s discretion be extended to 

three months. 

 Voluntary workers will be issued with visitor cards. 

 

3.3.7 Early release from school 

 Persons collecting learners early from school will be requested to complete the early departure register 

consisting of the name of the person collecting the learner, the time, date and purpose of the early 

release. 

 If the learner is to be collected by a person designated by a parent, that person must produce proof of 

such designation. 

 The school will inform the parents in advance in a case of early collection. 

 Learners will be collected from the front office. 

 A note in triplicate (one each for the parent, bus driver and office) will be issued by the office when 

learners are fetched from the class. 

 

3.4 School property 

3.4.1 Key control and locking up 

 A set of keys for the admin section are given to the Principal, Deputy Principal, Head of Departments 

and administration assistants. 

 These include: 

 A remote to the main entrance gate. 

 Keys to the front and back door of the main administration office. 

 A key to the security gate between the foyer and passage. 
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 A key to the vault (excluding Head of Departments) and designated administration staff. 

 The Principal and Finance Administration person will each have a key to the small safe in the vault. 

 A set of keys are kept for locking and unlocking the classrooms. These will be placed in the safe in the 

foyer of the administration block. All classrooms are to be locked, windows closed and checked before 

leaving the school premises. 

 The factotum takes responsibility for the locking and unlocking of the premises. 

 The HOD or Administration person on duty for the day will take responsibility for the locking of the 

administration block before leaving the school. 

 Store room keys are kept in the safe or the vault in the finance office. They are to be given to the person 

responsible for opening and locking up of the store room being used. The keys to be returned to the 

office for safe keeping. 

 The school toilets will be locked at all times and teachers/assistants must accompany learners to the 

toilets at all times and ensure that the toilets are locked after use. 

 Each set of bus keys to be the responsibility of the respective bus driver whilst on duty. 

 The bus drivers are to sign the register every time the buses are used other than the normal morning and 

afternoon route. 

 The keys to be stored in the administration office during the school day whilst the buses are not in use 

during school hours. 

 Any loss of keys must be reported to the Principal immediately. 

 The custodian will have a gate control and a set of keys to the front and back door of the administration 

block. He will also have keys to his workshop. 

 The General Assistant living on the premises of the school will have a key for the small entrance gate. 

 

3.4.2 Buildings and maintenance 

3.4.2.1 Fence 

 The electric fence must be switched on every afternoon by the Deputy Principal and custodian. On 

arrival the administration clerks must check to ensure that the security fence has been switched off. 

 The electric fence must be switched of every morning by the first person to enter the front office. 

 The palisade fence must be checked once per month by the safety and security committee 

 

3.4.2.2 Buildings and parking areas 

 All visitors to the school (e.g. parents, delivery people) must enter the school via the administration 

block. 

 There they will be issued with a consent form indicating the teacher’s name if they may visit a 

classroom or any other section of the school buildings. All staff has the right to ask people other than 

staff members to show their consent form on seeing them on the school property. 

 

3.4.2.3 Maintenance 

 The maintenance manager must ensure that all buildings are clean and in a good state of repair, that all 

gardens and sport grounds are cleaned and well maintained and ensure that the school is secure both 

during and after school hours. 
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 All lighting on the outside of the building and the grounds will be regularly checked to ensure good 

working order. 

 The school alarm will at all times be kept in good working order. 

 

3.4.2.4 Security guard at the main entrance 

 The security guard is responsible for the entrance and exit of people on the school grounds. 

 All people entering the school grounds, except vehicles displaying a school permit, will be required to 

sign the entrance register. 

 The main entrance gate will be closed at all times. 

 

3.4.3 Buses 

 Bus drivers are responsible for locking their buses and activating the bus alarms at all times, either on 

the school property or at their residences. 

 Bus drivers must immediately contact the person responsible for the safety of the buses if they have 

been hijacked, or an alarm is not in working order, or a bus has been removed without their knowledge, 

or damage been done to a bus. 

 

Compiled by: Mr T Boshoff 

 

WE, THE UNDERSIGNED, HEREBY DECLARE THAT THIS POLICY DOCUMENT IS THE OFFICIAL 

SAFETY AND SECURITY POLICY OF THE GATEWAY SCHOOL. THIS POLICY DOCUMENT 

REPLACES ALL PREVIOUS SAFETY AND SECURITY POLICY DOCUMENTS BEFORE 2014 

 

 

 

  

__________________________    ______________________ 

Dr ME Kempen       Mr G Duvenhage 

(PRINCIPAL)       CHAIRMAN 
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ADDENDUM 1 

Lawful searches entails: 

 Learners must be advised that periodic searches will be conducted in the school. 

 Parents must be informed that random searches will be conducted in the school. 

 Random searches must also be included in school rules which are circulated. 

 Males must be searched by males. 

 Females must be searched by females. 

 Both males and females must be searched in a private place 

 Learners’ property must be respected during the search. 

 Fairness and transparency must be part of the entire procedure. 


