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QUEENSTOWN SECONDARY SCHOOL
SAFETY INDUCTION PROGRAMME
Foreword
Queenstown Secondary School has always placed safety as top priority. Life is very precious and the loss of one life is one too many. Parents have also entrusted their children to the school. Staff must also have a safe and secure working environment so that they will be able to give their best to the pupils. Safety will not be compromised due to lack of funds or other resources.

Safety is the responsibility of every individual in the school. All must act responsibly so that no other may be injured. Every staff is encouraged to support each other by identifying shortcomings and informing the parties concerned. More often than not, it is the external party who will be able to spot the obvious.

With the school safety management system, the school will be able to bring safety to a new height. The school will place equal emphasis on physical and emotional aspect of safety. The School Safety Committee, headed by the Vice Principal will set the direction for safety and drive the safety effort. The Vice Principal is also the school’s Chief Safety Officer.
At all times, standard operating procedures must be adhered to and all necessary safety precautions must be taken. The school will adapt the MOE’s Safety Management System for running the safety, security and health programme in the school. The school will also adopt the MOE prescribed Risk Assessment and Management methodology to identify and eliminate hazards, and minimise risks in all activities. 

The School Safety Policy, endorsed by the Principal, will guide the school towards a more active role in safety and raise the safety standard to a new height. 

Finally, I request for your commitment to make Queenstown Secondary School the safest place for pupils and staff alike. It takes the concerted effort of everyone to achieve this goal.
Mr Victor Ong
Chairman School Safety Committee / Chief Safety Officer

Queenstown Secondary School



	SCHOOL SAFETY POLICY

We, the leaders, staff and pupils are committed to make Queenstown Secondary School a safe, secure and healthy place for teaching and learning.

We will always work with all stakeholders; parents, neighourhood communities and government agencies to ensure the safety, security and health in our school.

We will identify and eliminate all forms of hazards in our environment, and minimise the risks in our activities.

We will comply with all applicable Singapore legislations. 
We will also continually seek to improve the safety, security and health in our school.
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QUEENSTOWN SECONDARY SCHOOL

SAFETY COMMITTEE


EMERGENCY EVACUATION ORDER


On a school day, there is a possibility of incidents that would trigger an emergency evacuation; such as fire outbreak or explosion. If such incidents occur in nearby premises, it may also be necessary to evacuate from the school.

The safety of the pupils is very important. Under such circumstances, the pupils must be evacuated speedily and safely. If the pupils are not well trained in the evacuation drill, chaos may arise, resulting in injuries to pupils. As such, emergency evacuation drills will be carried out throughout the year to:

· Educate the pupils on the importance of emergency evacuation

· Familiarise pupils and staff with the evacuation procedure and route.

· Familiarise all staff on their emergency roles and functions.

Emergency Evacuation Responses
Upon hearing the fire alarm, a continuous ringing sound of approximately 30 seconds long, pupils should observe the followings:

· All activities must cease immediately. Listen attentively to the announcement given over the P.A. e.g. 'For Exercise; For Exercise; For Exercise. Fire; Fire; Fire. All pupils are to evacuate to the Assembly Area.'

· Follow the teacher-in-class instructions and leave the room quickly and quietly. Obey any other instructions given over the P.A. system. Do not take anything personal belongings with you e.g. books, bags, etc.

· The Class Monitor must ensure that all lights, fans and other electrical and gas appliances are turned off.

· Queue up outside the classroom and when instructed by the teacher-in-class, vacate the building as quickly as possible in an orderly manner.
· The Class Diary must be taken down to the Assembly Area.

· Once the class has reached the designated assembly area, the Class Monitor must do a head count. Report the attendance to the teacher-in-charge at the Assembly Area.

· Teacher-in-class must escort pupils to the Assembly Area before reporting to designated emergency station.
	
	
	

	
	Queenstown Secondary School

Emergency Evacuation Orders

1.
When you hear the fire alarm, listen carefully for announcements over the PA system.

2.
If it is a false alarm, resume class activities.

3.
If there is an emergency, listen for instructions on which location to avoid.
4.
Close all windows and doors. DO NOT LOCK THE DOOR.
5.
Turn off all lights, fans, electrical and gas appliances.

6.
Line up in single line outside the classroom.

7.
Asst Class Monitor checks that the classroom is empty.

8.
Asst Class Monitor queues up at the end of the class.

9.
Asst Class Monitor ensures that no classmate fall behind him during the evacuation to the Assembly Area.

10. 
Class Monitor carries Class Diary and leads the class to the Assembly Area.

a.
Classes on higher building level will give way to pupils on lower building level at the staircases.

b.
Classes must move in one complete line.

11.
Teacher-in-Class escorts pupils to the Assembly Area before reporting to the designated emergency station.

12.
Class lines up at the allocated place in the Assembly Area.

13.
Pupils are to squat or sit down.

14.
Class Monitor reports to Teacher-in-Charge at Assembly Area.

15.
Class waits for further instructions.
	

	
	
	


EMERGENCY EVACUATION ROUTE
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CLASS LOCATION IN ASSEMBLY AREA
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RISK ASSESSMENT AND MANAGEMENT PROCEDURE





































RISK ASSESSMENT AND MANAGEMENT PROCEDURE


























RISK ASSESSMENT AND CONTROL MEASURES
	Activity:
	

	Date:
	
	Venue:
	

	Time Start:
	
	Time End:
	

	Teacher IC:
	
	Assistants:
	

	
	
	
	

	
	
	
	


	LEARNING OBJECTIVES

	1. 

	2.

	

	ACTIVITIES CONSIDERED

	1.

	2.

	3.

	

	ACTIVITY SELECTED

	1.

	

	
	WHAT
	Hazards Identified
	RCM

	1
	Equipment

a) Availability of proper equipment

b) Equipment checked for usability
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	2
	Transport

a) Adequate and reliable transport provided

b) Insurance coverage
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3
	Food

a) Food provided by licensed caterer

b) Credibility and menus confirmed
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	4
	Programme

a) Time and Tasks Planned 

b) Alternatives considered
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	WHO
	Hazards Identified
	RCM

	5
	Participants/ Leaders

a) Pre-activity training done

b) Objectives of activity communicated

c) Briefing and Preparation done

d) Medical Screening and Insurance Coverage
e) Manageable Numbers
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	6
	Teachers 

a) 1: 20 participant ratio met

b) Availability of competent teachers to supervise activity

c) Availability of certified personnel to conduct activity
d) Able to mobilise safety procedures during an accident e.g. search & rescue, first-aid, evacuation
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	WHERE
	Hazards Identified
	RCM

	7
	Static Venue

a) Availability of adequate accommodation

b) Accessible to extraneous assistance

c) Availability of storm shelter
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	8
	Variable Venue

a) Availability of Area Map

b) Reconnaissance of Area of Operations done 

c) If moving in hazardous terrain/ areas, precautions have been planned for

d) Accessible to extraneous assistance
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	9
	Water-bound Venue

a) Study of Tide-tables done

b) Consideration taken on direction and strength of currents

c) Water-traffic noted and precautions planned

d) Accessible to extraneous assistance

e) Possible obstacles evaluated and considered
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	WEATHER
	Hazards Identified
	RCM

	10
	Inclement Weather

a) Weather forecast taken note of

b) Procedures in place to manage group in bad weather

c) Alternative wet weather programme planned for
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	11
	Precautions planned for the following possibilities

a) Lightning

b) Storm

c) Heatstroke

d) Hypothermia (abnormal low body temperature)

e) Altitude sickness
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	WHEN
	Hazards Identified
	RCM

	12
	Timing

a) Appropriate start/ stop time

b) Variability of timing taken in to consideration

c) Precautions planned for in case of change in timing


	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


REQUESTING FOR LIGHTNING RISK ALERT (LRA) SERVICES

REQUESTING FOR LIGHTNING RISK ALERT (LRA) SERVICES























REQUESTING FOR LIGHTNING RISK ALERT (LRA) SERVICES














REQUESTING FOR EXTENSION OF LRA SERVICES DURING OUTDOOR CURRICULUM
 














INFORMING SCHOOL KEY PERSONNEL AND PE TEACHERS

OF A LRA IN THE SCHOOL ZONE 

 








ACCIDENT MANAGEMENT PROCEDURE










































ACCIDENT MANAGEMENT PROCEDURE





























QUEENSTOWN SECONDARY SCHOOL ACCIDENT REPORT

	Report No (Sn/Year)
	

	Date/Time
	

	Location
	

	Severity of accident
	Minor

(treatment in school)
	Moderate

(sent to hospital)
	Serious

(reported to Superintendent)

	Casualty Particulars
	NRIC No:
	

	
	Name:
	

	
	Class:
	

	
	Address:


	

	
	Contact No:
	

	NOK Particulars
	Name:
	

	
	Relationship:
	

	
	Contact No:
	

	Witness Particulars
	Nric No:
	

	
	Name:
	

	
	Class:
	

	
	Contact No:
	

	
	Nric No:
	

	
	Name:
	

	
	Class:
	

	
	Contact No:
	

	Reporting Staff Particulars
	Nric No:
	

	
	Name:
	

	
	Contact No:
	

	Description of Accident


	

	External Medical Assistance
	Ambulance called at:
	

	
	NOK called at:
	

	
	Diagnosis:


	

	
	Medical leave:
	

	
	Staff with casualty:
	

	Immediate actions taken at accident site
	

	Report filed by
	Name
	

	
	Designation
	

	
	Contact No
	


ACCIDENT REVIEW BY QTSSSC

	Date of Review:
	

	Hazards identified:
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Risk control measures implemented:
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Review by
	

	Designation
	

	CSO Comments


	


HAZARD REPORTING PROCEDURE



























BUILDING DEFECT REPORTING PROCEDURE


QUEENSTOWN SECONDARY SCHOOL
SAFETY WEBSITE
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End








Assembly Area Group


Administration Point





OM follows procedure for ‘Hazard Reporting’.





Primary Assembly Area: School Field


Secondary Assembly Area: Clarence Field











Start





Is defect a hazard to personnel?





Staff or pupil identifies a building defect.





Staff or pupil reports defect to Operations Manager.





Start





No





Towards School Field








OM updates Hazard Log.





OM takes further actions to improve the safety of the school.





OM makes arrangements to repair defect.





CSO deliberates and decides on further actions to be taken.





Yes





OM records defect in Defect Log in the General Office.





Yes








Pupil reports hazard to Operations Manager or Staff.





OM inspects defect.





OM takes actions to eliminate hazard.





OM or Staff records hazard in Hazard Log in the General Office.





End








Chief Safety Officer (CSO) reviews actions taken.





No





School Operations


OIC


Mr Seah Boon Teck


2IC


Mr Andrew Lim





Staff informs OM.





Immediate actions required?





Yes





OM or staff takes actions to eliminate hazard.





No





Further actions required?





Start





Security Officer removes ‘Red Flag’ from Parade Square and outside the Guard House.





User 1 forwards SMS to the following parties.


a. Principal   b. Vice Principal   c. General Office Duty Staff, 


d. Security Officers.


Sports Secretary forwards SMS to the following parties.


a. PE teachers   b. Outdoor CCA teachers








User 1 receives cancellation from LWS via SMS.





END





Building & Environment


OIC


Mr Chanan Singh


2IC


 Bldg: Mdm Ang Peck Lian


 Env: Mr Mohd Sinwan





Secretary


Mr Seah Boon Teck


Asst Secretary


Mr Muhd Firdaus





Science Laboratory


OIC


Ms Janice Wee


2IC


 Phy&Bio: Mr Muhd Firdaus


 Chem: Mr Johari Munawa








Cyberspace Safety


OIC


Ms Sandy Ng


2IC


Mr Chen Foo Siang








PE & CCA


OIC


Mr Eric Loh


2IC 


    PE: Mr Harrie Desianto


    CCA: Mr Muhd Razif








Emotional Safety


OIC


Ms Choong Pei Chin


2IC


Ms Barakath











C&T Room


OIC


Mr Khoo Gay Min


2IC


   D&T: Mr Ong Ah Beng


   F&N: Mdm Kamsinah








Chairman/Chief Safety Officer


Mr Victor Ong


Vice Principal





Advisor


Mr Ang Chee Seng


(Principal)








End





Is activity safe to continue?





Staff continues conducting activity.





Yes





No





QTSSSC member suspends activity.





Relevant QTSSSC members carry out checks on activities with high risks that surfaced during risk assessment process.





Staff continues conducting activity.





Yes





No





Are developing hazards eliminated and risks reduced to acceptable level?





Staff monitors activity for developing hazards and implements addition RCM.





Staff implements RCM.





Yes





Staff explores additional RCM.





Approved?





No





B





Staff seeks approval to carry out activity.


SMC: Activities with high risks.


HOD: All other activities.





A





A





Yes





No





Can hazards be eliminated and risks reduced to acceptable level?





Staff selects RCM.





Staff explores other RCM.





Staff identifies all risk control measures (RCM).





Staff takes note of unacceptable risks in activity.





Staff carries out risk assessment.





Yes





B





No





Staff selects alternative activity.





Staff identifies hazards related to the activity.





Is this activity less risky than other alternatives?





Yes





No





Has the need for the activity been established?





Staff reassesses the need for activity.





Staff refers to MOE RAMS document for risk assessment and management procedure.





Staff intends to conduct an outdoor activity.





Start





   1. Security Officer places a ‘Red Flag’ in the middle of the Parade Square and outside the Guard House; then removes them when risk period expires.


   3. Security Officers direct staff and pupils in the open field to take shelter in buildings.


   3. PE Teachers and Outdoor CCA teachers conducting lessons in open areas evacuate pupils to a safe location.


   4. Staff directs pupils in open areas to take shelter in buildings.





General Office Duty Staff informs Security Officer of lightning risk period via Walkie-Talkie.


   





START





User 1 forwards SMS to the following parties.


a. Principal   b. Vice Principal   c. General Office Duty Staff


Sports Secretary forwards SMS to the following parties.


a. PE teachers   b. Outdoor CCA teachers





User 1 and Sports Secretary receive LRA from LWS via SMS.





END





SLWSA enters details in "(B) Specific Day Settings":


1. Start and End Date.


2. Start and End Time.


3. Location.


4. Click on "ADD" button.





SLWSA log into LWS as User 1:


1. Enter into LWS website: www.mssinet.gov.sg/lws


2. Key in Login ID: "HP No.".


3. Key in passcode: "qtss3508".


"Zone/School Registration" module appears.





SLWSA log into LWS as the Teacher:


1. Enter into LWS website: www.mssinet.gov.sg/lws


2. Key in Login ID: "HP No.".


3. Key in passcode: "qtss3508".


"Zone/School Registration" module appears.





START





Teacher provides details via SMS.


1. Start and End Date.


2. Start and End Time.


3. Location.





Teacher phones SLWSA to request for extension of LRA services.








Duration and location of outdoor school curriculum has to be amended.





END





User 1 forwards LRA or cancellation to teacher. 





LWS sends out a LRA or cancellation of LRA for specified area and time via SMS to User 1.








C





SLWSA logs into User 1's account


and enters details in: 


"(B) Specific Day Settings"


1. Start and End Date.


2. Start and End Time.


3. Location.


4. Click on "ADD" button.








SLWSA obtains the details of specific request for LRA from teacher.








SLWSA deletes user without outstanding specific requests for LRA and register new user.


Note: User 1 must not be replaced as User 1 receives LRA for the school zone.





No





Is there any user without outstanding specific requests for LRA?





Yes





SLWSA logs into other 2 users' accounts, less User 1, to check if there are any outstanding specific requests for LRA. 


Note: User 1 must not be replaced as User 1 receives LRA for the school zone.





B





END





Teacher resumes outdoor activities.





Teacher receives cancellation of LRA from LWS or User 1 via SMS for the specified area and time. 


E.g. "Lighting Risk Alert for Jurong East/West cancelled on 30/4/2009 from 1335"








Teacher evacuates pupils to a safe location and waits for LRA to be cancelled.





No





Yes





Is "Wet Weather Programme" activated?





Teacher immediately suspends outdoor activity.





Teacher receives LRA from LWS or User 1 via SMS when there is a lightning risk in the specified area and time. E.g.


"Lighting Risk Alert for Jurong East/West on 30/4/2009 from 1300-1400"





Teacher ‘Unsubscribe’ weekday setting





Teacher enters details in "(B) Specific Day Settings":


1. Start and End Date. 	3. Location.


	2. Start and End Time.	4. Click on "ADD" button.











A





A





Teacher logs into LWS as follows:


1. Enter into LWS website: www.mssinet.gov.sg/lws


2. Key in Login ID: "HP No.".


3. Key in passcode: "qtss3508".


"Zone/School Registration" module appears.





Teacher receives SMS from LWS.


" LWS: School admin has registered you as Lightning Risk Alert subscriber. Your web access code is ”qtss3508"





C





SLWSA


1. Enters name of teacher.


2. Enters cellular phone number of teacher.


3. Assigns Passcode: "qtss3508".


4. Submits registration.





Yes





B





No





Are there less than 3 users registered?





SLWSA log into LWS as follows:


1. Enter into LWS website: www.mssinet.gov.sg/lws


2. Key in Login ID: "3508" (School code).


3. Key in passcode: "qtss3508".


"Handphone Management-Handphone Registration/Reset Passcode" module appears.





SLWSA obtains teacher's HP number as it is used to appoint users of LWS. 


Note: A maximum of 3 users is allowed at any one time.





Teacher requests LRA services from Lightning Warning System (LWS) through School LWS Administrator (SLWSA).


(System Administrators: Mr Seah Boon Teck & Mr Khairoman)





Teacher selects an outdoor venue to conduct school curriculum.





START





End





Staff witnessed an accident or 


informed by pupil who witnessed an accident.





Is anyone injured?





No





QTSSSC reviews accident and implements risk management.





Yes





Can casualty be moved to General Office?





Pupil identifies a hazard.





Staff informs QTSSSC.





No





QTSSSC files Accident Report.





Yes





Staff brings casualty to the General Office.





Is ambulance required?





No





Office staff treats injury.





Staff informs General Office.





Yes





Pupil returns to class.





B





General Office informs Principal and Vice Principal of accident.





Office staff informs QTSSSC and files Accident Report.





General Office calls for ambulance.





Office staff brings paramedics to casualty.





QTSSSC reviews accident and implements risk management.





Office staff gives casualty’s particular to paramedic.





Office staff accompanies casualty to hospital.





End





General Office informs casualty’s family.





A





A





Office staff stays with casualty and updates school on developments at hospital.





Office staff hands over casualty to family when they arrive at the hospital.





Office staff explains to family on procedure for insurance claim.





Office staff returns to school and updates information on Accident Report.





B





Staff with first hand information files ‘Accident Report’ at General Office.





Office staff informs QTSSSC.





Must accident be reported to Superintend or MOM?





No





Yes





Principal or Vice-Principal informs Superintendent and/or MOM according to MOE’s SOP for “Reporting Serious Incidents in School and Issues of Media/Public Interest.





QTSSSC reviews accident and implements risk management.





End





End








